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Objective of the Application 

The need for transforming conventional government offices into more efficient and transparent e-offices, eliminating huge 
amounts of paperwork has long been felt. The eOffice product pioneered by National Informatics Centre (NIC) aims to 
support governance by using in more effective and transparent inter and intra-government processes. 

eFile, an integral part of eOffice suite is a system designed for the Government departments, PSU’s, Autonomous bodies 

to enable a paperless office by scanning, registering and routing the inward correspondences along with creation of file, 
noting, referencing, correspondence attachment, draft for approvals and finally movement of files as well as receipts. 

,Iyhds'ku dk mn~ns'; 

dkxth dk;Z dh o`gn ek=k dks lekIr djus ds fy, ikjEifjd 'kkldh; dk;kZy;ksa dks vf/kd dq'ky vkSj ikjn'khZ 

bZ&dk;kZy;ksa ds :i esa cnyus dh vko';drk yEcs le; ls vuqHko dh tkrh jgh gSA  jk"Vªh; lwpukfoKku dsUnz ¼,u-

vkbZ-lh-½ }kjk izofrZr bZ&vkWfQl mRikn dk y{; vf/kd izHkkoh vkSj ikjn'khZ] vkUrfjd vkSj vUr'kkZldh; dk;Z&iz.kkyh 

esa mi;ksx djds 'kklu dks lg;ksx iznku djuk gSA  

bZ&vkWfQl lwV dk ,d vfHkUu fgLlk] bZ&QkbZy ljdkjh foHkkxksa] lkoZtfud midzeksa] Lok;Rr'kklh fudk;ksa ds fy, ,d 

iz.kkyh gS tks vkus okys i=kpkj dh LdSfuax] iathdj.k vkSj iFk&fu/kkZj.k ds lkFk&lkFk i=koyh cukus] uksfVax] jsQjsaflax] 

i=kpkj layXudksa] vuqeksnukFkZ vkys[kksa vkSj vUrrksxRok i=kofy;ksa ds lkFk&lkFk izkfIr;ksa ds lapj.k gsrq mUgsa dkxtjfgr 

dk;kZy; ds :i esa l{ke cukus ds fy, rS;kj fd;k x;k gSA
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Introduction 

eFile is a workflow-based system that includes the features of existing manual handling of files with addition of more efficient 
electronic system. This system involves all stages, including the Diarisation of inward receipts, creation of files, movement 
of receipts and files and finally, the archival of records. With this system, the movement of receipts and files becomes 
seamless and there is more transparency in the system since each and every action taken on a file is recorded 
electronically. This simplifies decision making, as all the required information is available at a single point. 

It envisions a paperless office, with increased transparency, efficiency and accountability of the organization. 

A revolutionary product aimed to make office work like never before in the history of Indian Governance, is based on the 
Thirteenth edition of Central Secretariat Manual of Office Procedures (CSMoP) of the Department of Administrative 
Reforms & Public Grievances (DARPG), Govt. of India. 

ifjp; 

bZ&QkbZy] dk;Z&izokg ij vk/kkfjr ,d iz.kkyh gS ftlesa vf/kd dq'ky bysDVªkfud iz.kkyh ds lkFk&lkFk i=kofy;ksa ds 

ekStwnk ekuoh; izcU/ku iz.kkyh dh fo'ks"krk;sa Hkh lfEefyr gSaA  vkus okyh izkfIr;ksa dks Mk;jhd`r djus] i=koyh cukus] 

i=kofy;ksa vkSj izkfIr;ksa ds lapj.k vkSj vUrr% vfHkys[kksa ds laxzg.k lfgr lHkh pj.k bl iz.kkyh ds vUrxZr lfEefyr 

gSaA  pWawfd i=koyh ij dh xbZ izR;sd dk;Zokgh bysDVªkfud :i ls ntZ gksrh gS] blfy, bl iz.kkyh ds vUrxZr dk;Zi)fr 

esa vf/kd ikjnf'kZrk gksrh gS rFkk izkfIr;ksa vkSj i=kofy;ksa dk lapj.k =qfVfoghu gks tkrk gSA  

bl iz.kkyh esa laxBu dh ikjnf'kZrk] n{krk vkSj tokcnsgh ds lkFk&lkFk ,d dkxtjfgr dk;kZy; dh vo/kkj.kk fufgr 

gSA  

tSlkfd Hkkjrh; 'kklu ds bfrgkl esa igys dHkh ugha jgk] dk;kZy; dk;ksZ dks ml izdkj dk cukus ds mn~ns'; ls ;qDr 

;g dzkWfrdkjh mRikn Hkkjr ljdkj ds iz'kklfud lq/kkj vkSj yksd f'kdk;r foHkkx ¼Mh,vkjihth½ ds dsUnzh; lfpoky; 

dk;kZy; izfdz;k eSuqvy ¼lh,l,evksih½ ds rsjgosa laLdj.k ij vk/kkfjr gSA
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Need of eFile 
Information technology has changed the life style of people over a period of time. At the same time, environment plays a major 
role in the innovation of technology, and later technology became the need of the society. 

Files and receipts became an important entity in any organization. There may be thousands of paper documents in the form of 
Files/Receipts being dealt in an organization on a daily basis. Keeping record of these paper documents, their movement and 
safety involves lots of time, money and efforts which in turn decreases the effici ency and productivity of an organization. 

So any organization looking for a solution that will allow them to capture the documents in digital form, archiving them with 
some basic information for fast retrieval, movement of the document with the comment/remark, opening of file to bring all 
related documents in one folder, noting on file, movement of file for approval finally issuance of letter to the sender can go for 
this product. 

What began with the development and implementation of the “File Tracking System” which was a major step towards Less 
Paper Office, NIC (National Informatics centre) always in forefront in the adoption of new enabling technologies in information 
and communication technology to meet the need of the organization/society, paved the path for the eFile a workflow-based 
product enabling end to end electronic file movement across the government. 

Manual techniques for diarising, moving and recording of Files/Letters, makes the tracking of those files/letters a very difficult 
task, thus delaying the work and decreasing the efficiency. Due to the inefficiency of tracking with the manual system, there 
arose a need for a Computerized File Tracking System. 

An automated office attempts to perform the functions of ordinary office by means of a computerized system. In a manual office 
scenario, there are thousands of letters and files and their manual tracking is not a very easy task. A computerized File 
Tracking System enables users to track these letters and files within seconds. Also, dispatch and record keeping are made 
easy. It ensures proper distribution of work load, thus increasing the efficiency of the system and bringing transparency to the 
system. The system simulates the manual system in a digital environment. 

bZ&Qkby dh vko';drk  

lwpuk izkS|ksfxdh us fiNys dqN le; esa yksxksa dh thou 'kSyh dks cny fn;k gSA lkFk gh izkS|ksfxdh ds uo&izorZu esa i;kZoj.k dh izeq[k 

Hkwfedk gksrh gS vkSj ckn esa izkS|ksfxdh lekt dh vko';drk cu tkrh gSA  

i=kofy;kWa vkSj izkfIr;kWa fdlh Hkh laxBu dh egRoiw.kZ oLrq,a gksrh gSaA  fdlh Hkh laxBu esa i=koyh@izkfIr;ksa ds :i esa nSfud vk/kkj ij 

O;og`r fd, tkus okys dkxth nLrkost dh la[;k gtkjkas esa gks ldrh gSaA bu dkxth nLrkostksa ds lapkj.k]  mudk fjdkMZ j[kus vkSj 

mudh lqj{kk ds fy, dkQh le;] /kujkf'k vkSj iz;kl fufgr gksrk gS ftlds QyLo:i laxBu dh n{krk vkSj mRikndrk ?kV tkrh gSA 

vr% dksbZ Hkh laxBu tks ,sls lek/kku dh [kkst esa gS tksfd mUgsa nLrkostksa dks fMftVy Lo:i nsus] mudh Rofjr iquizkWfIr ds fy, dqN 

vk/kkjHkwr tkudkjh ds lkFk laxzghr djus] fVIi.kh@vH;qfDr ds lkFk nLrkost ds vkokxeu] leLr lEcfU/kr nLrkostksa dks ,d QksYMj 

esa lkFk j[kus ds fy, i=koyh [kksyus] i=koyh ij uksfVax] vuqeksnu gsrq i=koyh ds lapj.k vkSj vUrrksxRok izs"kd }kjk i= izs"k.k dh 

lqfo/kk ns lds] rks og bl mRikn dk mi;ksx dj ldrk gSA  

^^Qkby VªSfdax flLVe** dk fodkl vkSj dk;kZUo;u tksfd ysl&isij vkWfQl dh vksj ,d egRoiw.kZ dne gS bl izdkj vkjEHk gqvk fd 

laxBu@lekt dh vko';drkvksa ds fy, lwpuk vkSj lapkj izkS|ksfxdh esa] ubZ l{ke izkS|ksfxdh dks vaxhd`r djus esa lnSo vxz.kh ,u-vkbZ-

lh- ¼jk"Vªh; lwpuk foKku dsUnz½ }kjk 'kklu esa i=koyh ds bysDVªkfud lapj.k gsrq vkfn ls var rd dk;Z&izokg vk/kkfjr bZ&Qkby 

mRikn dk ekxZ iz'kLr fd;k x;kA 

i=kofy;ksa@i=ksa dk lapj.k] mUgsa vfHkfyf[kr vkSj Mk;jhd`r djus dh ekuoh; i)fr] mu i=kofy;ksa@i=ksa ij utj j[kus ds dk;Z dks 

nq"dj cukrh gS vkSj bl izdkj dke esa nsjh gksrh gS vkSj n{krk esa deh vkrh gSA  ekuoh; i)fr ds vUrxZr ¼i=kofy;ksa@i=ksa ds lapj.k 

ij½ utj j[kus dh v{kerk ds dkj.k dEI;wVjhd`r Qkby VªSfdax flLVe dh vko';drk mRiUu gqbZA  

,d Lopkfyr dk;kZy;] lkekU; dk;kZy;&dk;ksZa dks dEI;wVjhd`r iz.kkyh ds ek/;e ls djus dk iz;kl djrk gSA ekuoh; i)fr ls 

ifjpkfyr dk;kZy; ds ifjn`'; esa tgkWa ij lgL=ksa i= vkWj i=kofy;ksa gksrh gSa] ekuoh; i)fr ls mu ij utj j[kus dk dk;Z cgqr ljy 

ugha gSA  dEI;wVjhd`r Qkby VªSfdax flLVe] mi;ksxdrkZ dks bu i=ksa vkSj i=kofy;ksa dks lsdsUMksa esa VªSd djus esa l{ke cukrk gSA  blds 

vykok fMLiSp vkSj fjdkMZ dhfiax dks Hkh vklku cuk nsrk gSA ;g dk;Z&Hkkj ds mfpr forj.k dks lqfuf'pr djrk gS vkSj bl izdkj 

flLVe dh n{krk esa o``f) vkSj mlesa ikjnf'kZrk ykrk gSA  ;g iz.kkyh ekuoh; dk;Zi)fr dks fMftVy okrkoj.k dh vksj ys tkrh gSA
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eFile Modules (bZ&Qkby ekWM~;wYl)

eFile module comprises of Sections which are inter-dependent to each other and manages the official work flow of the 
entire life cycle of a Document/DAK which is received by the organization.  

That constitute eFile application are Receipts, Files, Dispatch, Reports, and so on. Each section comprises of different 
links that helps the user to easily utilize the functionalities of different sections of the eFile. 

The starting process is 
First of all, let’s learn about how to use the receipts section of eFile. 

bZ&QkbZy ekWM~;wy esa fofHkUu [k.M gksrs gSa tks ,d&nwljs ij fuHkZj gksrs gSa rFkk laxBu dks izkIr gksus okys 

nLrkost@Mkd ds lEiw.kZ thou&pdz ds vkf/kdkfjd dk;Z&izokg dk izcU/ku djrs gSaA  

izkfIr;ksa] i=kofy;ksa] fMLiSp] fjiksVZ~l bR;kfn ls bZ&QkbZy ,Iyhds'ku curk gSA  izR;sd [k.M esa fofHkUu fyad gksrs 

gSa tks mi;ksxdrkZ dks bZ&QkbZy ds fofHkUu [k.Mksa dh dk;Z{kerkvksa dk ljyrk ls mi;ksx djus esa lgk;rk iznku 

djrs gSaA  

vkjEHk dh izfdz;k gS]  

loZizFke ge ;g lh[ksa fd bZ&QkbZy ds izkfIr [k.M ¼receipts section½ dk mi;ksx dSls fd;k tk;sA
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Receipts 
A receipt is a written document that a specified entity has been received as an exchange for services. In eFile, receipts 
are created by the CRU which is further attached with the file to get processed and approved from the higher authority. 
(Receipt ,d fyf[kr nLrkost gS fd ,d fufnZ"V oLrq dks lsokvksa ds vknku&iznku ds :i esa izkIr fd;k x;k gSA  bZ&Qkby 

esa] izkfIr;kWa CRU }kjk cukbZ tkrh gSa tksfd mPp izkf/kdkfj;ksa ls lalkf/kr vkSj vuqeksfnr gksus ds fy, iqu% Qkby ls lEc)

gksrh gSa) 

The links available under Receipts section are mentioned below: (Receipts vuqHkkx ds vUrxZr miyC/k links fuEuor~
mfYyf[kr gSa %)

• Browse & Diarise

1. Physical

2. Electronic

• Inbox

• Email Diarisation

• Created

• Sent

• Closed

• Acknowledgement

1. Created

2. Sent

• Recycle bin

Fig.eFile.1 
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Let’s have an introduction about these Links one by one: (vkb;s bu Links ds ckjs esa ,d&,d djds ifjfpr gksrs gSaa%) 
 

Browse & Diarise 
 

The Browse and Diarise link under receipts section includes two sub modules: (Receipts vuqHkkx ds vUrxZr Browse & 
Diarise fyad esa nks mi&ekWM~;wy lfEefyr gSa%) 

 
1. Physical 

 
2. Electronic 

 
Let’s have an introduction about these sub modules one by one: (vkb;s dzfed :i ls bu mi&ekWM~;wYl ls ifjfpr gksa%) 

 
1. Physical: In Physical Module the browsing or uploading of the scanned document is not mandatory, only the 

Diarisation of the received correspondence is done for tracking purpose. (Physical  ekWM~;wy esa LdSu fd;s 

x;s nLrkost dh czkmftax vFkok viyksM vfuok;Z ugha gS] vfirq izkIr i=kpkj ij dsoy utj j[kus ds fy, 

mls Mk;jhd`r fd;k tkrk gSA) 
 

2. Electronic: In Electronic Module the browsing or  uploading of the scanned document is mandatory and then  

the Diarisation of scanned correspondence is done. (Electronic ekWM~;wy esa LdSu fd;s x;s nLrkost dh 

czkmftax vFkok viyksM fd;k tkuk vfuok;Z gS vkSj rc LdSu fd;s x;s i=kpkj dks Mk;jhd`r fd;k tkrk 

gS) 
 

In case of DAK that have a classified grading, proper grading levels are assigned to the DAK while diarizing them in 
case of both Physical and Electronic receipts.( oxhZd`r xzsfMax okyh Mkd ds ekeys esa] HkkSfrd rFkk bysDVªkfud nksuksa 

Receipts ds ekeyksa esa mUgsa Mk;jhd`r djrs le; Mkd dks mfpr xzsfMax Lrj vkoafVr fd, tkrs gSa) 
 

Classification levels are as follows: (oxhZdj.k Lrj fuEuor~ gSa %) 
 

• Normal 
 

• Confidential 
 

• Secret 
 

• Top Secret 
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To Diarise the Electronic Receipt, user has to perform the following steps: (Electronic Receipt dks Mk;jhd`r djus gsrq 

mi;ksxdrkZ dks fuEukuqlkj dk;Z djuk gksxk%) 
 

1. Click the Electronic module under Browse and Diarise ( ) link of Receipts section, as shown 

in Fig.eFile.2: (tSlkfd fp= eFile.2 esa iznf'kZr gS] Receipts vuqHkkx ds vUrxZr Browse & Diarise (Browse & 

Diarise)
fyad ds rgr bysDVªkfud ekWM~;wy ij fDyd djsa) 

 
Fig.eFile.2 (fp=.eFile.2) 

 

As a result, the Browse and Diarise screen for electronic receipt appears, as shown in Fig.eFile.3: (blds ifj.kkeLo:i 

Electronic Receipt ds fy, Browse and Diarise Ldzhu iznf'kZr gksrh gS] tSlkfd fp= eFile.3 esa fn[kk;k x;k gS) 
 

 
Fig.eFile.3(fp=.eFile.3)

10



 

 

 
 

2. Click  the  Upload File ( ) button  from  the Browse  and  Diarise screen.  A  File Upload  dialog box 

appears, as shown in Fig.eFile.4: (Browse and Diarise Ldzhu ls Upload File (Upload File) cVu fDyd djsaA ,d File Upload 

dialog box izdV gksxk] tSlkfd fp= eFile.4 esa n'kkZ;k x;k gS) 

 

 
Fig.eFile.4 (fp=.eFile.4) 

 
 

3. After entering the name of the receipt, Click the    Open ( ) button (Fig.eFile.4), as a result   the receipt 

gets uploaded under Browse and Diarize screen. (Receipt dk uke vafdr djus ds mijkUr Open (Open) cVu (fp=.eFile.4 

) fDyd djsa] ftlls Browse and Diarise Ldzhu ds vUrxZr Receipt, viyksM gks tkrh gSA) 
 

4. Enter data in all mandatory fields on the Browse and Diarise Page.( Browse and Diarise i`"B ij lHkh vfuok;Z QhYM~l 

esa MkVk izfof"V djsaA) 

Note: In case of Classified DAK, uploading of document is not mandatory for CRU, only Delivery mode is mandatory, but 
when it reaches to the intended recipient or at any section/officer, scanning including all other essential fields becomes  
mandatory. (uksV% oxhZd̀r Mkd ds ekeys esa CRU ds fy, nLrkost viyksM djuk vfuok;Z ugha gS] dsoy fMfyojh eksM vfuok;Z gS] fdUrq 

tc ;g bfPNr izkIrdrkZ ;k fdlh Hkh vuqHkkx@vf/kdkjh rd igqWap tkrk gS rks vU; lHkh vko';d QhYM~l lfgr] LdSfuax vfuok;Z gks 

tkrh gS) 
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Fig.eFile.5 (fp=.eFile.5) 

5. Clicking the Generate button (Fig.eFile.5) on Browse and Diarise page to generates a unique Diary number. 
As a result, the receipt gets generated along with the specified metadata. (,d vf}rh; Mk;jh dzekWd l`ftr djus 

ds ft, Browse and Diarise i`"B ij Generate cVu ¼fp=.eFile.5½ fDyd djsaA blds QyLo:i fufnZ"V esVkMkVk ds 

lkFk receipt mRiUu gks tkrh gSA) 

 
Fig.eFile.6 (fp=.eFile.6) 

Nine (9) Menu bar options are associated with an Electronic receipt after it is generated, are provided to the user as 
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shown in Fig.eFile.7: (mRiUu gksus ds ckn mlls lEc) ukS ¼9½ Menu bar fodYi mi;ksxdrkZ dks izkIr gksrs gSa tSlkfd fp= 

eFile.7 esa iznf'kZr gS) 
 

 
Fig.eFile.7 (fp= eFile.7) 

 
 

a) Send: User can use this option to send the receipt to the intended recipient. (mi;ksxdrkZ bl fodYi dk mi;ksx 

mfn~n"V izkIrdrkZ dks receipt Hkstus ds fy, dj ldrk gS) 
 

To send the generated receipt, user has to perform the following steps: (mRiUu receipt Hkstus ds fy, mi;ksxdrkZ 

dks fuEuor~ pj.kksa ds vuqlkj fdz;k;sa djuk gksxk%) 
 

1. Click the Send link shown in Fig.eFile.8: (fp= eFile.7 esa iznf'kZr Send fyad dks fDyd djsa) 

 

 
Fig.eFile.8 (fp= eFile.8)
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2. As a result Send page is displayed, either directly enter the name, marking abbreviation or section/organization 
unit name of the recipient in the ‘To’ field (Fig.eFile.9). (blds QyLo:i Send i`"B fn[krk gS] vc ‘To’ QhYM 

¼fp=.eFile.9½ esa izkIrdrkZ dk laf{kIr uke ;k vuqHkkx@laxBu bdkbZ fpfUgr djrs gq, lh/ks uke dh izfof"V djs) 

 
Fig.eFile.9 (fp=.eFile.9) 

Or Click the ‘To’ link and click on Contacts tab and selection can be made on the basis of name, marking abbreviation or 

section/organization unit of the recipient from the list box and (Fig.eFile.10). (vFkok ‘To’ fyad fDyd djsa vkSj Contacts VSc 

ij fDyd djsa rFkk izkIrdrkZ ds laf{kIr uke ;k vuqHkkx@laxBu bdkbZ dk p;u lwph ckWDl rFkk ¼fp=.eFile.10½ ds vk/kkj ij 

fd;k tk ldrk gS) 

 
Fig.eFile.10 (fp=.eFile.10) 
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3. Similarly, ‘CC’ option can be used if user wants to mark a copy of receipt to other users as well, follow the steps as mentioned 
in above points 2. (blh izdkj mi;ksxdrkZ ;fn receipt dh izfr vU; mi;ksxdrkZvksa dks Hkh izsf"kr djuk pkgs rks ‘CC’ fodYi dk mi;ksx fd;k tk ldrk gS] rFkk 

blds fy, mijksDr fcUnq 2 ij of.kZr fdz;kvksa dk vuqlj.k djsa) 

 
4. Provide Due date (if required) for the receipt using the calendar ) link adjacent to the Due Date text box. (¼;fn vko';d gks rks½ 

receipt ds fy, fu;r frfFk Set Due date VsDLV ckWDl ds fudV calendar (17) fyad dk mi;ksx djrs gq, frfFk fu;r djsa) 
5. Select Action which has been taken on the receipt from the dropdown menu.( receipt ij dh xbZ dk;Zokgh ¼Action½ MªkWiMkmu esuw ls p;fur 

djsa) 
6. Set the Priority (if required) of the receipt from the dropdown menu.( receipt dh ojh;rk ¼;fn vko';d gks rks½ ¼Priority½ MªkWiMkmu esuw ls 

fu/kkZfjr djsa) 
7. Type Remarks (if required) in the Remarks text  box, and click    the  Send button, as  shown in Fig.eFile.11 (¼;fn vko';d gks rks½ 

Remarks VsDLV ckWDl esa fVIi.kh Vkbi djsa vkSj tSlkfd fp=.eFile.11 esa fn[kk;k x;k gS] Send (Send) cVu dks fDyd djsaA) 

 
Fig.eFile.11 (fp=.eFile.11) 

8. As a result, the scanned and created receipt is sent to the intended recipient(s). (ifj.kkeLo:i] LdSu dh gqbZ vkSj l`ftr 

receipt mfn~n"V izkIrdrkZ¼vksa½ dks Hkst nh tkrh gS) 

 
b) Put in a File: User can use this option to put the generated receipt into a concerned file. (mi;ksxdrkZ bl fodYi dk 

mi;ksx] mRiUu receipt dks lEcfU/kr i=koyh esa j[kus ds fy, dj ldrk gS) 

 

 

Note: In case of forwarding receipt, multiple recipients can be sent by using semi colon (;) as   separators. 

Receipt (vxzlkfjr fd, tkus dh n'kk esa] foHkktd ds :i esa v)Z dksyu (;) dk mi;ksx djrs gq, mls ,d ls vf/kd 

izkIrdrkZvksa dks izsf"kr fd;k tk ldrk gS) 

Note: User can also Pull Back the sent receipt from the intended recipient even when the receipt is in the Inbox of the 
recipient, using the Pull Back link available in Sent section of Receipt Module. In case, the recipient has opened the 
receipt, then pullback option is inaccessible.( ;fn receipt izkIrdrkZ ds Inbox esa Hkh gks rks mi;ksxdrkZ Receipt ekWM;wy ds 

Sent [k.M esa miyC/k Pull Back fyad dk mi;ksx djds] izsf"kr receipt dks izkIrdrkZ ls okil Hkh ys ldrk gSA ;fn izkIrdrkZ }kjk 

receipt [kksy yh xbZ gS rks Pull Back fodYi igqWap ls ckgj gks tkrk gSA) 

Note: If any File/Receipt is attached with the desired Receipt, then ‘Put in a File’ option will not work. To 
do so, user needs to first  detach the attached File/Receipt from “Attach File” menu bar  option.(;fn dksbZ 

i=koyh@receipt bfPNr receipt ls layXu gS] rks ‘Put in a File’ fodYi dk;Z ugha djsxkA  ,slk djus ds fy,] mi;ksxdrkZ dks igys 

“Attach File” esuw ckj fodYi dk mi;ksx djrs gq,] layXu i=koyh@receipt dks vlayXu djuk vko';d gksxk) 
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To put up a receipt under a file, user has to perform the following steps: (receipt dks ,d i=koyh esa j[kus ds fy, 

mi;ksxdrkZ dks fuEuor~ fdz;k;sa djuh gksaxh%) 

1. Click the Put in a File ( ) link, as a result list of files will appear, as shown in Fig.eFile.12 (Put in a File (Put in 

a File) fyad fDyd djsa] blls i=kofy;ksa dh lwph fn[ksxh tSlkfd fp=.eFile.12 esa iznf'kZr gSA) 
 

 
Fig.eFile.12 (fp=.eFile.12) 

 
2. Select a file in which the receipt needs to be attached and click the Attach ( ) button (Fig.eFile.13), 

as a result the receipt gets attached under the selected file. User can also search the files  number using  Year 
and Search fields. (ftl i=koyh esa receipt dks lEc) fd;k tkuk gS] mldk  p;u djsa vkSj Attach (Attach) cVu 

fDyd djsa ¼fp=.eFile.13½] blls receipt p;fur i=koyh ls layXu gks tk;sxhA mi;ksxdrkZ Year vkSj Search QhYM~l 

dk mi;ksx djds i=koyh dzekWd [kkst ldrk gS) 

 
Fig.eFile.13 (fp=.eFile.13) 

 
 

Note: The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of  File. (fVIi.kh% 
lwph esa os i=kofy;kW 'kkfey gksrh gSa tksfd File ds ‘Created (Completed)’ vFkok ‘Inbox’ [k.M esa ekStwn gSaA) 
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c) Copy: User can use this option, in cases where the multiple correspondences are received from the same  person 

or organization.(mu ekeyksa esa tgkWa ,d gh O;fDr vFkok laxBu ls ,dkf/kd i=kpkj izkIr gksrs gSa] mi;ksxdrkZ bl 

fodYi dk mi;ksx dj ldrk gS) 

 
Fig.eFile.14 (fp=.eFile.14) 

 
1. By using the Copy option the metadata fields automatically gets filled with the same details and user only needs 

to upload the document by using Upload File button, as shown in (Fig.eFile.15).( Copy fodYi ds mi;ksx ls 

esVkMkVk QhYM~l Lopkfyr :i ls mUgha fooj.kksa ls Hkj tkrs gSa vkSj mi;ksxdrkZ }kjk dsoy Upload File button dk 

mi;ksx djds nLrkost dks viyksM djus dh vko';drk gksrh gS] tSlkfd fp=.eFile.15 esa n'kkZ;k x;k gS) 
 

 
Fig.eFile.15(fp=.eFile.15) 
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2. Upon clicking the Generate button, a unique Diary number gets generated along with the specified metadata.( 

Generate cVu fDyd djus ij fufnZ"V esVkMkVk ds lkFk ,d vf}rh; Mk;jh dzekWd l`ftr gks tkrk gS) 
 

 
Fig.eFile.16 (fp=.eFile.16) 

 
 

d) Dispatch: User can use this option to Dispatch the electronic receipt. (bl fodYi dk mi;ksx mi;ksxdrkZ }kjk 

electronic receipt dks izsf"kr djus ds fy, fd;k tk ldrk gS) 
 

To Dispatch the generated receipt, user has to perform the following steps (l`ftr receipt dks izsf"kr djus ds 

fy, mi;ksxdrkZ dks fuEufyf[kr fdz;k;sa djuh gksaxh):  

 
1. Click the Dispatch ( ) link. (Dispatch (Dispatch) link.dks fDyd djsa) 

 

 
Fig.eFile.17 (fp=.eFile.17) 

 
2. As a result the confirm message will appear, to move the generated receipt to the inbox for dispatching, as 

shown in Fig.eFile.18 (blds ifj.kkeLo:i l`ftr receipt dks izsf"kr djus ds fy, mls inbox esa gVk;s tkus fo"k;d 

iqf"V lans'k fn[kkbZ nsxk] tSlkfd fp=.eFile.18 esa iznf'kZr gS): 
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Fig.eFile.18 (fp=.eFile.18) 

3. After confirming, the dispatch window is displayed as shown in Fig.eFile.19, having all the metadata on right 
side prefilled as per the details entered while diarizing the receipt. (iqf"V fd;s tkus ds i'pkr fMLiSp foUMks 

iznf'kZr gksrh gS tSlkfd fp=.eFile.19 esa iznf'kZr gS rFkk blesa nkfguh vksj iwoZ esa Hkjk x;k og leLr esVkMkVk gS] 

tksfd receipt dks Mk;jhd`r fd;s tkrs le; izfof"V fd;k x;k Fkk) 
 

 
Fig.eFile.19 (fp=.eFile.19) 

 

 

Note:  No file should be attached to the receipt while dispatching of same receipt.  

(mlh receipt dks izsf"kr djrs le; receipt ds lkFk dksbZ i=koyh layXu ugha fd;k tkuk pkfg,) 
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4. User now creates the draft reply in respect of the receipt, and click the ‘Save’ (  ) button.( mi;ksxdrkZ 

}kjk  receipt ds lEcU/k esa mRrjkys[k cuk djk ‘Save’ (Save) cVu fDyd fd;k tk;s) 
 

5. A unique number called as Draft Number gets assigned to the draft which is sent for further process,  as shown 

in Fig.eFile.20.( vkys[k dks ,d vf}rh; dzekWad ftls Draft Number dgk tk;sxk] fu;r gks tkrk gS rFkk vkys[k 

vkxs dh izfdz;k ds fy, Hkst fn;k tkrk gS] tSlkfd fp=.eFile.20 esa iznf'kZr gS) 
 

 
Fig.eFile.20 (fp=.eFile.20) 

 
 

6. Clicking on Send button will take the user to Receipt Send page. (Kindly follow the steps 2 to 8 as mentioned 
in a) Send sub section (¼d`i;k d½ Send  mi [k.M esa dze la[;k 2 ls 8 ij of.kZr fdz;kvksa dk vuqlj.k djsa½)) 
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e) Details: User can use this option to view the details of the generated receipts, as shown in Fig.eFile.21 (mi;ksxdrkZ 

}kjk bl fodYi dk mi;ksx l`ftr receipts ds fooj.kksa ds voyksdu gsrq fd;k tk ldrk gS] tSlkfd fp=.eFile.21 esa 

fn[kk;k x;k gS) 

 
Fig.eFile.21 (fp=.eFile.21) 

f) Movements: User can use this option to track the Movements of  the  receipt  which  automatically  gets  updated 

as Receipt moves further as shown in Fig.eFile.22: (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx receipts ds lapj.k dks 

Kkr djus gsrq fd;k tk ldrk gS] tksfd  tSls&tSls receipts vkxs c<+rh gS] Lopkfyr :i ls v|ru gksrk jgrk gS] 

tSlkfd fp=.eFile.22 esa iznf'kZr gSA) 

 

 
Fig.eFile.22 (fp=.eFile.22)
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g) Edit: User can use this option to edit the Metadata fields of the Receipt before sending it to the intended  recipient.( 

mi;ksxdrkZ }kjk bl fodYi dk mi;ksx mfn~n"V izkIrdrkZ dks Receipt izsf"kr fd, tkus ls iwoZ mlds esVkMkVk QhYM~l 

dks lEikfnr djus gsrq fd;k tk ldrk gS) 
 

To edit the generated receipt, user has to perform following steps (l̀ftr receipt dks lEikfnr djus gsrq 

mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;sa fd;k tkuk gksxk) : 
 

1. Click the Edit link ( ), as a result the Metadata fields get active, as shown in following Fig.eFile.23 (Edit ¼ 

Edit½ fyad dks fDyd djsa] blds QyLo:i fp=.eFile.23 esa iznf'kZr esVkMkVk QhYM~l dk;Z'khy gks tk;saxh) : 

 

 
Fig.eFile.23 (fp=.eFile.23) 

 
2. After making required changes in Metadata fields, click the Save Receipt button to save Metadata 

(Fig.eFile.23). (esVkMkVk QhYM~l esa vko';d ifjorZu djus ds i'pkr Save Receipt cVu fDyd djsa ¼fp=.eFile.23½)
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h) Attach File 
 

To attach a receipt with a file, user has to perform the following steps: (fdlh receipt dks i=koyh ls layXu 

djus gsrq mi;ksxdrkZ dks fuEufyf[kr fdz;k;sa djuh gksaxh) 
 

Click the Attach File ( ) link, as a result list of files will appear, as shown in  Fig.eFile.24. (Attach File (Attach File)  
fyad dks fDyd djsa] ftlds QyLo:i i=kofy;ksa dh lwph iznf'kZr gksxh] tSlkfd fp=.eFile.24 esa fn[kk;k x;k gS) 

 

 
Fig.eFile.24 (fp=.eFile.24) 

Upon clicking on Attach File tab, list of files which are lying users File Inbox and File created appears, user can search    

for the file from Year and Search fields, as shown in Fig.eFile.25. (Attach File VSc dks fDyd djus ij mi;ksxdrkZ ds File 

Inbox rFkk File created esa ekStwn i=kofy;ksa dh lwph tSlkfd fp=.eFile.25 esa fn[kk;k x;k gS] izdV gksrh gS rFkk mi;ksxdrkZ 

Year vkSj Search QhYM~l dk mi;ksx djds i=koyh dh [kkst dj ldrk gS) 
 

 
Fig.eFile25 (fp=.eFile.25)
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The selected file then gets attached with the Receipt and moves along with the movement of  Receipt. (blls p;fur i=koyh 

Receipt ds lkFk layXu gks tkrh gS vkSj Receipt ds lkFk&lkFk mldk lapj.k gksrk gS) 
 

 
Fig.eFile.26 (fp=.eFile.26) 

 
 
Detach File- Will detach a file from the receipt.( i=koyh dks receipt ls vlayXu dj nsxk) 

 
The file can be de-attached from receipt on clicking ” button in the Attached Files section (Fig.eFile.26). The detached file then 

moves to the users file inbox who had detached the file.  ([k.M ¼fp=.eFile.26½ esa  cVu dks fDyd fd;s tkus ls i=koyh dks 

receipt ls v&layXu fd;k tk ldrk gSAblls vlayXu i=koyh ml mi;ksxdrkZ ds inbox esa pyh tkrh gS] ftlds }kjk mls 

vlayXu fd;k x;k gSA) 
 

i) Attach Receipt: User  can  use  this  option  to  attach  the  working  receipt/document  with  the  other Receipt(s)/ 
Document(s) irrespective of the receipt nature. This link  is  visible  when  user opens the receipt 

from Receipt Inbox/Created. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx receipt dh izd`fr ds ckotwn 

vU; receipt ¼nLrkostksa½ ds lkFk dk;Z'khy receipt@nLrkostksa dks layXu djus ds fy, fd;k tk 

ldrk gSA  ;g fyad ml le; fn[krk gS tc mi;ksxdrkZ Receipt Inbox/ Created ls receipt dks 

[kksyrk gS) 
 

 

Note: Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa. Also, the 
receipt attached with other receipts can be send to only one user at a time. (fVIi.kh% Physical 

Receipt/Document dks fdlh bysDVªkfud Receipt es lEc) vFkok blds foijhr Hkh fd;k tk ldrk gSA  vU; receipts 

ds lkFk layXu Receipt dks ,d le; esa dsoy ,d gh mi;ksxdrkZ dks Hkstk tk ldrk gS) 
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To attach other Receipt(s)/Document(s) with the working receipt, user has to perform following steps (vU; 

Receipts/nLrkost¼ksa½ dks dk;Z'khy receipt ds lkFk layXu djus gsrq mi;ksxdrkZ dks fuEufyf[kr fdz;k;sa djusa gksaxs): 

 
1. Click the ‘Attach Receipt’ link, as shown in Fig.eFile.27: (tSlkfd fp=-eFile.27 esa n'kkZ;k x;k gS ‘Attach 

Receipt’  fyad dks fDyd djsa) 
 

 
Fig.eFile.27 (fp=-eFile.27) 

2. As a result the receipt gets attached, which can be seen under Details as shown in Fig.eFile.28 (blds 

ifj.kkeLo:i receipt layXu gks tkrh gS] ftls Details esa ns[kk tk ldrk gS] tSlkfd fp=-eFile.28 esa iznf'kZr gS) 

 

 
Fig.eFile.28 (fp=-eFile.28)
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Fig.eFile.29 

 

 

Detach Receipt- Will detach a receipt from the Receipt. (receipt dks Receipt ls vlayXu dj nsxk) 
 

The receipt can be de-attached from receipt on clicking ” button in the Attached receipt section (Fig.eFile.28). The 
detached receipt then moves to the users receipt inbox who had detached the receipt. (Attached receipt [k.M 

¼fp=.eFile.28½ esa  cVu dks fDyd fd;s tkus ls receipt dks receipt ls v&layXu fd;k tk ldrk gSA blls vlayXu 

receipt ml mi;ksxdrkZ ds inbox esa pyh tkrh gS] ftlds }kjk mls vlayXu fd;k x;k gSA) 
 

 
Generate & Send and Generate & Copy 
 

At the time of Receipt Creation (kindly refer to step 4 in Browse and Diarise section). Clicking on Generate and Send (refer 
Fig.eFile.29) button will directly take the user to Receipt Send page. (Kindly follow the steps 2 to 8 as mentioned in a) Send 
sub section). (Receipt Creation ds le; ¼d`i;k Browse and Diarise [k.M dh fdz;k 4 dk lUnHkZ ysa ½ Generate and Send  cVu 
¼fp=.eFile.29½ dk fDyd fd;k tkuk mi;ksxdrkZ dks lh/ks Receipt Send ij igqWapk nsxkA ¼d`i;k d½ Send  mi [k.M esa of.kZr 
fdz;k 2 ls 8 dk vuqlj.k djsa ½) 

 

By clicking on Generate and Copy (refer Fig.eFile.29) button, a receipt number will be generated and the metadata field 
will remain available to upload a new document. (Kindly follow the steps 1 and 2 as mentioned in c) Copy sub section). 

(Generate and Copy  cVu ¼fp=.eFile.29½ fDyd djus ls ,d receipt   dzekWad l`ftr gks tk;sxk vkSj ,d u;k nLrkost 

viyksM djus ds fy, esVkMkVk QhYM~l miyC/k jgsaxsA  ¼d`i;k x½ Copy  mi [k.M esa of.kZr fdz;k 1 o 2 dk vuqlj.k djsa ½) 

 
 

 
(fp=.eFile.29)

Note: Receipts having Attached Files are not allowed to get attached in a receipt and also no action is 
allowed on the attached receipt till attached with the main working  receipt. (fVIi.kh% layXu i=kofy;ksa 

okyh receipt dks receipt esa layXu fd;s tkus dh vuqefr ugha gS vkSj layXu receipt ij fdlh dk;Zokgh dh Hkh vuqefr 

ugha gS tc rd fd og eq[; dk;Z'khy receipt ls layXu g) 
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Browse and Diarise Process of Physical Receipt (Physical Receipt dks Browse and Diarise djus dh izfdz;k) 
 

 
 

Inbox 
 

Inbox option contains the list of all the receipts that are received as an Inward Correspondence/DAK. (Fig.eFile.30) 
(Inbox fodYi ds vUrxZr vkod i=kpkj@Mkd ds :i esa izkIr leLr receipts dh lwph jgrh gSA (fp=.eFile.30)) 

 

 
 
 

 
Fig.eFile.30 (fp=.eFile.30) 

 

There are 9 links provided under Receipt Inbox: (Receipt Inbox esa 9 fyad iznku fd;s x;s gSaA) 
 

a) Receive: This link helps the user to receive the Physical Receipt. Without receiving the physical receipt user cannot 

make any action on that particular receipt as shown in the Fig.eFile.31: (;g fyad mi;ksxdrkZ dks Physical 

Receipt dks izkIr djus esa lgk;rk djrk gSA  Physical Receipt dks izkIr fd, fcuk mi;ksxdrkZ ml fo'ks"k 

receipt ij dksbZ dk;Z ugha dj ldrk] tSlkfd fp=.eFile.30 esa fn[kk;k x;k gSA)

Note: Refer to Browse and Diarise process of Electronic Receipt, In Physical Receipt just the Browsing 
and Uploading of Correspondence is Non- Mandatory, rest of the process is s a m e . (Electronics Receipt dks 

Browse and Diarise djus dh izfdz;k dk Lej.k djsaA  Physical Receipt esa dsoy i=kpkj ds Browsing vkSj viyksM djus 

dh izfdz;k vfuok;Z ugha gS] vU; lHkh izfdz;k;sa ;Fkkor~ gSa) 

Note: User has to click the Receipt number to view the receipt. As a result, the user can view the content 
of receipt along with the details. (fVIi.kh % Receipt dk voyksdu djus ds fy, mi;ksxdrkZ dks dsoy Receipt dzekWad 

dks fDyd djuk gksrk gS] blls mi;ksxdrkZ Receipt dh fo"k;oLrq rFkk mldk fooj.k ns[k ldrk gS) 

Nature of Receipt can be verified from the character ‘E’ and ‘P’ which is written before the receipt number. 
Character ‘E’ symbolizes Electronic Receipt whereas character ‘P’ symbolizes    Physical Receipt. (Receipt 
dh izd`fr v{kj ‘E’ vkSj ‘P’ ls Kkr dh tk ldrh gS] tksfd Receipt dzekWad ls iwoZ fy[kh gksrh gSA  v{kj ‘E’ Electronic 
Receipt n'kkZrk gS tcfd ‘P’ v{kj  Physical Receipt n'kkZrk gS) 
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Fig.eFile.31 (fp=.eFile.31) 

 
b) Reply: This link helps the user to reply to the sender of the Receipt.( ;g fyad mi;ksxdrkZ dks ml Receipt ds izs"kd 

dks mRrj nsus esa lgk;rk djrk gS) 
 

To send a reply on the receipt user has to perform the following steps: (Receipt dk mRrj Hkstus ds fy, 

mi;ksxdrkZ }kjk fuEu fdz;k;sa djuh gksaxh) 
 

1. Select a receipt from the Receipt Inbox for which reply has to be send and click the ‘Reply’ link, as shown in 

Fig.eFile.32: (ftl Receipt dk mRrj Hkstk tkuk gS] Receipt Inbox ls mls p;fur djsa vkSj tSlkfd fp=.eFile.32 

esa n'kkZ;k x;k gS] ‘Reply’ fyad dks fDyd djsa) 
 

 
Fig.eFile.32 (fp=.eFile.32) 

 
2. Click the ‘Reply’ link, as a result the recipient (who had sent the receipt) gets automatically selected from the 

send To list, as shown in Fig.eFile.33 (‘Reply’ fyad dks fDyd djsa] blds QyLo:i izkIrdrkZ ¼ftlus receipt 

Hksth Fkh½ send To list ls Lo;aeso p;fur p;fur gks tkrk gS] tSlkfd fp=.eFile.33 esa fn[kk;k x;k gS) 
(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section). (¼d`i;k d½ Send mi [k.M esa 2 ls 8 rd 

mfYyf[kr fdz;kvksa dk vuqlj.k djsa½)
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Fig.eFile.33 (fp=.eFile.33) 

 

c) Send: This link helps the user to forward a particular receipt/s to one or more recipients at a time.( ;g fyad 

mi;ksxdrkZ dks ml fo'ks"k Receipt dks ,d&lkFk ,d vFkok vf/kd izkIrdrkZvksa dks Hkstus esa lgk;rk djrk gS) 
 

 
 

To Send a Receipt/s, user has to perform following steps: (Receipt/s dks Hkstus ds fy, mi;ksxdrkZ }kjk fuEu 

fdz;k;sa djuh gksaxh) 
 

1. Select receipt/s from the Receipt Inbox which needs to be forwarded and click the ‘Send link, as shown in 

Fig.eFile.34: (ftl Receipt/s dks vxzlkfjr fd;k tkuk gS] Receipt Inbox ls mls p;fur djsa vkSj tSlkfd 

fp=.eFile.34 esa n'kkZ;k x;k gS] ‘Send’ fyad dks fDyd djsa) 
 

 
Fig.eFile.34 (fp=.eFile.34)

Note: User cannot forward multiple nature receipts i.e. Receipts with Physical nature and Electronic 
nature cannot be send  simultaneously. (fVIi.kh % mi;ksxdrkZ }kjk fofHkUu izd`fr okyh vFkkZr~ HkkSfrd izd`fr rFkk 

bysDVªkfud izd`fr dh Receipts dks ,d lkFk vxzlkfjr ugha fd;k tk ldrk gS) 
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2. Click the Send link, as a result the ‘Send’ page will appear . (‘Send’ fyad dks fDyd djsa] blds QyLo:i ‘Send’ i`"B 

izdV gksxk)  
(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section). (¼d`i;k d½ Send mi [k.M esa 2 ls 8 rd mfYyf[kr 

fdz;kvksa dk vuqlj.k djsa½) 
 

d) Put in a File: This link helps the user to attach a receipt/s to a concerned file. (;g fyad mi;ksxdrkZ dks fdlh Receipt/s 

dks lEcfU/kr i=koyh ls layXu djus esa lgk;rk djrk gS) 
 

 
 

To attach a Receipt/s under the file, user has to perform following steps (Receipts dks i=koyh ds vUrxZr layXu 

djus ds fy, mi;ksxdrkZ dks fuEu fdz;k;sa djuh gksaxh):  
 

1. Select receipt/s from the Receipt Inbox which needs to be Put in a File, as shown in Fig.eFile.35 (ftl Receipt/s dks ‘Put 

in a File’ fd;k tkuk gS] Receipt Inbox ls mls p;fur djsa] tSlkfd fp=.eFile.35 esa n'kkZ;k x;k gS) 
 

 
Fig.eFile.35 (fp=.eFile.35) 

2. Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.31: (‘Put in a file’ fyad dks fDyd djsa] 

blds QyLo:i i=kofy;ksa dh lwph izdV gksxh tSlkfd fp=.eFile.31 esa n'kkZ;k x;k gS) 
 

 
Fig.eFile.36 (fp=.eFile.36)

Note: Note: If any File/Receipt is attached with the desired Receipt, then ‘Put in a File’ option will  not 
work. To do so, user needs to first detach the attached File/Receipt from “Attach File” menu bar option. 
(;fn dksbZ i=koyh@ Receipt okWafNr Receipt ls layXu gS rks ‘Put in a File’ fodYi fdz;k'khy ugha gksxkA ,slk djus ds 

fy, mi;ksxdrkZ }kjk igys layXu i=koyh dks “Attach File” esuw ckj fodYi ds }kjk vlayXu fd;k tkuk gksxk) 
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3. Select  a  file  in   which  the  receipt  needs  to  be  attached  and  click  the Attach button (Fig.eFile.36), as a result 

the receipt gets attached under the selected file. (Receipt dks ftl i=koyh ls layXu fd;k tkuk gks] mldk p;u djsa 

vkSj Attach (Attach) cVu (fp=.eFile.36) fDyd djsa] blds QyLo:i Receipt p;fur i=koyh esa layXu gks tkrh gS) 
 

e) View: This link helps the user to list the receipts depending upon its current  state.  i.e.  (Unread,  Read,  Physical, 

Electronic, All) (;g fyad mi;ksxdrkZ dks Receipts dks mudh orZeku fLFkfr ;Fkk ¼vifBr] ifBr] HkkSfrd] 

bysDVªkfud] lHkh½ ds vk/kkj ij lwphc) djus esa lgk;rk djrk gS) 
 

To use this option, user has to perform following steps: (bl fodYi dk mi;ksx djus ds fy, mi;ksxdrkZ dks 

fuEu fdz;k;sa djuh gksaxh) 
1. Move the cursor on View link, a drop down menu will appear with the following options as shown in Fig.eFile.37 

(Cursor dks View fyad ij yk;sa] ,d MªkWiMkmu esuw tSlkfd fp=.eFile.37 esa iznf'kZr gS] fuEufyf[kr fodYiksa lfgr 

izdV gksxk) 

 
Fig.eFile.37 (fp=.eFile.37) 

• Unread - Click the Unread from the dropdown menu to view unread receipts. ¼vifBr receipts ds voyksdu gsrq 

MªkWiMkmu esuw esa Unread  dks fDyd djsa½ 
• Read-Click the Read from the dropdown menu to view read receipts. ¼ifBr receipts ds voyksdu gsrq MªkWiMkmu esuw 

esa Read  dks fDyd djsa½ 
• Physical-Click the Physical from the dropdown menu to view the Physical receipts. ¼Physical receipts ds voyksdu 

gsrq MªkWiMkmu esuw esa Physical  dks fDyd djsa½ 
• Electronic-Click the Electronic from the dropdown menu to view the Electronic receipts. ¼Electronic receipts ds 

voyksdu gsrq MªkWiMkmu esuw esa Electronic dks fDyd djsa½ 
• ALL-Click the ALL from the dropdown menu to view the All receipts altogether. ¼lHkh receipts ds ,d lkFk voyksdu 

gsrq MªkWiMkmu esuw esa All dks fDyd djsa½ 
f) Move To: This link helps the user to create New Folders and manage Existing Folders. (;g fyad mi;ksxdrkZ dks u;s 

QksYMlZ cukus vkSj ekStwnk QksYMlZ dk izcU/ku djus esa lgk;rk djrk gS) 
To create New Folder or to manage existing ones, user has to perform following steps: (u;s QksYMlZ cukus vFkok 

ekStwnk QksYMlZ ds izcU/ku gsrq mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;s fd;k tkuk gksxk) 
1. Select receipt/s from the Receipt Inbox which needs to be moved to new Folder. (ftl Receipt dks u;s QksYMj 

esa j[kk tkuk gS] Receipt Inbox ls mls p;fur djsa) 
2. Move the cursor on Move To, a drop down menu will appear with the following options i.e. (My Folders, 

Manage folders and Create New folder) as shown in  Fig.eFile.38: (Cursor dks Move To fyad ij yk;sa] ,d 

MªkWiMkmu esuw tSlkfd fp=.eFile.38 esa iznf'kZr gS] fuEufyf[kr fodYiksa ;Fkk ¼My Folders, Manage folders and Create 

New folder½ lfgr izdV gksxk) 

Note: The list contains files which are present in ‘Created’ or ‘Inbox’ section of File. (fVIi.kh% lwph esa os 

i=kofy;kW 'kkfey gksrh gSa tksfd File ds ‘Created’ vFkok ‘Inbox’ [k.M esa ekStwn gSa) 
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Fig.eFile.38 (fp=.eFile.38) 

• My Folders-Click the My Folders link from the dropdown menu to view the Receipt inbox and its 
subfolders. ¼Receipt Inbox vkSj mlds mi&QksYMlZ ds voyksdu gsrq MªkWiMkmu esuw esa My Folders fyad dks 

fDyd djsa½ 
• Manage Folders-Click the Manage Folders link from the dropdown menu to Delete or Edit the folders 

created under Receipt Inbox. ¼Receipt Inbox ds mi&QksYMlZ dks feVkus vFkok lEikfnr djus gsrq MªkWiMkmu 

esuw esa Manage Folders fyad dks fDyd djsa½ 
• Create New Folder- Click the Create New Folder link from the dropdown menu to create a new folder 

under Receipt inbox ¼Receipt Inbox esa u;k QksYMj cukus gsrq MªkWiMkmu esuw esa Create New Folder fyad dks 

fDyd djsa½ 
 

To create a new Folder user has to perform following steps: ¼u;k QksYMj cukus gsrq mi;ksxdrkZ }kjk 

fuEufyf[kr fdz;k;sa fd;k tkuk gksxk½ 
 

1. Click the Create New Folder option, as shown in Fig.eFile.39: (tSlkfd fp=-eFile.39 esa iznf'kZr gS] Create New 

Folder fodYi dks fDyd djsa) 

 
Fig.eFile.39 (fp=-eFile.39) 

2. As a result following screen appears, enter the New Folder name and select the Folder in which new 
folder is creating and click the Save button, as shown in Fig.eFile.40: (ifj.kkeLo:i fuEuor~ Ldzhu 

izdV gksxh] u;s QksYMj ds uke dh izfof"V djsa vkSj ftl QksYMj esa mls cuk;k tk jgk gS] mldk  p;u 

djsa rFkk tSlkfd fp=-eFile.40 esa iznf'kZr gS] Save cVu dks fDyd djsa) 

 
Fig.eFile.40 (fp=-eFile.40) 

As a result new Folder (Training) is created under Receipt Inbox section. (ifj.kkeLo:i Receipt Inbox [k.M esa u;k QksYMj 

(Training)  cu x;k gS)
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g) Copy: This link helps the user to copy the metadata fields  automatically  and  send  it  to other eOffice user.  User 
can edit the metadata fields as per  requirement  and  after clicking  the ‘Save  Receipt’ button  a new Receipt no. will be 
allocated to the copied receipt (Fig.eFile.41). (;g fyad mi;ksxdrkZ dks esVkMkVk QhYM~l dh Lo;aeso vuqd`fr cukus vkSj mls 

vU; bZ&vkWfQl mi;ksxdrkZ dks Hkstus esa lgk;rk djrk gSA  mi;ksxdrkZ viuh vko';drkuqlkj esVkMkVk QhYM~l dks lEikfnr 

dj ldrk gS vkSj ‘Save Receipt’ cVu dks fDyd djus ij vuqd`fr dh xbZ Receipt dks ,d u;k Receipt dzekWad vkoafVr gks 

tk;sxk ¼ fp=-eFile.41½) 

 
Fig.eFile.41 (fp=-eFile.41) 

 

(Kindly follow the steps 1 and 2 as mentioned in c) Copy sub section under Browse and Diarise Section ) ¼d`i;k Browse 

& Diarise  [k.M ds x½ Copy mi[k.M esa mfYyf[kr fdz;kvksa 1 o 2 dk vuqlj.k djsa½ 
 

h) Close: This link helps the user to close a receipt. (;g fyad mi;ksxdrkZ dks receipt cUn djus gsrq lgk;rk djrk gS) 
 

 
To close a receipt, user has to perform the following steps: (Receipt dks cUn djus gsrq mi;ksxdrkZ dks fuEufyf[kr fdz;k;sa 

fd;k tkuk gksxk) 
1. Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.42: (ftl receipt dks 

cUn fd;k tkuk mls p;fur djsa vkSj tSlkfd fp=-eFile.42 esa iznf'kZr gS] ‘Close’ fyad dks fDyd djsa) 

 
Fig.eFile.42 (fp=-eFile.42) 

As a result the ‘Closing Confirmation’ message appears. ¼blds QyLo:i ‘Closing Confirmation’ iqf"V lans'k fn[kkbZ nsxk½ 

Note: The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to 
be dispatched first then the receipt can be closed. (fVIi.kh % ml receipt dks ftlesa vkys[k cuk;k x;k gS fdUrq izsf"kr 

ugha fd;k x;k] mls cUn ugha fd;k tk ldrk gSA  ,slk djus ls igys vkys[k dks izsf"kr fd;k tkuk gksxk] rc receipt dks cUn 

fd;k tk ldsxk) 
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2. Enter the remarks and click the ‘OK’ ( ) button, as shown in Fig.eFile.43: (vH;qfDr dh izfof"V djsa vkSj 

tSlkfd fp=-eFile.43 esa iznf'kZr gS] ‘OK’ ¼ OK ½   cVu fDyd djsa) 
 

 
Fig.eFile.43 (fp=-eFile.43) 

 
As a result the receipt moves to the ‘Closed’ section of receipts. (blds QyLo:i receipt lapfjr gksdj receipt 
[k.M esa pyh tkrh gS) 

 

 
 

i) Dispatch: This link helps the user to Dispatch a receipt. (;g fyad mi;ksxdrkZ dks receipt dks izsf"kr fd, tkus gsrq 

lgk;rk djrk gS) 
 

To dispatch Physical Receipt, user has to perform following steps (HkkSfrd Receipt dks izsf"kr fd;s tkus gsrq mi;ksxdrkZ }kjk 

fuEufyf[kr fdz;k;sa fd;k tkuk gksxk): 
 

1. Select the physical receipt which needs to be dispatched and click the ‘Dispatch’ link, as shown in 

Fig.eFile.44: (ftl HkkSfrd Receipt dks izsf"kr fd;k tkuk gks] mldk p;u djsa rFkk tSlkfd fp=-eFile.44 esa iznf'kZr 

gS] ‘Dispatch’ fyad dks fDyd djsa) 

 

 
Fig.eFile.44 (fp=-eFile.44)

Note: The Close History tab displays the history of the files closed. (fVIi.kh % cUn dh xbZ i=kofy;ksa dk 

o`Rrkar Close History tab esa iznf'kZr gksrk gSA) 
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2. As a result the Dispatch page appears. The metadata fields in right side will be prefilled and the user will have 
to create the Draft. User can upload a document using Upload File button or he may type the content in the 

application draft editor.( blds QyLo:i Dispatch i`"B izdV gksrk gSA  nkfguh vksj esVkMkVk QhYM~l igys ls Hkjh 

gksaxh vkSj mi;ksxdrkZ dks vkys[k cukuk gksxkA  mi;ksxdrkZ Upload File iz;ksx djrs gq, nLrkost dks viyksM dj 

ldrk gS vFkok og application draft editor esa fo"k;oLrq Vkbi djs) 
 

After creating the document, click Save. (Fig.eFile.45) (nLrkost cukus ds i'pkr] Save dks fDyd djsa ¼fp=-

eFile.45½) 
 

 
Fig.eFile.45 (fp=-eFile.45) 

 
 

3. After clicking on Save, the Draft gets created having a Draft Number.  (Fig.eFile.46) (Save dks fDyd djus ij 

,d dze lWa[;k ds lkFk vkys[k cu tkrk gSA ¼fp=-eFile.46½) 

4. Depending on the Approving rights assigned to the user, he/she may approve the draft or send the receipt 
having the draft for further process. (Fig.eFile.46) (mi;ksxdrkZ dks iznRr vuqeksnu&vf/kdkjksa ds vk/kkj ij 

vkys[k dks og vuqeksfnr dj ldrk gS vFkok vxzsrj izfdz;k gsrq receipt dks vkys[k ds lkFk izsf"kr dj ldrk gS)
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Fig.eFile.46 (fp=-eFile.46) 

 
5. After approving the draft (Fig.eFile.47), user has the option to: (vkys[k vuqeksnu mijkUr ¼fp=-eFile.47½ 

mi;ksxdrkZ dks fodYi gksxk) 

• Dispatch by CRU ¼CRU }kjk izsf"kr djs½ 

• Dispatch by Self ¼Lo;a izsf"kr djs½ 
 

 
Fig.eFile.47 (fp=-eFile.47)
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• If user selects ‘Dispatch b y  Self’                              button, then the user will  have the option to   send the draft with 
or without followup or further reminder. (Fig.eFile48) (;fn mi;ksxdrkZ }kjk ‘Dispatch by Self’ Dispatch by Self cVu pquk tkrk 

gS] rks mls vkys[k dks QkWyksvi vFkok vkxs vuqLekjd ds lkFk vFkok mlds fcuk Hkstus dk fodYi izkIr jgsxkA ¼fp=-

eFile.48½) 
 

 
Fig.eFile.48 (fp=-eFile.48) 

 

• If user selects ‘Dispatch by CRU’ option, all the users mapped with CRU section is displayed, the user will have the 
option to send the draft with or without followup or further reminder. (Fig.eFile48): (;fn mi;ksxdrkZ }kjk ‘Dispatch by CRU’ 

fodYi pquk tkrk gS] CRU vuqHkkx esa lfEefyr lHkh mi;ksxdrkZvksa ds uke fn[krs gSa]  mi;ksxdrkZ dks QkWyksvi vFkok vkxs 

vuqLekjd ds lkFk vFkok mlds fcuk Hkstus dk fodYi izkIr jgsxkA ¼fp=-eFile.49½) 
 

 
Fig.eFile.49 (fp=-eFile.49)
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Status of the dispatch record can be viewed from Sent sub module under the Dispatch module. The dispatched record is seen in 
the inbox of the CRU section under the Dispatch module and the record is dispatched outside physically and metadata details are 
entered in the application (Refer CRU Dispatch). (izsf"kr fd;s x;s vfHkys[k dh fLFkfr Dispatch ekWM~;wy ds vUrxZr Sent mi ekWM~;wy 

esa ns[kh tk ldrh gSA  izsf"kr vfHkys[k dh fLFkfr Dispatch ekWM~;wy ds CRU [k.M ds inbox esa ns[kh tk ldrh gS rFkk vfHkys[k dks ckgj 

HkkSfrd :i ls Hkstk tkrk gS ,oa esVkMkVk fooj.k application esa ntZ fd;s tkrs gSa ¼lUnHkZ CRU Dispatch½) 
Quick Actions: - There are some useful links given in inbox for Quick Actions such as (Rofjr dk;Z gsrq inbox esa dqN mi;ksxh fyad fn;s x;s 

gSa tSlsfd): 
❖ Latest Remarks (     )- Shows latest remark given on any particular receipt. (fdlh fo'ks"k receipt ij nh xbZ uohure vH;qfDr 

fn[kkrk gS) 
❖ Reply (     ) - It facilitates the user to reply to the sender of the receipt. (;g mi;ksxdrkZ dks receipt ds izs"kd dks mRrj nsus dh 

lqfo/kk iznku djrk gS) 
❖ Forward (    ) - Forward a particular receipt to one or more recipient at a time. (;g ,d gh le; ij ,d vFkok vf/kd 

izkIrdrkZvksa dks dksbZ fo'ks"k receipt vxzlkfjr djus dh lqfo/kk iznku djrk gS) 
There are 11 links provided when opening up an Physical receipt (,d Physical receipt  [kksyrs le; 11 fyad iznku fd;s x;s gSa): 

a) Send: This link helps the user to forward a particular receipt/s to one or more recipients at a time. (;g fyad mi;ksxdrkZ dks ,d 

gh le; ij ,d vFkok vf/kd izkIrdrkZvksa dks dksbZ fo'ks"k receipt vxzlkfjr djus dh lqfo/kk iznku djrk gSA) 

 
b) Reply: This link helps the user to reply to the sender of the Receipt. (;g fyad mi;ksxdrkZ dks receipt ds izs"kd dks mRrj nsus dh 

lqfo/kk iznku djrk gS) 

 
c) Put in a File: User can use this option to attach the receipt to a concerned file. (mi;ksxdrkZ bl fodYi dk mi;ksx lEcfU/kr i=koyh 

esa receipt dks layXu djus ds fy, dj ldrk gS) 

 
d) Copy: User can use this option to copy the metadata fields automatically and  send  it to other eOffice  user.  User can edit the 

metadata fields as  per requirement and after clicking the ‘Generate Receipt’ button     a new Receipt number will be 
allocated to the copied receipt. (bl fyad dk mi;ksx mi;ksxdrkZ }kjk esVkMkVk QhYM~l dh Lo;aeso vuqdf̀r cukus vkSj 

mls vU; bZ&vkWfQl mi;ksxdrkZ dks Hkstus gsrq fd;k tk ldrk gSA  mi;ksxdrkZ vko';drkuqlkj esVkMkVk QhYM~l dks 

lEikfnr dj ldrk gS vkSj ‘Generate Receipt’ cVu dks fDyd djus ij vuqd`fr dh xbZ Receipt dks ,d u;k Receipt 

dzekWad vkoafVr gks tk;sxk) 

e) Dispatch: This link helps the user to Dispatch a receipt. (;g fyad mi;ksxdrkZ dks receipt fMLiSp djus esa lgk;rk 

iznku djrk gS) 

 
f) Details: User can use this option to view the details of the generated receipts. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx 

l`ftr receipts ds fooj.kksa ds voyksdu gsrq fd;k tk ldrk gS) 

 
g) Movements: User can use this option to track the Movements’ of the receipt which automatically gets updated 

as Receipt moves further. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx receipts ds lapj.k dks Kkr djus 

gsrq fd;k tk ldrk gS] tksfd tSls&tSls receipts vkxs c<+rh gS] Lopkfyr :i ls v|ru gksrk jgrk gS) 
h) Edit: User can use this option to edit the Metadata fields of the Receipt. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx 

Receipt ds esVkMkVk QhYM~l dks lEikfnr djus gsrq fd;k tk ldrk gS) 
To edit a Receipt, user has to perform following steps (Receipt dks lEikfnr djus gsrq mi;ksxdrkZ }kjk fuEufyf[kr 

fdz;k;sa fd;k tkuk gksxk): 
1. Click the Edit link ( ), as a result the Metadata fields get active. (Edit ¼ Edit½ fyad dks fDyd djsa] blds QyLo:i 

esVkMkVk QhYM~l dk;Z'khy gks tk;saxh) 

 
2. After making required changes in Metadata fields, click the Save button to save Metadata. (esVkMkVk QhYM~l esa 

vko';d ifjorZu djus ds i'pkr esVkMkVk dks lqjf{kr djus ds fy, Save cVu fDyd djsa)

Refer to the Send option under Receipt inbox. ¼Receipt inbox ds vUrxZr Send fodYi dk lUnHkZ xzg.k djsa½ 

Refer to the Reply option under Receipt inbox. ¼Receipt inbox ds vUrxZr Reply fodYi dk lUnHkZ xzg.k djsa½ 

Refer to the Put in a File option under Receipt inbox. ¼Receipt inbox ds vUrxZr Put in a File fodYi dk lUnHkZ xzg.k djsa½ 

Refer to the Dispatch option under Receipt Inbox. ¼Receipt inbox ds vUrxZr Dispatch fodYi dk lUnHkZ xzg.k djsa½ 

Refer to the Details option under Receipt Inbox. ¼Receipt inbox ds vUrxZr Details fodYi dk lUnHkZ xzg.k djsa½ 

Note: Editing of the metadata is possible after every movement of the receipt, except, Received Date, 
Diarised Date, Letter Date and Delivery M o d e . (Receipt ds izR;sd lapj.k ds i'pkr esVkMkVk QhYM~l esa izkfIr frfFk] 

Mk;jhd`r fd, tkus dh frfFk] i= dh frfFk rFkk forj.k ds ek/;e dks NksM+dj] ifjorZu fd;k tkuk lEHko gS) 
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Fig.eFile.50 

 

 

i) Close: User can use this option to close a receipt. (mi;ksxdrkZ bl fodYi dk mi;ksx receipt cUn djus gsrq dj ldrk gS) 

 

 
j) View Draft: User can use this option to view the drafts that are already created. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx 

iwoZ l`ftr vkys[k ds voyksdu gsrq fd;k tk ldrk gS) 

 
k) Attach File: User can use this option to attach the working file with the other Receipt(s)/ Document(s) irrespective of 

the file nature. This link is visible when user opens the receipt from Receipt Inbox/Created. (mi;ksxdrkZ }kjk bl fodYi 

dk mi;ksx dk;Z'khy i=koyh dks] i=koyh dh izd`fr fHkUu gksus ds ckotwn vU; Receipt(s)/vfHkys[kksa ls layXu fd;s tkus 

gsrq fd;k tk ldrk gSA ;g fyad ml le; fn[krk gS tc mi;ksxdrkZ Receipt Inbox/ Created ls receipt dks [kksyrk gS) 

 

l) Attach   Receipt:   User   can   use   this   option   to   attach   the   working   receipt/document   with the other Receipt(s)/ 

Document(s) irrespective of the receipt nature. This link is visible when user opens the receipt. (mi;ksxdrkZ }kjk bl 

fodYi dk mi;ksx receipt dh izd`fr ds ckotwn vU; receipt(s)/nLrkostksa ds lkFk dk;Z'khy i=koyh@vfHkys[k  dks layXu 

djus ds fy, fd;k tk ldrk gSA  ;g fyad ml le; fn[krk gS tc mi;ksxdrkZ receipt dks [kksyrk gS) 

 
Email Diarisation (bZesy Mk;jhd`r djuk) 
During Email Diarisation, email should have been sent to the efile from NIC Email. User should select the email from NIC 

Email inbox and Select option Move To eFile button. (bZesy Mk;jhd`r djus ds nkSjku] bZesy dks ,uvkbZlh bZesy ls bZ&i=koyh 

esa Hkst fn;k tkuk pkfg,A mi;ksxdrkZ }kjk NIC Email Inbox ls bZesy dks p;fur djds Move To eFile fodYi pquk tk;sA) 

To perform Email Diarisation to eFile process, user has to perform (bZ i=koyh izfdz;k ds fy, bZesy Mk;jhd`r djus gsrq 

mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;sa fd;k tkuk gksxk): 
1. Click the NIC email link, as shown in Fig.eFile.50 (tSlkfd fp=-eFile.50 esa iznf'kZr gS] NIC Email  fyad dks fDyd djsa): 
 

 

Refer to the Close option under Receipt Inbox. ¼Receipt inbox ds vUrxZr Close  fodYi dk lUnHkZ xzg.k djsa½ 

Note: The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to be 

dispatched first then the receipt can be closed. (ml receipt dks ftlesa vkys[k cuk;k x;k gS fdUrq fMLiSp ugha fd;k x;k] 

mls cUn ugha fd;k tk ldrk gSA  ,slk djus ls igys vkys[k dks izsf"kr fd;k tkuk gksxk] rc receipt dks cUn fd;k tk ldsxk) 

Note: View Draft option is available in Electronic Receipts only, as in Physical receipt it is directly dispatched to 

the concerned authority or to the CRU section. (View Draft fodYi dsoy Electronic Receipts esa miyC/k gS] D;ksafd 

Physical receipt lEcfU/kr izkf/kdkjh dks vFkok CRU vuqHkkx dks lh/ks fMLiSp dh tkrh gS) 

Refer to the Attach File option under Receipt Inbox. ¼Receipt inbox ds vUrxZr Attach File  fodYi dk lUnHkZ xzg.k djsa½ 

Refer to the Attach Receipt option under Receipt Inbox. ¼Receipt inbox ds vUrxZr Attach Recipt  fodYi dk lUnHkZ xzg.k djsa½ 
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Fig.eFile.52 

 

 

 

As a result, NIC email opens. (ifj.kkeLo:i NIC Email [kqy tkrk gS) 
 

2. Select the Receipt which needs to be moved to eFile Application, as shown in Fig.eFile.51 (tSlkfd fp=-eFile.51 esa 

iznf'kZr gS] ftl Receipt dks eFile  Application esa LFkkukUrfjr fd;k tkuk gS] mls fDyd djsa): 
 

 
Fig.eFile.51 (fp=-eFile.51) 

 

3. Click the Move To eFile button to move the selected receipt to eFile application, as a result, sent message appears 

at top (Fig.eFile.51). (p;fur Receipt dks eFile  Application esa LFkkukUrfjr djus gsrq Move To eFile cVu fDyd djsa] 

blls 'kh"kZ ij sent lans'k izdV gksxk ¼fp=-eFile.51½) 
 

4. Click the Home Button to move to the Home Page of eOffice Portal, as shown in F ig .eF i le .52 (eOffice Portal ds 

Home Page ij tkus ds fy, Home cVu fDyd djsa] tSlkfd fp=-eFile.52 esa n'kkZ;k x;k gSA): 
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Fig.eFile.54 

 

 

 

As a result, Home Page of eOffice Portal appears as shown in Fig.eFile.53 (ifj.kkeLo:i eOffice Portal dk Home i`"B 
fn[krk gS] tSlkfd fp=-eFile.53 esa n'kkZ;k x;k gS): 

 

 
Fig.eFile.53 (fp=-eFile.53) 

 
5. Click the eFile Link to move into eFile Application (Fig.eFile.53), as a result, eFile application opens as shown in 

Fig.eFile.54 (eFile Application ¼fp=-eFile.53½ esa tkus ds fy, eFile Link dks fDyd djsa] blls eFile application [kqy tkrk 

gS]tSlkfd fp=-eFile.54 esa iznf'kZr gS): 
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Fig.eFile.54 

 

 

                                                                                        (fp=-eFile.54) 
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6. Click the Email Diarisation link and then click the moved receipt from the NIC email Section to diarise it 

(Fig.eFile.54). (Email Diarisation Link dks fDyd djsa] vkSj blds ckn NIC email [k.M ls LFkkukUrfjr receipt dks Mk;jhd`r 

djus ds fy, mls fDyd djsa ¼fp=-eFile.54½) 

 
As a result, Diarisation page appears, as shown in Fig.eFile.55 (blds QyLo:i Diarisation i`"B izdV gksrk gS] 

tSlkfd fp=-eFile.55 esa iznf'kZr gS): 
 
 
 

 
Fig.eFile.55 (fp=-eFile.55) 

 
 

7. Diarise then moved Receipt and click the Generate button (Fig.eFile.55). (vc LFkkukUrfjr receipt dks Mk;jhd`r 

djsa] vkSj Generate cVu dks fDyd djsa ¼fp=-eFile.55½) 
 

As a result, Sent to Page appears. (blds QyLo:i Sent to  i`"B izdV gksrk gS)
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Created 
 

Created option contains a list of all the receipts that has been diarised by the user but not being marked/sent. User can 
view all the created receipts, by clicking on ‘Created’ link under the Receipts section. As a result the, Create Receipts 
screen appears, as shown in Fig.eFile.56 (Created fodYi esa mu lHkh receipts dh lwph jgrh gS] ftUgsa mi;ksxdrkZ }kjk 

Mk;jhd`r fd;k x;k gS] fdUrq mUgsa fpfUgr@Hkstk ugha x;k gSA  mi;ksxdrkZ Receipts [k.M ds vUrxZr ‘Created’ dks 

fDyd djds lHkh l`ftr receipts dks ns[k ldrk gSA QyLo:i Created Receipts Ldzhu izdV gksrh gS] tSlkfd fp=-

eFile.56 esa iznf'kZr gS): 

 
Fig.eFile.56 (fp=-eFile.56) 

There are 6 links provided under Created Section of receipt (Receipt ds Created [k.M esa 6 fyad iznku fd;s x;s gSa): 
 

a) Send: User can use this option to send the receipt to the intended recipient.( mi;ksxdrkZ }kjk bl fyad dk mi;ksx 

mn~fn"V izkIrdrkZ dks receipt iszf"kr fd;s tkus gsrq fd;k tk ldrk gSA) 
 

 
 

b) Put in a File: User can use this option to attach the generated receipt under the concerned file. (mi;ksxdrkZ }kjk 

;g fodYi l`ftr receipt dks lEcfU/kr i=koyh esa layXu djus ds fy, fd;k tk ldrk gS) 
 

 
 

User can also delete the receipt which is under created folder by clicking on cancel ” button as shown in 

Fig.eFile56. (mi;ksxdrkZ }kjk cancel  cVu dks fDyd djds] tSlkfd fp=-eFile.56 esa iznf'kZr gS] l`ftr QksYMj 

esa lqjf{kr receipt dks gVk ldrk gS) 
 

c) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user. User 
can  edit  the  metadata  fields  as  per  requirement  and  after  clicking  the  ‘Generate’  button  a  new 

Receipt no. will be allocated to the copied receipt, as shown in Fig.eFile.57 (mi;ksxdrkZ }kjk bl fyad dk 

mi;ksx esVkMkVk QhYM~l dh Lo;aeso vuqd`fr cukus vkSj mls vU; bZ&vkWfQl mi;ksxdrkZ dks Hkstus gsrq fd;k 

tk ldrk gSA  mi;ksxdrkZ vko';drkuqlkj esVkMkVk QhYM~l dks lEikfnr dj ldrk gS vkSj ‘Generate’ cVu 

dks fDyd djus ij vuqd`fr dh xbZ Receipt dks ,d u;k Receipt dzekWad vkoafVr gks tk;sxk] tSlk fd fp=-

eFile.57 esa iznf'kZr gS): 

Refer to Send option in Receipt Inbox for the process. ¼izfdz;k gsrq Receipt inbox ds vUrxZr Send  fodYi dk lUnHkZ 

xzg.k djsa½ 

Refer to Put In a File option in Receipt Inbox for the process. ¼izfdz;k gsrq Receipt inbox ds vUrxZr Put in a File  

fodYi dk lUnHkZ xzg.k djsa½ 

44



 

 

 
Fig.eFile.57 (fp=-eFile.57) 

 

 
 

d) Dispatch: User can use this option to Dispatch a receipt, as shown in Fig.eFile.58. For Dispatch Process refer 
to the Receipt Inbox. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx receipt  ds fMLiSp gsrq fd;k tk ldrk gS] tSlkfd 

fp=-eFile.58 esa iznf'kZr gSA fMLiSp gsrq vkxs dh izfdz;k ds fy, Receipt inbox dk lUnHkZ xzg.k dj) 

 
 

 
Fig.eFile.58 (fp=-eFile.58) 

 

 

Refer to Copy option in Receipt Inbox for further process. ¼vkxs dh izfdz;k gsrq Receipt inbox ds vUrxZr Copy 

fodYi dk lUnHkZ xzg.k djsa½ 

Note: If user wants to dispatch a receipt from the Created section then the receipt will first move to 
inbox of that user and then from there it can be dispatched. (;fn mi;ksxdrkZ Receipt dks Created 

section ls fMLiSp djuk pkgrk gS rks receipt dks igys ml mi;ksxdrkZ ds inbox ls gVkuk gksxk vkSj rc mls ogkWa 

ls fMLiSp fd;k tk ldsxk) 

Refer to Dispatch option in Receipt Inbox for further process. ¼vkxs dh izfdz;k gsrq Receipt inbox ds vUrxZr 

Dispatch  fodYi dk lUnHkZ xzg.k djsa½ 
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Fig.eFile.60 

 

 

e) View: User can use this option to list the receipts depending upon its current state. i.e. (Physical, Electronic, All). (;g 
fyad mi;ksxdrkZ dks Receipts dks mudh orZeku fLFkfr ;Fkk ¼HkkSfrd] bysDVªkfud] lHkh½ ds vk/kkj ij lwphc) djus esa 

lgk;rk djrk gS) 
To use this option, user has to perform following steps (bl fodYi ds mi;ksx gsrq mi;ksxdrkZ }kjk fuEufyf[kr 

fdz;k;sa fd;k tkuk gksxk): 
1. Move the cursor on View link, a drop down menu will appear with the following options as shown in Fig.eFile.59 

(Cursor dks View fyad ij yk;sa] ,d MªkWiMkmu esuw tSlkfd fp=.eFile.59 esa iznf'kZr gS] fuEufyf[kr fodYiksa lfgr 

izdV gksxk): 

 
Fig.eFile.59 (fp=.eFile.59) 

 

• Physical - Click the Physical from the dropdown menu to view the Physical receipts.( Physical receipts ds voyksdu gsrq 

MªkWiMkmu esuw esa Physical  dks fDyd djsa) 
• Electronic - Click the Electronic from the dropdown menu to view the Electronic receipts. Electronic receipts ds voyksdu 

gsrq MªkWiMkmu esuw esa Electronic dks fDyd djsa) 
• ALL - Click the ALL from the dropdown menu to view the all the receipts togetherThere are 9 links provided when 

opening up a Created receipt: (Physical and Electronic). (lHkh receipts ds ,d lkFk voyksdu gsrq MªkWiMkmu esuw esa 

the All dks fDyd djsaA  Created receipt  ¼HkkSfrd rFkk bysDVªkfud½ [kksyus ij 9 fyad iznku fd;s x;s gSa) 
 

f) Generate Acknowledgement  
By using this option, the user who is diarizing the document can generate an acknowledgement and send it back 
to the sender of the document as an acknowledgment. (nLrkostksa dks Mk;jhd`r djus okys mi;ksxdrkZ }kjk bl 

fodYi dk mi;ksx ikorh cukus vkSj ikorh Lo:i mls nLrkost ds izs"kd dks Hkstus gsrq fd;k tk ldrk gSA) 
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Fig.eFile.62 

 

 

After clicking on Generate Acknowledgement, an editable window gets opened where a prefilled template of the 
acknowledgement is displayed prefilled and user can also edit the content of the template. (Generate Acknowledgement 
dks fDyd djus ij ,d laiknu ;ksX; foUMks [kqy tkrh gS] ftlesa igys ls Hkjs gq, ikorh dk uewuk iznf'kZr gksrk gS rFkk 

mi;ksxdrkZ bl uewus dh fo"k;&oLrq dks Lo;a la'kksf/kr dj ldrk gS) 
 

User after clicking on Send Later button, moves the acknowledgment to Created sub-section under Acknowledgement 
section. (cVu dks fDyd djus ij ikorh Acknowledgement [k.M ds Created mi [k.M esa pyh tkrh gSA Continue cVu 

fDyd djus ls mi;ksxdrkZ Acknowledgement  ds send i`"B ij vk tk;sxk) 
 

Clicking on Continue button will take the user to the send page of acknowledgment. () 

 
Fig.eFile.61 (fp=.eFile.61) 

Clicking on Continue button will take the user to the send page of acknowledgment. (Continue cVu fDyd djus ls mi;ksxdrkZ 

Acknowledgement  ds send i`"B ij vk tk;sxk) 
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After filling the required sent details, the acknowledgment is then sent to the concerned user and an entry will be available 
in users Sent subsection in Acknowledgement section. (izs"k.k lEcU/kh vko';d fooj.k Hkjs tkus ij] ikorh lEcfU/kr 

mi;ksxdrkZ dks Hkst nh tkrh gS vkSj ,d izfof"V Acknowledgement [k.M ds Sent mi [k.M esa miyC/k jgsxh) 
 

Sent 
 

Sent option contains a list of all the receipts that are sent as an outward correspondence. User can view all the sent 
receipts, by clicking the Sent link under the Receipts section. As a result, the Sent Receipts screen appears as shown in 
Fig.eFile.63 (Sent fodYi esa ckgj tkus okys leLr i=kpkj dh lwph fufgr jgrh gSA mi;ksxdrkZ Hksth xbZ leLr receipts dks 
Receipts [k.M ds vUrxZr Sent fyad dks fDyd djds ns[k ldrk gS] ftlds QyLo:i Sent Receipts Ldzhu izdV gksrh gS 

tSlkfd fp=.eFile.63 esa iznf'kZr gS): 
 

 
Fig.eFile.63 (fp=.eFile.63) 

There are 4 links provided under Sent Section of receipt: (Receipt ds Sent [k.M ds vUrxZr 4 fyad iznku fd;s x;s gSa) 
a) Send: User can use this option to send the receipt to the intended recipient. (mi;ksxdrkZ bl fodYi dk mi;ksx 

mn~fn"V izkIrdrkZ dks receipt izsf"kr djus ds fy, dj ldrk gS) 

 
 

b) View: User can use this option to list the Files depending upon its current state.  i.e.  (Physical, Electronic, All) 
(mi;ksxdrkZ bl fodYi dk mi;ksx i=kofy;ksa dks mudh orZeku fLFkfr ;Fkk ¼HkkSfrd] bysDVªkfud] lHkh½ ds 

vk/kkj ij lwphc) djus gsrq dj ldrk gS) 

 
 

c) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.  User 
can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new 
Receipt number will be allocated to the copied receipt. (bl fyad dk mi;ksx mi;ksxdrkZ }kjk esVkMkVk QhYM~l 

dh Lo;aeso vuqd`fr cukus vkSj mls vU; bZ&vkWfQl mi;ksxdrkZ dks Hkstus gsrq fd;k tk ldrk gSA  mi;ksxdrkZ 

vko';drkuqlkj esVkMkVk QhYM~l dks lEikfnr dj ldrk gS vkSj ‘Generate Receipt’ cVu dks fDyd djus ij 

vuqd`fr dh xbZ Receipt dks ,d u;k Receipt dzekWad vkoafVr gks tk;sxk) 

d) Generate Acknowledgement: User can use this option to send the acknowledgement to the sender of the receipt. 
(bl fodYi dk mi;ksx nLrkost ds izs"kd dks ikorh Hkstus gsrq fd;k tk ldrk gS) 

 

 

Refer to Send option in Receipt Inbox for the process. ¼bl izfdz;k gsrq Receipt inbox ds vUrxZr Send fodYi dk lUnHkZ xzg.k djsa½ 

Refer to View option in Created section for the process.¼bl izfdz;k gsrq Created [k.M ds vUrxZr View  fodYi dk lUnHkZ 

xzg.k djsa½ 

Refer to Generate Acknowledgement option in Created section for the process. ¼bl izfdz;k gsrq Created 

[k.M ds vUrxZr Generate Acknowledgement  fodYi dk lUnHkZ xzg.k djsa½ 
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There are 4 links provided when opening up a Sent receipt:  (Physical) (Sent receipt [kksyus ij 4 fyad iznku fd;s x;s gSa % 

¼HkkSfrd½) 

 
Fig.eFile.64 (fp=.eFile.64) 

a) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user. User 
can edit the metadata fields as per requirement and after clicking the ‘Save Receipt’ button a new Receipt 
number will be allocated to the copied receipt. (bl fyad dk mi;ksx mi;ksxdrkZ }kjk esVkMkVk QhYM~l dh 

Lo;aeso vuqd`fr cukus vkSj mls vU; bZ&vkWfQl mi;ksxdrkZ dks Hkstus gsrq fd;k tk ldrk gSA  mi;ksxdrkZ 

vko';drkuqlkj esVkMkVk QhYM~l dks lEikfnr dj ldrk gS vkSj ‘Save Receipt’ cVu dks fDyd djus ij 

vuqd`fr dh xbZ Receipt dks ,d u;k Receipt dzekWad vkoafVr gks tk;sxkA) 
b) Details: User can use this option to view the details of the sent receipt such as Receipt Details, Dispatch History, 

Attached Files, Attached Receipts, Detached Receipts History and Detached Files History. (mi;ksxdrkZ 

}kjk bl fodYi dk mi;ksx izsf"kr receipts ds fooj.kksa tSlsfd izkfIr fooj.k] fMLiSp o`Rrkar] layXu i=kofy;kWa] 

layXu Receipts, v&layXu Receipts o`Rrkar rFkk v&layXu i=koyh o`Rrkar ds voyksdu gsrq fd;k tk ldrk 

gS) 
c) Movement: User can use this option to track the Movements of the receipt which automatically gets updated   

as Receipt moves further. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx receipts ds lapj.k dks Kkr djus 

gsrq fd;k tk ldrk gS] tksfd tSls&tSls receipt vkxs c<+rh gS] Lopkfyr :i ls v|ru gksrk jgrk gS) 
d) Generate Acknowledgement: User can user this option to generate an acknowledgement and send it to the 

sender of the document. (bl fodYi dk mi;ksx ikorh cukus rFkk nLrkost ds izs"kd dks ikorh Hkstus gsrq 

fd;k tk ldrk gS) 

There are 5 links provided when opening up a Sent receipt, as shown in Fig.eFile.65: (Electronic) (Sent receipt [kksyus ij 5 

fyad iznku fd;s x;s gSa % ¼bysDVªkfud½) 

 
Fig.eFile.65 (fp=.eFile.65)
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a) Send: User can use this option to send the receipt to the intended recipient. (mi;ksxdrkZ bl fodYi dk mi;ksx 

mn~fn"V izkIrdrkZ dks receipt izsf"kr djus ds fy, dj ldrk gS) 
 

 
b) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user. User 

can edit the metadata fields as per requirement and after clicking the ‘Save Receipt’ button a new Receipt 

number will be allocated to the copied receipt. (bl fyad dk mi;ksx mi;ksxdrkZ }kjk esVkMkVk QhYM~l dh 

Lo;aeso vuqd`fr cukus vkSj mls vU; bZ&vkWfQl mi;ksxdrkZ dks Hkstus gsrq fd;k tk ldrk gSA  mi;ksxdrkZ 

vko';drkuqlkj esVkMkVk QhYM~l dks lEikfnr dj ldrk gS vkSj ‘Save Receipt’ cVu dks fDyd djus ij vuqd`fr 

dh xbZ Receipt dks ,d u;k Receipt dzekWad vkoafVr gks tk;sxk) 
c) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced files 

and Referenced Receipts. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx izsf"kr receipts ds fooj.kksa tSlsfd fMLiSp 

o`Rrkar] lUnfHkZr i=kofy;kW  rFkk lUnfHkZr Receipts ds voyksdu gsrq fd;k tk ldrk gS) 
d) Movements: User can use this option to track the ‘Movement’ of the receipt which automatically gets updated as 

Receipt moves further. (mi;ksxdrkZ }kjk bl fodYi dk mi;ksx receipts ds lapj.k dks Kkr djus gsrq 

fd;k tk ldrk gS] tksfd tSls&tSls receipt vkxs c<+rh gS] Lopkfyr :i ls v|ru gksrk jgrk gS) 
e) View Draft: User can use this option to view the drafts that are already created. (mi;ksxdrkZ }kjk bl fodYi dk 

mi;ksx iwoZ l`ftr vkys[k ds voyksdu gsrq fd;k tk ldrk gS) 

 
f) Generate Acknowledgement: User can user this option to generate an acknowledgement and send it to the 

sender of the document. (bl fodYi dk mi;ksx ikorh cukus rFkk nLrkost ds izs"kd dks ikorh Hkstus gsrq fd;k tk 

ldrk gS) 
Closed 

Closed option contains a list of all the receipts that are marked as closed as shown in  Fig.eFile.66 (Closed fodYi esa mu 

lHkh receipts dh lwph lfUufgr gksrh gS] ftUgsa Closed ds :i esa fpfUgr fd;k tk pqdk gS] tSlkfd fp=.eFile.66: esa n'kkZ;k 
x;k gS): 

 
Fig.eFile.66 (fp=.eFile.66:) 

User can re-open the closed receipt anytime by clicking the Re-open tab. (mi;ksxdrkZ }kjk Closed receipts dks fdlh Hkh le; 

re-open VSc dks fDyd djds iqu%&[kksyk tk ldrk gSA) 

Refer to ‘Send’ option in Receipt Inbox for the process. ¼bl izfdz;k gsrq Receipt inbox ds vUrxZr Send fodYi dk lUnHkZ xzg.k djsa½ 

Note: View Draft option is available in Electronic Receipts only when a draft is already created, as in Physical receipt 
it is directly dispatched to the concerned authority or to the CRU   section. (View Draft fodYi Electronic Receipts 

esa rc gh miyC/k gS tc vkys[k igys ls l`ftr gks] D;ksafd Physical receipt esa ;g lEcfU/kr izkf/kdkjh dks vFkok CRU 

vuqHkkx dks lh/ks fMLiSp dh tkrh gS) 
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To Re-open any Receipt (Physical or Electronic), user has to perform following steps (fdlh receipt ¼HkkSfrd 

vFkok bysDVªkfud½ dks iqu%&[kksyus gsrq mi;ksxdrkZ dks fuEufyf[kr fdz;k;sa fd;k tkuk gksxk): 
 

1. Select the Closed receipt which needs to be Re-Open and click the Re-open option available, as shown in 
Fig.eFile.67 (ftl Closed receipt dks iqu%&[kksyk tkuk gS] mls p;fur djsa vkSj tSlkfd fp=.eFile.66 esa n'kkZ;k x;k gS] 

Re-open fodYi dks fDyd djsa): 

 
Fig.eFile.67 (fp=.eFile.67) 

 
2. As a result, confirm message to re-open the receipt will appear, as shown in Fig.eFile.67 (ifj.kkeLo:i] tSlkfd 

fp=.eFile.67 esa n'kkZ;k x;k gS] receipt dks iqu% [kksys tkus dh iqf"V lEcU/kh lUns'k izdV gksxkA): 
 

3. Enter the remarks and click the ‘OK’ button (Fig.eFile.67) to finally Re-open the closed receipt and so the receipt 
moves to the Receipt Inbox of the user. (fVIi.kh ntZ djsa vkSj Closed receipt dks iqu% [kksys tkus ds fy, vUr esa] 

‘OK’ cVu fDyd dj nsa ¼fp=.eFile.67½] blls receipt mi;ksxdrkZ ds Receipt Inbox esa vk tk;sxhA)
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Acknowledgement 

Acknowledgement acknowledges the user that department has received the letter sent by him/her and user can use 
the Acknowledgement no to track the status of the letter at any point of time. (ikorh mi;ksxdrkZ ds fy, ;g Lohd`fr 

gksrh gS fd mlds }kjk izsf"kr i= foHkkx dks fey x;k gS rFkk mi;ksxdrkZ fdlh Hkh le; ikorh dzekWd dk mi;ksx djds 

i= dh fLFkfr Kkr dj ldrk gS) 
 

Acknowledgments will be sent both electronically (email & SMS) and physically (through post). (ikorh bysDVªkfud 

¼bZ&esy rFkk ,l-,e-,l-½ rFkk HkkSfrd ¼Mkd }kjk½ nksuksa ek/;eksa ls Hksth tk;sxh) 
 

By default, acknowledgment will be sent through eMail/SMS notification, once letter is entered into the system. If 
required, user can create the acknowledgements using the pre-defined templates. (,d ckj flLVe esa i= ntZ gks tkus 

ij] fMQkYV :i ls ikorh bZ&esy@,l-,e-,l- }kjk lalwfpr dh tk;sxhA ;fn vko';d gks rks mi;ksxdrkZ iwoZ ikfjHkkf"kr 

uewuksa dk mi;ksx dj ikorh cuk ldrk gS) 
 

The system will maintain the record of all the acknowledgements sent to the user(s). (mi;ksxdrkZ¼vksa½ dks izsf"kr leLr 

ikorh dk fjdkMZ flLVe esa lajf{kr jgsxk) 
 

Users can Generate Acknowledgement from (mi;ksxdrkZ Generate Acknowledgment cVu fDyd djds): 
 

• Browse and Diarise Generate page ¼Browse and Diarise Generate i`"B½ 

• Created section ¼Created [k.M½ 

• Sent section ¼Sent [k.M½ 
 

Clicking on the Generate Acknowledgment button (¼ikorh cuk ldrk gS½) 
 

 
Fig.eFile.68 (fp=.eFile.68) 

 
After clicking on Generate Acknowledgement, an editable window gets opened where a prefilled template of the 
acknowledgement is displayed prefilled and user can also edit the content of the template. (Generate Acknowledgement 
dks fDyd djus ij ,d laiknu ;ksX; foUMks [kqy tkrh gS] ftlesa igys ls Hkjs gq, ikorh dk uewuk iznf'kZr gksrk gS rFkk 

mi;ksxdrkZ bl uewus dh fo"k;&oLrq dks Lo;a la'kksf/kr dj ldrk gS) 
 
User after clicking on Send Later button, moves the acknowledgment to Created sub-section under Acknowledgement 
section. (Send Later cVu dks fDyd djus ij ikorh Acknowledgement [k.M ds Created mi [k.M esa pyh tkrh gS) 

 
Clicking on Continue button will take the user to the send page of acknowledgment. (Continue cVu fDyd djus ls 

mi;ksxdrkZ Acknowledgement  ds send i`"B ij vk tk;sxk) 
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Fig.eFile.69 (fp=.eFile.69) 

 
Clicking on Continue button will take the user to the send page of acknowledgment. (Continue cVu fDyd djus ls 

mi;ksxdrkZ acknowledgement  ds send i`"B ij vk tk;sxk) 
 

 
Fig.eFile.70 (fp=.eFile.70) 

 
After filling the required sent details, the acknowledgment is then sent to the concerned user and an entry will be 
available in users Sent subsection in Acknowledgement section. (izs"k.k lEcU/kh vko';d fooj.k Hkjs tkus ij] ikorh 

lEcfU/kr mi;ksxdrkZ dks Hkst nh tkrh gS vkSj ,d izfof"V Acknowledgement [k.M ds Sent mi [k.M esa miyC/k 

jgsxh) 
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Recycle Bin 
 

Recycle Bin option contains list of all the receipts which are deleted from the “Created” section of receipts, as shown 

in Fig.eFile.80: (Recycle Bin fodYi esa mu leLr receipts dh lwph lfUufgr jgrh gS] ftUgsa receipts ds “Created” 

[k.M ls foyksfir dj fn;k x;k gS] tSlkfd fp=.eFile.80 iznf'kZr gS) 
 

There are 2 Quick Actions provided under Recycle Bin Section of receipt ¼Receipt ds Recycle Bin [k.M esa 2 Rofjr 
fdz;k;sa iznku dh xbZ gSa): 

 
a) Delete ( ): Permanently deletes the selected Receipt. ¼;g receipt dks LFkk;h :i ls foyqIr dj nsrk gS½ 

 

b) Restore ( ): The receipts which are deleted from the Created section are restored back. ¼;g foyksfir 

receipt dks Created [k.M esa iquZLFkkfir dj nsrk gS½ 
 

 
 

Fig.eFile.71 (fp=.eFile.71)
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Files 
 

A File is a collection of related records which comprises of Receipts, Noting, Drafts, References, and Linked Files There 
are various links available under Files section which is mentioned below (File lEcfU/kr fjdkMZ~l dk laxzg gS] ftlesa 

Receipts, fVIi.kh] vkys[k] lUnHkZ vkSj lEc) i=kofy;kWa lfEefyr gSA  Files [k.M ds vUrxZr fofHkUu fyad miyC/k gSa] 

tksfd fuEuor~ of.kZr gSa): 
• Inbox 

 
➢ Submitted Files for Closing Approval (Permission Based) 

 
• Created 

 
➢ Drafts 

 
➢ Completed 

 
• Parked 

 
• Approval requests (Permission Based) 

 
• Closed 

 
➢ Closed Files (Permission Based) 

 
➢ Submitted Files for Reopening Approval (Permission Based) 

 
• Sent 

 
• Conversions 

 
➢ Drafts 

 
➢ Completed 

 
• Physical File 

 
➢ Create New (Non-SFS) 

 
➢ Create New (SFS) 

 
• Electronic File 

 
➢ Create New (Non-SFS) 

 
➢ Create New (SFS) 

 
• Create Part 

 
• Create Volume 

 
• Recycle Bin 

 

 
Let’s have an introduction about these Links one by one ¼vkb;s ,d&,d djds bu fyad dk ifjp; izkIr djsa½:
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Inbox 
 

Inbox link contains the list of all the Files that are received / marked by any other eOffice user, as shown in Fig.eFile.72 
(buckWDl fyad esa mu leLr i=kofy;kas dh lwph fufgr gksrhgS tksfd fdlh vU; bZ vkWfQl mi;ksxdrkZ }kjk izkIr@fpfUgr 

fd;k x;k gS] tSlkfd fp=.eFile.72 esa iznf'kZr gS): 
 

 
Fig.eFile.72 (fp=.eFile.72) 

 
 

 
 
 

There are 6 links provided under Inbox Section of Files (i=kofy;ksa ds buckWDl [k.M esa 6 fyad iznku fd;s x;s gSa): 
 

a) Receive: This link helps the user to receive the Physical file only. (;g fyad mi;ksxdrkZ dks dsoy HkkSfrd i=kofy;kWa 

izkIr djus esa lgk;rk djrk gS) 
 

To receive a Physical file user has to perform following steps (HkkSfrd i=koyh izkIr djus ds fy, mi;ksxdrkZ 

}kjk fuEu fdz;k;sa fd;k tkuk gksxk): 
 

1. Select a file from the Inbox which has to be received, as shown in Fig.eFile.73 (ftl i=koyh dks izkIr fd;k tkuk 

gS] mls Inbox ls pqusa] tSlkfd fp=.eFile.73 esa n'kkZ;k x;k gS): 

 

Note: User has to click the File number to view the File. As a result, the user can view the content of File along 
with the details. The convention E and P is used to differentiate between Electronic and physical File 
respectively. (mi;ksxdrkZ }kjk i=koyh ds voyksdu ds fy, File number dsk fDyd djuk gksxkA  blds QyLo:i 

mi;ksxdrkZ i=koyh vkSj mldk fooj.k ns[k ldsxkA  jhfr ds vuqlkj E rFkk P bysDVªkfud vkSj HkkSfrd i=kofy;ksa ds e/; 

vUrj fn[kkus ds fy, iz;ksx fd;k tkrk gS) 
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Fig.eFile.73 (fp=.eFile.73) 

 
2. Click the Receive link, as a result the alert message comes to confirm the receiving action of file (Fig.eFile.73). 

(Receive fyad dks fDyd djsa]] blls i=koyh izkfIr dh iqf"V djus gsrq ,yVZ lans'k vkrk gS] ¼fp=.eFile.73 ½) 
 

3. Click the OK button (Fig.eFile.73), as a result the file gets received and then it can be opened by clicking on the 
activated file link. (OK cVu ¼fp=.eFile.73 ½ dks fDyd djsa] blls i=koyh izkIr gks tkrh gS vkSj rc mls activated 

file link dks fDyd djds [kksyk tk ldrk gS) 
 

b) Reply: This link helps the user to reply to the sender of the file. (;g fyad i=koyh ds izs"kd dks mRrj nsus esa mi;ksxdrkZ 

dks lgk;rk djrk gS) 
 

To send a reply on file user has to perform the following steps (i=koyh dk mRrj nsus gsrq mi;ksxdrkZ dks fuEu 

fdz;k;sa djuk gksxk): 
 

1. Select a file from the Inbox for which reply has to be send, as shown in Fig.eFile.74 (ftl i=koyh dks Hkstk tkuk 

gS] mls Inbox  ls pqusa] tSlkfd fp=.eFile.74 esa n'kkZ;k x;k gS): 

 
Fig.eFile.74 (fp=.eFile.74)
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Fig.eFile.76 

 

 

2. Click the Reply link, as a result the recipient gets automatically selected from the send to list, as shown in 
Fig.eFile.74: (Reply fyad djus ij] izkIrdrkZ send to list ls Lo;eso p;fur gks tkrk gS] tSlkfd fp=.eFile.74 esa 

iznf'kZr gS) 

 
Fig.eFile.75 (fp=.eFile.75) 

Sign and Send:  The Process  of  Sign and Send is slightly different from  the normal process  of sending  the   file. User 
can now digitally sign ne file before sending it.( bldh izfdz;k i=koyh Hkstus dh lkekU; izfdz;k ls FkksM+k fHkUu gSA vc mi;ksxdrkZ 

i=koyh Hkstus ls iwoZ mls fMftVy gLrk{kfjr dj ldrk gS) 

 
To Sign and Send the File, user has to perform the following (i=koyh dks gLrk{kfjr vkSj izsf"kr djus gsrq mi;ksxdrkZ }kjk 

fuEu fd;k;sa djuk gksxk): 
1. Enter the input required details to which file is to be sent and Click the Sign and Send button, as shown in Fig.eFile.76 

(tks i=koyh Hksth tkuh gS] mlls lEcfU/kr vko';d fooj.k ntZ djsa vkSj Sign and Send cVu fDyd djsa] tSlkfd 

fp=.eFile.76 esa fn[kk;k x;k gS): 

 

Note: ‘Sign and Send’ button will be accessible only if DSC is plugged in working mode else only Send button 
is visible. (‘Sign and Send’ mlh n'kk esa lqyHk gksxk] ;fn fMftVy flXuspj dk;Z'khy ek/;e esa Iyx&bu fd;k x;k gS] 

vU;Fkk dsoy Send cVu gh fn[ksxk) 
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Fig.eFile.79 

 

 

2. A pop window appears asking to enter Pin, as shown in Fig.eFile.77 (PIN ntZ djus ds dgrs gq, ,d POP  foUMks 

izdV gksxh] tSlkfd fp=.eFile.77 esa fn[kk;k x;k gS): 

 
Fig.eFile.77 (fp=.eFile.77) 

 

3. Enter the Pin and click the ‘OK’ button, as shown in Fig.eFile.78: (PIN ntZ djsa vkSj the ‘OK’ fDyd djsa tSlkfd 

fp=.eFile.78 esa fn[kk;k x;k gS) 

 
Fig.eFile.78 (fp=.eFile.78) 

4. When received user opens the Inbox and click on the received file is displayed as shown in Fig.eFile.79 (izkIr gks 
tkus ij] tc mi;ksxdrkZ }kjk Inbox [kksy dj fDyd fd;k tkrk gS rks izkIr i=koyh fn[krh gS] tSlkfd fp=.eFile.79 esa 

iznf'kZr gS): 
 

 

59



 

 

c) Send: This link helps the user to forward a particular File/s to the recipient. (;g fodYi mi;ksxdrkZ dks dksbZ fo'ks"k 

i=kofy;kW izkIrdrkZ dks izsf"kr djus esa lgk;rk djrk gS) 
 

To send a File/s, user has to perform following steps (i=kofy;kW izsf"kr djus gsrq mi;ksxdrkZ dks fuEu fdz;k;a djuk 

gksxk): 
1. Select File/s from the File Inbox which needs to be forwarded, as shown in Fig.eFile.80 (ftu i=kofy;ksa dks 

vxzlkfjr fd;k tkuk gS] mUgsa File Inbox ls fpfUgr djsa] tSlkfd tSlkfd fp=.eFile.80 esa iznf'kZr gS): 

 
Fig.eFile.80 (fp=.eFile.80) 

2. Click the Send link, as a result the ‘Send to’ Page will appear, as shown in Fig.eFile.81 (Send fyad dks fDyd 

djsa] blls ‘Send to’ i`"B izdV gksxk tSlkfd tSlkfd fp=.eFile.81 esa iznf'kZr gS): 

 
Fig.eFile.81 (fp=.eFile.81) 

 

3. Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the 
recipient (Fig.eFile.81). (’To’ fodYi ds vUrxZr uke lh/ks gh ntZ djsa] vFkok izkIrdrkZ dk laf{kIr uke p;fur 

djus ds fy, ’To’ fyad p;u djsa tSlkfd tSlkfd fp=.eFile.81 esa iznf'kZr gS) 

4. Provide the Due date (if required) for the File using the calendar ) link adjacent to the Due Date text box 
(Fig.eFile.81). (Due Date VsDLV ckWDl ds lehi calendar (17) fyad dk mi;ksx djrs gq, i=koyh ds fy, fu;r 

frfFk ¼;fn vko';d gks½ iznku djsaA ¼fp=.eFile.81½)
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5. Set the Reminder (if required – Fig.eFile.81). (Reminder ¼vuqLekjd½ lsV djsa] ¼;fn vko';d gks] fp=.eFile.81½) 
 

6. Select the Action which has been taken on the File from the dropdown menu as shown in (Fig.eFile.81). (Action 

¼dk;Zokgh½ tksfd i=koyh ij dh xbZ gS] MªkWiMkmu esuw ls pqusa ¼fp=.eFile.81½) 
 

7. Select the Priority (if required) of the File from the dropdown menu (Fig.eFile.81). (i=koyh dh izkFkfedrk 

¼Priority½ ¼;fn vko';d gks½] MªkWiMkmu esuw ls pqusa ¼fp=.eFile.81½) 
 

8. Type the remarks (if required) in the Remarks text box (Fig.eFile.81). (Remarks VsDLV ckWDl esa fVIi.kh ¼;fn 

vko';d gks½ Vkbi djsa] ¼fp=.eFile.81½) 
 

9. Click the Send ( ) button (Fig.eFile.81). (Send (Send) cVu fDyd djsa] ¼fp=.eFile.81½) 
 

As a result, created File is sent to the intended recipient. (blds QyLo:i] cukbZ xbZ i=koyh mn~fn"V izkIrdrkZ 

dks izsf"kr gks tkrh gSA) 
 

d) View: This link helps the user to list the Files depending upon its current state.  i.e.  (Unread, Read, Physical, 
Electronic, All) (;g fyad mi;ksxdrkZ dks i=kofy;ksa dks mudh orZeku fLFkfr ;Fkk ¼ifBr] vifBr[ HkkSfrd] 

bysDVªkfud] lHkh½ ds vk/kkj ij lwphc) djus esa lgk;rk djrk gS) 
 

To use this option, user has to perform following steps (bl fodYi ds mi;ksx gsrq mi;ksxdrkZ }kjk fuEu fdz;k;sa 

fd;k tkuk gksxk): 
 

1. Move the cursor on View link, a drop-down menu will appear with the following options as shown in Fig.eFile.82 
(Cursor dks View fyad ij yk;sa] tSlkfd fp=.eFile.82 esa iznf'kZr gS] fuEuor~ fodYiksa lfgr ,d MªkWiMkmu izdV 

gksxk): 

 
Fig.eFile.82 (fp=.eFile.82) 

 
• Unread - Click the Unread from the dropdown menu to view unread Files. ¼vifBr i=kofy;ksa ds voyksdu gsrq 

MªkWiMkmu esuw esa Unread  dks fDyd djsa½ 
 

• Read - Click the Read from the dropdown menu to view read Files. ¼ifBr i=kofy;ksa ds voyksdu gsrq MªkWiMkmu esuw 

esa Read  dks fDyd djsa½ 
 

• Physical - Click the Physical from the dropdown menu to view the Physical Files. ¼HkkSfrd i=kofy;ksa ds voyksdu 

gsrq MªkWiMkmu esuw esa Physical  dks fDyd djsa½ 
 

• Electronic - Click the Electronic from the dropdown menu to view the Electronic Files. ¼bysDVªkfud i=kofy;ksa ds 

voyksdu gsrq MªkWiMkmu esuw esa Electronics  dks fDyd djsa½ 
 

• ALL - Click the ALL from the dropdown menu to view the All receipts together. ¼lHkh i=kofy;ksa ds ,d lkFk voyksdu 

gsrq MªkWiMkmu esuw esa All dks fDyd djsa½ 
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e) Move To: Helps the user to create New Folders and manage Existing Folders. (;g fyad mi;ksxdrkZ dks u;s QksYMlZ 

cukus vkSj ekStwnk QksYMlZ dk izcU/ku djus esa lgk;rk djrk gS) 
To create New Folder or to manage existing ones, user has to perform following steps (u;s QksYMlZ cukus vFkok 

ekStwnk QksYMlZ ds izcU/ku gsrq mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;s fd;k tkuk gksxk): 
 

1. Select a File from the File Inbox which needs to be moved to new Folder and move the cursor on Move To 
link, a drop down menu will appear with the following options i.e. (My Folders, Manage folders and Create 
New folder), as shown in Fig.eFile.83 (ftl i=koyh dks u;s QksYMj esa j[kk tkuk gS] mls File Inbox ls p;fur 

djsa vkSj Cursor dks Move To fyad ij yk;sa] ,d MªkWiMkmu esuw tSlkfd fp=.eFile. 83 esa iznf'kZr gS] fuEufyf[kr 

fodYiksa ;Fkk ¼My Folders, Manage folders and Create New folder½ lfgr izdV gksxk): 

 
Fig.eFile.83 (fp=.eFile. 83) 

 
• My Folders - Click the My Folders link from the dropdown menu to view the File inbox  and  its 

subfolders. ¼File Inbox vkSj mlds mi&QksYMlZ ds voyksdu gsrq MªkWiMkmu esuw esa My Folders fyad dks fDyd 

djsa½ 
 

• Manage Folders - Click the Manage Folders link from the dropdown menu to Delete or Edit the folders 
created under File Inbox. ¼File Inbox ds mi&QksYMlZ ds foyksiu vFkok lEikfnr djus gsrq MªkWiMkmu esuw esa 

Manage Folders fyad dks fDyd djsa½ 
 

• Create New Folder - Click the Create New Folder link from the dropdown menu to create a new folder 

under File inbox. ¼File Inbox esa u;k QksYMj cukus gsrq MªkWiMkmu esuw esa Create New Folder fyad dks fDyd 

djsa½ 
 

2. Click the Create New Folder option, as shown in Fig.eFile.84 (tSlkfd fp=-eFile.84 esa iznf'kZr gS] Create New Folder 

fodYi dks fDyd djsa): 
 

 
Fig.eFile.84 (fp=-eFile.84)
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As a result following screen appears, as shown in  Fig.eFile.85 (blds QyLo:i] fuEuor~ Ldzhu izdV gksrh gS] 

tSlkfd fp=-eFile.85 esa iznf'kZr gSA): 

 
Fig.eFile.85 (fp=-eFile.85) 

 
3. Enter the New Folder Name and select the Folder in which new folder is creating and click the Save  

      ( ) button (Fig.eFile.85). (u;s QksYMj ds uke dh izfof"V djsa vkSj ftl QksYMj esa mls cuk;k tk jgk gS] 

mldk  p;u djsa rFkk tSlkfd fp=-eFile.85 esa iznf'kZr gS] Save (Save) cVu dks fDyd djsaA) 

As a result, a new Folder is created in specified Folder. (ifj.kkeLo:i] fof'k"V QksYMj esa ,d u;k QksYMj  cu x;k 
gS) 

 

f) More: This link helps the user to close/park the active file, check closing/parking history  and  to  create volume. 

(;g fyad mi;ksxdrkZ dks dk;Z'khy i=koyh dks cUn djus@ikdZ djus] cUn gksus@ikdZ fd;s tkus dk iwoZ o`Rrkar ns[kus 

vkSj mldk u;k [k.M cukus esa lgk;rk djrk gS) 

• Park: To a particular File user has to perform the following steps ¼i=koyh dks ikdZ djus gsrq mi;ksxdrkZ }kjk 

fuEu fdz;k;s dh tkuh gksaxh½: 
 

1. After selecting    the File which needs to be parked, move the cursor over More Action Link and click on 
Park File option, as shown in Fig.eFile.86 (ftl i=koyh dks ikdZ fd;k tkuk gS] mldk p;u djus ds i'pkr 

cursor dks More Action fyad ij yk;sa rFkk Park File fodYi ij fDyd djsa] tSlkfd fp=-eFile.86 esa n'kkZ;k x;k 

gS): 

 
Fig.eFile.86 (fp=-eFile.86) 

2. As a result, Parking Confirmation Dialogue box will appears. Enter the Remarks and Reminder Date as 
per requirement and click the OK ( ) button, as shown in Fig.eFile.87 (blds QyLo:i ‘Parking 

Confirmation’ iqf"V MkW;ykx ckDl fn[kkbZ nsxkA  vko';drkuqlkj fVIi.kh vkSj vuqLekjd frfFk Vkbi djsa 

vkSj OK (OK) cVu dks fDyd djsa] tSlkfd fp=.eFile.87 esa fn[kk;k x;k gS): 
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Fig.eFile.87 (fp=.eFile.87) 

As a result the selected file will be sent to Parked section of Files.( QyLo:i p;fur i=koyh] i=kofy;ksa ds 

Parked [k.M esa pyh tk;sxh) 
 

• Park File History: Displays the history of the Parked file. To view click on Park File History, as shown in 

Fig.eFile.88 (ikdZ dh xbZ i=kofy;ksa dk o`Rrkar n'kkZrk gSA  voyksdu gsrq Park File History ij fDyd djsa] tSlkfd 

fp=.eFile.88 esa iznf'kZr gS): 

 
Fig.eFile.88 (fp=.eFile.88) 

 

• Closed File History: Displays the history of the closed file. To view click on Close File History as shown in 
Fig.eFile.89 (Closed File History:cUn dh xbZ i=kofy;ksa dk o`Rrkar n'kkZrk gSA  voyksdu gsrq Close File History 

ij fDyd djsa] tSlkfd fp=.eFile.89 esa iznf'kZr gS): 
 

 
Fig.eFile.89 (fp=.eFile.89) 
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• Create Volume: This link helps the user to create a new Volume of an existing file. (;g fyad mi;ksxdrkZ dks 

fdlh ekStwnk i=koyh dk u;k [k.M cukus esa lgk;d gksrk gSA) 
 

To create a Volume user has to perform following steps (,d u;k [k.M cukus gsrq mi;ksxdrkZ }kjk fuEu 

fdz;k;sa fd;k tkuk gksxk): 
1. After selecting the File for which new Volume has to be created, click the Create Volume Link, as shown 

in Fig.eFile.90 (ftl i=koyh gsrq u;k [k.M cuk;k tkuk gS] mls p;fur djds Create Volume fyad dks 

fDyd djsa] tSlkfd fp=.eFile.90 esa iznf'kZr gS): 

 
Fig.eFile.90 (fp=.eFile.90) 

 
As a result, the following page will appear, as shown in  Fig.eFile.91 (blds QyLo:i] fuEuor~ i`"B izdV gksxk] tSlkfd 

fp=.eFile.91 esa iznf'kZr gS%): 

 
Fig.eFile.91 (fp=.eFile.91)
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2. Click the Create Volume ( ) button (Fig.eFile.91) to create volume, as a result the following page 
appears, as shown in Fig.eFile.92 (u;k [k.M cukus ds fy, Create Volume (Create Volume) cVu ¼fp=.eFile.91½ fDyd 

djsa] blls fuEuor i`"B izdV gksxk] tSlkfd fp=.eFile.91 esa fn[kk;k x;k gS): 

 
Fig.eFile.92 (fp=.eFile.92) 

Here volume file is created with the Volume number suffixed adjacent to the file number. (vc i=koyh dzekWad ds lkFk mldh 

[k.M la[;k n'kkZrs gq, i=koyh dk u;k [k.M cu x;k gS) 
 

Quick Actions: - There are some useful links given in inbox for Quick Actions such  as (Rofjr dk;Z gsrq inbox esa dqN mi;ksxh 

fyad fn;s x;s gSa tSlsfd): 

❖ Remarks ( ) - Shows latest Noting that has been done on that particular File. (fdlh fo'ks"k i=koyh 

ij nh xbZ uohure vH;qfDr fn[kkrk gS) 

❖ Reply ( ) - It facilitates the user to reply to the sender of the File. (;g mi;ksxdrkZ dks i=koyh  ds 

izs"kd dks mRrj nsus dh lqfo/kk iznku djrk gS) 

❖ Forward ( ) - Forward a particular File to the recipient. (;g izkIrdrkZ dks dksbZ fo'ks"k i=koyh 

vxzlkfjr djus dh lqfo/kk iznku djrk gSA) 

There are 11 links provided on opening a Physical File (fdlh HkkSfrd i=koyh dks [kksyus ij 11 fyad iznku fd;s x;s gSa): 
a) Correspondence: With the help of this feature user can attach physical Correspondence/ Receipt  to  the Working 

File. (bl lqfo/kk }kjk mi;ksxdrkZ HkkSfrd i=kpkj@ Receipt dks dk;Z'khy i=koyh ls layXu dj 

ldrk gS) 
To attach Correspondence user has to perform following steps (i=kpkj dks layXu djus gsrq mi;ksxdrkZ }kjk 

fuEufyf[kr fdz;k;sa fd;k tkuk gksxk): 
1. Click the Correspondence link as shown in Fig.eFile.93 (tSlkfd fp=.eFile.93 esa fn[kk;k x;k gS] Correspondence 

fyad dks fDyd djsa): 

 
Fig.eFile.93 (fp=.eFile.93)
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2. As a result List of Correspondences and Issues page appears on right side of Noting page, as shown in 
Fig.eFile.94 (blds QyLo:i fp=.eFile.94 esa fn[kk;k x;k gS] uksfVax i`"B ds nkfguh vksj List of Correspondences 

and Issues iznf'kZr gksrk gS): 

 
Fig.eFile.94 (fp=.eFile.94) 

3. Click the Attach ( ) Button (Fig.eFile.94) to add a new receipt to the list, as a result,   the Receipt 
Search window appears showing a list of available receipts. Select the receipt from the Receipt Search 
window to attach with the file, as shown in Fig.eFile.95 (fdlh ubZ receipt dks lwph esa tksM+us ds fy, Attach 

(Attach) cVu ¼fp=.eFile.94½ dks fDyd djsa] blds QyLo:i miyC/k receipts dh ,d lwph fn[kkrs gq, Receipt Search 

window izdV gksrh gSA  tSlkfd fp=.eFile.94 esa fn[kk;k x;k gS] i=koyh ls layXu djus gsrq  Receipt Search 

window ls bfPNr Receipt p;fur djsaA): 

 

 
Fig.eFile.95 (fp=.eFile.94)
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4. After selecting the receipt, click the  Attach ( ) button (Fig.eFile.95). As a result, the   receipt gets 
attached to the file, as shown in Fig.eFile.96 (Receipt p;u djus ds mijkUr Attach (Attach) cVu ¼fp=.eFile.95½ 

dks fDyd djsaA  ifj.kkeLo:i Receipt i=koyh ls layXu gks tkrh gS] tSlkfd fp=.eFile.95 esa iznf'kZr gS): 

 
Fig.eFile.96 (fp=.eFile.96) 

Type of the receipt can be changed from the dropdown menu available at the top of List of Correspondences 
and Issues page, as shown in Fig.eFile.97 (Receipt dk izdkj List of Correspondences and Issues i`"B ds 'kh"kZ ij 

miyC/k MªkWiMkmu esuw ls cnyk tk ldrk gS] tSlkfd fp=.eFile.97 esa n'kkZ;k x;k gS): 
 

 
Fig.eFile.97 (fp=.eFile.97) 

 

• Mark as PUC: This option helps the user to mark the receipt as Paper Under Consideration (PUC). (;g 
fodYi mi;ksxdrkZ dks receipt dks fopkjk/khu dkxt (PUC) ds :i esa fpUgkafdr djus dh lqfo/kk nsrk 

gS) 
 

To mark a receipt as Paper under Consideration (PUC) user has to perform following steps (fdlh 

receipt dks fopkjk/khu dkxt (PUC) ds :i esa fpUgkafdr djus gsrq mi;ksxdrkZ }kjk fuEukuqlkj fdz;k;sa fd;k 

tkuk gksxk): 
 

1. Select the receipt from the List of Correspondences and issues which needs to be marked as PUC, 
as shown in Fig.eFile.98 (ftl Receipt dks PUC ds :i esa fpUgkafdr fd;k tkuk gS] mls Correspondences 

and issues dh lwph ls p;fur djsa] tSlkfd fp=.eFile.98 esa iznf'kZr gS): 
 

 

Note: By default, the first receipt attached to a file is marked as PUC1 (Paper under 
Consideration). (fMQkYV :i esa] fdlh i=koyh ds lkFk layXu igyh receipt PUC1 ds :i esa fpUgkWafdr 

gksxhA) 
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Fig.eFile.98 (fp=.eFile.98) 

 

• Unmark: This option helps the user to unmark the receipt, if it is marked as PUC or FR. (;g fodYi receipt dks] 

;fn og PUC vFkok FR ds :i esa fpUgkWafdr gS rks mls v&fpUgkWafdr djus dh lqfo/kk nsrk gS) 
To unmark an already marked receipt user has to perform following steps (fdlh igys ls fpUgkWafdr 

receipt dks v&fpUgkWafdr djus gsrq mi;ksxdrkZ }kjk fuEukuqlkj fdz;k;sa fd;k tkuk gksxk%): 
1. Select the receipt from the List of Correspondences and Issues which needs to be Unmarked. 

(ftl Receipt dks v&fpUgkafdr fd;k tkuk gS] mls Correspondences and issues dh lwph ls p;fur 

djsa) 

Select the type as Unmark from the dropdown menu. (MªkWiMkmu esuw ls Unmark izdkj pqusa) 

• Mark as FR: This option helps the user to mark the receipt as Fresh Receipt (FR). (;g fodYi receipt dks Fresh 

(rktk) Receipt (FR) ds :i esa fpUgkWafdr djus dh lqfo/kk nsrk gS) 
To mark a receipt as Fresh Receipt (FR) user has to perform following steps (fdlh receipt dks Fresh 
Receipt (FR) ds :i esa fpUgkWafdr djus gsrq mi;ksxdrkZ }kjk fuEukuqlkj fdz;k;sa fd;k tkuk gksxk): 
1. Select the receipt from the List of Correspondences and issues which needs to be marked as FR, as 

shown in Fig.eFile.99 (ftl Receipt dks FR ds :i esa pUgkafdr fd;k tkuk gS] mls Correspondences and issues 

dh lwph ls p;fur djsa] tSlkfd fp=.eFile.99 esa iznf'kZr gS): 

 
Fig.eFile.99 (fp=.eFile.99)
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2. Select the type as FR from the dropdown menu, as shown in Fig.eFile.100 (MªkWiMkmu esuw ls FR izdkj pqusa] 

tSlkfd fp=.eFile100 esa iznf'kZr gS): 

 

 
Fig.eFile.100 (fp=.eFile.100) 

 
3. Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.101 (rRi'pkr MªkWiMkmu 

esuw ls PUC Number pqusa] tSlkfd fp=.eFile101 esa iznf'kZr gS): 

 

 
Fig.eFile.101 (fp=.eFile101) 
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4. Click the ‘Done’ ( ) button (Fig.eFile.101), as a result the receipt gets marked as FR, as shown 
in Fig.eFile.102 (‘Done’ (Done) cVu ¼fp=.eFile101½ fDyd djsa] blls receipt FR ds :i esa fpUgkWafdr gks tkrh 

gS] tSlkfd fp=.eFile102 esa iznf'kZr gS): 

 
Fig.eFile.102 (Fig.eFile.102) 

• Detach: This option helps the user to Delete/Detach the attached receipt from List of Correspondences 
and issues. (;g fodYi mi;ksxdrkZ dks layXu receipt dks Correspondences and issues dh lwph ls 

foyksfir@v&layXu djus esa lgk;rk djrk gS)  
 

 
 

To detach a receipt, user has to perform following steps (fdlh Receipt dks v&layXu djus gsrq 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 

1. Select the receipt from the TOC of Correspondences which needs to be detached. (ftl receipt dks 

v&layXu fd;k tkuk gks] i=kpkj ds TOC ls mldk p;u djsa) 

2. Select the type as Detach from the dropdown menu. (MªkWiMkmu esuw ls Detach izdkj p;fur djsa) 

• Close: This option helps the user to Close the attached receipt from TOC of Correspondences. (;g fodYi 

mi;ksxdrkZ dks i=kpkj ds TOC ls layXu receipt dks cUn djus dh lqfo/kk iznku djrk gSA) 

To close a receipt, user has to perform following steps (fdlh Receipt dks cUn djus gsrq mi;ksxdrkZ }kjk 

fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
1. Select the receipt from the TOC of Correspondences which needs to be closed, as shown in 

Fig.eFile.103 (ftl receipt dks cUn fd;k tkuk gks] i=kpkj ds TOC ls mldk p;u djsa] tSlkfd fp=.eFile103 

esa iznf'kZr gS): 

Note: If the user detaches a receipt which is marked as PUC then its related FR’s will be unmarked. (Only 
the initiator of the file can detach the receipts). (;fn mi;ksxdrkZ }kjk PUC ds :i esa fpUgkafdr fdlh receipt 

dks v&layXu fd;k tkrk gS rks mlls lEcfU/kr FR’s v&fpUgkWafdr gks tk;saxh ¼dsoy i=koyh ds ltZd }kjk gh receipts 

dks v&layXu fd;k tk ldrk gS½) 
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Fig.eFile.103 (fp=.eFile103) 

 
2. Select the type as Close from the dropdown menu, as shown in  Fig.eFile.104 (MªkWiMkmu esuw ls Clost izdkj 

p;fur djsa] tSlkfd fp=.eFile104 esa iznf'kZr gS): 
. 

 
Fig.eFile.104 (fp=.eFile104) 

 
 

As a result, Close confirmation Box appears as shown in  Fig.eFile.105 (blds QyLo:i Close Confirmation 

Box izdV gksxk tSlkfd fp=.eFile.105 esa fn[kk;k x;k gS): 

 
Fig.eFile.105 (fp=.eFile.105) 

 
As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the 

creator of the receipt. (OK fDyd djus ds QyLo:i p;fur receipt cUn gks tkrh gS vkSj bl izdkj 

receipt ltZd ds Receipts [k.M ds Closed fyad esa pyh tkrh gS)
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• Attach with another: This option helps the user to attach the already merged receipt to another File. (;g 
fodYi mi;ksxdrkZ dks igys ls lafoyhu receipt dks vU; i=koyh ls layXu djus esa lgk;rk nsrk gS) 
To attach the receipt with another File, user has to perform following steps (Receipt dks vU; i=koyh ls 

layXu djus gsrq mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
1. Select the receipt which needs to be put in another File and select the ‘Attach With Another’ option  

from the dropdown as shown in  Fig.eFile.106(ftl receipt dks vU; i=koyh ls layXu fd;k tkuk gks] mls 

p;fur djsa vkSj MªkWiMkmu ls ‘Attach With Another’ fodYi pqusa tSlkfd fp=.eFile106 esa iznf'kZr gS): 

 
Fig.eFile.106 (fp=.eFile106) 

2. As a result list of Files will appears. Select the file in which receipt needs to get attached and click the 
‘Attach’ button as shown in Fig.eFile.107 (ifj.kkeLo:i i=kofy;ksa dh lwph izdV gksxhA  ftl i=koyh esa 

receipt dks layXu fd;k tkuk gks] mls p;fur dj ‘Attach’ fDyd djsa] tSlkfd fp=.eFile107 esa iznf'kZr gS): 

 
Fig.eFile.107 (fp=.eFile107) 
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As a result the receipt will get detached from the current file and get attached to the selected File. (blds ifj.kkeLo:i 

ekStwnk i=koyh ls v&layXu gksdj] receipt p;fur i=koyh ls layXu gks tk;sxh) 
b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (bl lqfo/kk ds }kjk 

mi;ksxdrkZ vU; bZ&i=kofy;¼ksa½ dks dk;Z'khy i=koyh ls fyad vFkok Mh&fyad dj ldrk gS) 
It contains 3 sub links: (blds vUrxZr 3 mi&fyad gSa) 
• Internal Files: This sub link helps the user to link/delink any other file from within the Organization. (;g mi&fyad 

mi;ksxdrkZ dks laxBu ds vUnj dh fdlh vU; i=koyh dks fyad@Mh&fyad djus dh lqfo/kk nsrk 

gS) 
• Referred In Files: This sub link helps the user to view other Files that are linked from some other Organization 

with the working file. (;g mi&fyad mi;ksxdrkZ dks mu vU; i=kofy;ksa ds voyksdu dh lqfo/kk 

nsrk gS tksfd fdlh vU; laxBu ls  dk;Z'khy i=koyh esa fyad gS) 

To link with other File, user performs the following (vU; i=koyh ls fyad gsrq] mi;ksxdrkZ }kjk fuEukuqlkj fdz;k;sa 

fd;k tkuk gksxk): 

1. Move the cursor on Link, and click the Internal Files ( ) link, as shown in Fig.eFile.108 (Cursor 

dks Link ij yk;sa vkSj Internal Files (    Internal Files    )  fyad ij fDyd djsa] tSlkfd fp=.eFile108 esa iznf'kZr gS): 

 
Fig.eFile.108 (fp=.eFile108) 

2. As a result Link/Delink page  appears  on  right side. Click     the Attach ( ) button, as shown in 

Fig.eFile.109 (blls nkfguh vksj Link/Delink i`"B izdV gksrk gSA  tSlkfd fp=.eFile109 esa iznf'kZr gS] Attach (   

Attach ) cVu fDyd djsa): 

 
Fig.eFile.109 (fp=.eFile109)
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3. As a result, the File Search Window appears. Select the file from the File Search window to attach with the 

file and click the Attach ( ) button as shown in Fig.eFile.110 (blls File Search foUMks izdV gksxhA  

dk;Z'khy i=koyh ls lEc) djus gsrq File Search window ls i=koyh pqusa vkSj Attach        (    Attach ) cVu fDyd 

djsa] tSlkfd fp=.eFile110 esa iznf'kZr gS): 
 

 
Fig.eFile.110 (fp=.eFile110) 

 
As a result, the selected file gets linked with the working file, as shown in Fig.eFile.111 (blls p;fur i=koyh 

dk;Z'khy i=koyh ls fyad gks tkrh gS] tSlkfd fp=.eFile111 esa iznf'kZr gS): 

 
Fig.eFile.111 (fp=.eFile111) 

 
The File can also be delinked from the dropdown menu available at the top of Link/Delink  page. (i=koyh dks 

Link/Delink i`"B ij miyC/k MªkWiMkmu esuw ls Hkh Mh&fyad fd;k tk ldrk gS)
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To Delink a File, user has to perform following steps (fdlh i=koyh dks Mh&fyad djus gsrq mi;ksxdrkZ }kjk 

fuEukuqlkj fdz;k;sa fd;k tkuk gksxk): 
 

1.   Select the File which needs to be delinked and Select the Delink option from the dropdown menu, as 
shown  in Fig.eFile.112 (ftl i=koyh dks Mh&fyad fd;k tkuk gks] mls p;fur djsa vkSj MªkWiMkmu fodYi 

esa Attach fodYi pqusa] tSlkfd fp=.eFile112 esa iznf'kZr gS): 

 
 

Fig.eFile.112 (fp=.eFile112) 

As a Result, the file is delinked. (blls i=koyh Mh&fyad gks tkrh gS) 
 

c) Movements: With the help of this feature user can see the movement of a File i.e. the details of all the users who 
have worked on it. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk i=koyh dk lapj.k tSlsfd ml i=koyh 

ij dke djus okys lHkh mi;ksxdrkZvksa dk fooj.k ns[kk tk ldrk gS) 
To see the movement of a file user has to perform following steps (fdlh i=koyh dk lapj.k ns[kus gsrq 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 

1. Click the Movements ( ) Link, as shown in Fig.eFile.113 (tSlkfd fp=.eFile113 esa iznf'kZr gS] 

Movements (Movements) fyad dks fDyd djsa): 

 
Fig.eFile.113 (fp=.eFile113)
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2. As a result, Movement page appears showing all the details of File Movement History as shown in 
Fig.eFile.114 (blds QyLo:i i=koyh dk lapj.k o`Rrkar n'kkZrs gq, Movement i`"B izdV gksrk gS] tSlkfd 

fp=.eFile114 esa fn[kk;k x;k gS): 

 
Fig.eFile.114 (fp=.eFile114) 

 

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC  
receipt, Dispatch Movement History and Linked Files, a shown in Fig.eFile.115 (bl lqfo/kk dh lgk;rk 

ls mi;ksxdrkZ }kjk fdlh Qkby ds fooj.k tSlsfd cukbZ xbZ [k.M&i=kofy;kWa] TOC receipt, Dispatch 

Movement o`RrkWar rFkk fyad gqbZ i=kofy;kW vkfn dk voyksdu fd;k tk ldrk gS tSlkfd fp=.eFile115 esa 

fn[kk;k x;k gS): 
 

 
Fig.eFile.115 (fp=.eFile115) 

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except the 
Basic and Corresponding Heads. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk ekStwnk py jgh i=koyh ds 

ekSfyd vkSj rn~uq:i izeq[k enksa dks NksM+dj] vkoj.k i`"B dks ifjofrZr fd;k tk ldrk gS) 
 

To edit the cover page of eFile user has to perform following steps (eFile dk vkoj.k i`"B lEikfnr djus gsrq 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Edit ( ) link as shown in Fig.eFig.116 (tSlkfd fp=.eFile116 esa fn[kk;k x;k gS] Edit (  Edit   ) fyad dks 

fDyd djsa):
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Fig.eFile.116 (fp=.eFile116) 

 
2. As a result Cover Page of that working file appears, as shown in Fig.eFile.117 (tSlkfd fp=.eFile112 esa iznf'kZr gS] 

ml dk;Z'khy i=koyh dk vkoj.k i`"B izdV gksxk): 

 
Fig.eFile.117 (fp=.eFile117) 

3. Make Necessary changes  and  click the ‘Done’ ( )  button  (Fig.eFile.117), as  a result, changes on 
cover page of file get saved. (vko';d ifjorZu djsa vkSj ‘Done’ (  Done   )   cVu  ¼fp=.eFile117½ fDyd djsa] 

blds QyLo:Li ml i=koyh ds vkoj.k i`"B ij fd;s x;s ifjorZu lqjf{kr gks tk;saxs)
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f) Reply: This link helps the user to reply to the sender of the Receipt, as shown in Fig.eFile.118 (;g fyad mi;ksxdrkZ 

dks ml Receipt ds izs"kd dks mRrj nsus esa lgk;rk djrk gS tSlkfd fp=.eFile118 esa fn[kk;k x;k gS): 
 

 
 

 
Fig.eFile.118 (fp=.eFile118) 

 
g) Send: With the help of this feature user can send the File to the Recipient, as shown in Fig.eFile.119 (bl lqfo/kk 

dh lgk;rk ls mi;ksxdrkZ izkIrdrkZ dks i=koyh izsf"kr dj ldrk gS] tSlkfd fp=.eFile119 esa fn[kk;k x;k gS): 
 

 
 

 
Fig.eFile.119 (fp=.eFile119)

Refer to Reply link in File Inbox for the process. ¼bl izfdz;k gsrq File inbox ds vUrxZr Reply fyad dk lUnHkZ 

xzg.k djsa½ 

Refer to Send link in File Inbox for the process. ¼bl izfdz;k gsrq File inbox ds vUrxZr Send fyad dk lUnHkZ 

xzg.k djsa½ 
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h) Dispatch: This link helps the user to Dispatch an issue/ letter against the selected file. (;g fyad p;fyr i=koyh ds 

lkis{k dksbZ fcUnq@i= izsf"kr djus esa mi;ksxdrkZ dks lgk;rk djrk gS) 
 

To dispatch issue/ letter, user has to perform following steps (fcUnq@i= izsf"kr djus gsrq mi;ksxdrkZ }kjk 

fuEukuqlkj fdz;k;sa fd;k tkuk gksxk): 
 

1. Select the physical file against which an issue/letter needs to be dispatched and click the ‘Dispatch’ link, as 
shown in Fig.eFile.120 (ftl HkkSfrd i=koyh ds lkis{k fcUnq@i= izsf"kr fd;s tkus dh vko';drk gS] mls p;fur 

djsa vkSj ‘Dispatch’  fyad dks fDyd djsa]tSlkfd fp=.eFile120 esa iznf'kZr gS): 

 
 

Fig.eFile.120 (fp=.eFile120) 
 

As a result the Dispatch page appears, as shown in Fig.eFile.121(blds ifj.kkeLo:i Dispatch i`"B izdV gksxk] tSlkfd 

fp=.eFile121 esa iznf'kZr gS): 
 

 
Fig.eFile.121 (fp=.eFile121)
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Now the user has  2  options after  filling  the required  metadata fields  which  are,  ‘Dispatch by Self’    and 

‘Dispatch by CRU ’the required fields. (vko';d esVkMkVk QhYM~l Hkjs tkus ds i'pkr mi;ksxdrkZ ds le{k vc nks

fodYi gSa tksfd ‘Dispatch by Self’ vkSj ‘Dispatch by CRU’)

• If user selects ‘Dispatch By Self’ option, then the user will be further having two options “Send with Followup”

and “Send without Followup”, as shown in Fig.eFile.122 (;fn mi;ksxdrkZ ‘Dispatch By Self’ fodYi pqurk gS rks

mlds le{k iqu% nks fodYi “Send with Followup” vkSj “Send without Followup” miyC/k gksaxs] tSlkfd fp=.eFile122

esa iznf'kZr gS): 

Fig.eFile.122 (fp=.eFile122)

If user sends the draft using Send without Followup option, then the draft gets dispatched and an entry of the 

dispatched draft gets displayed in users Sent sub-section under Dispatch section as shown in Fig.eFile.123. (;fn

mi;ksxdrkZ }kjk vkys[k Send without Followup fodYi ds lkFk Hkstk tkrk gS rks Mªk¶V izsf"kr gks tkrk gS vkSj 

mi;ksxdrkZ ds fMLiSp [k.M ds Sent mi [k.M esa vkys[k izsf"kr fd, tkus dh izfof"V iznf'kZr gks tkrh gS] tSlkfd 

fp=.eFile123 esa iznf'kZr gS)

For SEND WITH FOLLOWUP Refer to REMINDER PROCESS for eFile (SEND WITH FOLLOWUP ds fy,

REMINDER PROCESS for eFile lUnfHkZr djsa
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Fig.eFile.123 (fp=.eFile123) 
 

• If user selects ‘Dispatch By CRU’ option, following options appear under Dispatch consisting of all the users 
mapped with CRU section (if any), Delivery Mode and Remarks, as shown in  Fig.eFile.124 (;fn mi;ksxdrkZ 

‘Dispatch By CRU’  fodYi pqurk gS rks Dispatch ds vUrxZr CRU vuqHkkx ¼;fn gks½ ds lkFk lfEefyr leLr 

mi;ksxdrkZvksa] fMyhojh ek/;e vkSj fVIi.kh lfgr fuEufyf[kr fodYi izkIr gksrs gSa]  tSlkfd fp=.eFile124 esa 

iznf'kZr gS). 

 
Fig.eFile.124 (fp=.eFile124)
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If user selects ‘Dispatch By Self’ option, then the user will be further having two options “Send with Followup” and “Send 

without Followup”, as shown in Fig.eFile.124. (;fn mi;ksxdrkZ ‘Dispatch By Self’ fodYi pqurk gS rks mlds le{k iqu% nks

fodYi “Send with Followup” vkSj “Send without Followup” miyC/k gksaxs] tSlkfd fp=.eFile124 esa iznf'kZr gS)

Fig.eFile.125 (fp=.eFile125)

As a result the receipt is dispatched to the selected CRU user (if any) and status of the dispatch record can be viewed from 
Sent sub module under the Dispatch module. The dispatched record is seen in the inbox of the  CRU section under the 
Dispatch module and the record  is dispatched outside physically and metadata details  are entered in the application. 
(ifj.kkeLo:i receipt p;fur CRU mi;ksxdrkZ dks ¼;fn gks½ izsf"kr gks tkrh gS vkSj fMLiSp fjdkMZ Dispatch ekWM~;wy ds vUrxZr

Sent mi ekWM~;wy esa ns[kk tk ldrk gSA  fMLiSp gqvk fjdkMZ Dispatch ekWM~;wy ds CRU [k.M ds inbox esa fn[krk gS vkSj 

fjdkMZ HkkSfrd :i ls ckgj Hkst fn;k tkrk gS rFkk esVkMkVk fooj.k iz.kkyh esa ntZ gks tkrk gS) 

i) Convert File:  This  link helps the user to convert the Physical File to Electronic File  only,  irrespective of the

File location, whether it is attached with a receipt or from the File inbox/Created Section. (;g fodYi

i=koyh dh vofLFkfr] og fdlh receipt  ls layXu gS vFkok File inbox/Created Section ls gS] ds ckotwn

HkkSfrd i=koyh dks dsoy bysDVªkfud i=koyh ds Lo:i esa cnyus esa lgk;rk iznku djrk gS) 

To convert a physical file to electronic file, user has to perform following steps (HkkSfrd i=koyh dks bysDVªkfud

i=koyh esa cnyus ds fy, mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;sa fd;k tkuk gksxk): 

1. Open the Physical File from the File Inbox Section to convert it into an Electronic File and click the ‘Convert
File’ ( ) option as shown in Fig.eFile.126 (bysDVªkfud i=koyh esa cnyus ds fy, File Inbox [k.M ls

HkkSfrd i=koyh dks [kksysa vkSj ‘Convert File’ (Convert File ) fodYi dks fDyd djsa] tSlkfd fp=.eFile126 esa iznf'kZr

gS): 

For SEND WITH FOLLOWUP Refer to REMINDER PROCESS for eFile (SEND WITH FOLLOWUP ds fy,

REMINDER PROCESS for eFile lUnfHkZr djsa)
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Fig.eFile.126 (fp=.eFile126) 

 

2. As a result following screen appears. Upload the scanned PDF’s of Correspondence(s) and Noting(s), as 
shown in Fig.eFile.145 (blds QyLo:i fuEu Ldzhu izdV gksxhA  i=kofy;ksa vkSj uksfVaXl dh LdSu dh xbZ 

PDF’s viyksM djsa] tSlkfd fp=.eFile145 esa iznf'kZr gS): 
 

 
Fig.eFile.127 (fp=.eFile127) 

 

3. After  uploading the  scanned PDF’s,  click  the  ‘Save’  button (Fig.eFile.127), as a result the file 
module under Files section. (LdSu dh xbZ moves to the Drafts sub-module of Conversions 

PDF’s viyksM djus ds i'pkr ‘Save’ (Save  ) cVu ¼fp=.eFile127½] blds QyLo:i i=koyh Files [k.M ds 

Conversions ekWM~;wy ds Drafts mi[k.M esa pyh tkrh gSA) 
 

4. Click the ‘Convert’ ( ) button (Fig.eFile.127), as a result the Nature of the File gets changed i.e. 
Physical File gets changed to Electronic File. (‘Convert’ (Convert  ) cVu ¼fp=.eFile127½ fDyd djsa] blls 

i=koyh dh izd`zfr cny tkrh gS vFkkZr~ HkkSfrd i=koyh bysDVªkfud i=koyh esa cny tkrh gS) 
 

(If conversion has been done on new physical file then after conversion file moves to Completed sub-module 
of Created module under File  section  or  else  if  conversion  has been  done  from  File inbox,  then   after 
conversion file remains in File inbox.) (;fn ubZ HkkSfrd i=koyh dh izd`fr ifjofrZr dh xbZ gS] rks ifjorZu mijkUr 

i=koyh File [k.M ds Created module ds Completed mi ekWM~;wy esa pyh tkrh gS vU;Fkk File inbox ls ifjorZu 

fd;k x;k gS rks ifjorZu mijkUr i=koyh File inbox esa gh jg tkrh gS) 
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j) Attachment: This link facilitates the user to attach other files or receipts with the working File. (;g fyad mi;ksxdrkZ 

dks dk;Z'khy i=koyh ds lkFk vU; i=kofy;ksa vFkok receiptsdks layXu djus esa lgk;rk djrk gS) 
 

This link contains 2 modules (bl fyad esa nks ekWM~;wYl gS): 
 

• File: This module facilitates the user to attach other file with the working file. (;g ekWM~;wy vU; i=koyh dks 

dk;Z'khy i=koyh ds lkFk layXu djus dh lqfo/kk nsrk gS) 
 

• Receipt: This module facilitates the user to attach a receipt with the working file. (;g ekWM~;wy vU; receipt 

dks dk;Z'khy i=koyh ds lkFk layXu djus dh lqfo/kk nsrk gS) 
 

To attach File/Receipt with the working file, user has to perform following steps (To attach File/Receipt with 
the working file, user has to perform following steps) (File/Receipt dks dk;Z'khy i=koyh ds lkFk layXu djus gsrq 

mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk%): 
 

1. Open  the Physical  File  from  the  File  Inbox  Section  to  attach  other  Files/Receipts  and  scroll  over the 
Attachment link and select File or Receipt (as per the requirement), as shown in Fig.eFile.128 (Files/Receipts 
dks layXu djus gsrq File Inbox [k.M ls HkkSfrd i=koyh [kksysa vkSj Attachment fyad ij scroll djsa rFkk 

¼vko';drkuqlkj½ File vFkok Receipt  dks pqusa] tSlkfd fp=.eFile128 esa iznf'kZr gS): 
 

 
Fig.eFile.128 (fp=.eFile128) 

 
On selecting File link, as a result, Attached / Detached File(s) page appears, as shown in Fig.eFile.129 (File 

fyad pquus ij] ifj.kkeLo:i Attached / Detached File(s) i`"B izdV gksrk gS] tSlkfd fp=.eFile129 esa iznf'kZr gS): 

 
Fig.eFile.129 (fp=.eFile129)

If user clicks the ‘Save’ button, the file will get saved in Drafts sub- section of Conversion Section under Files Modules. 
If user clicks the ‘Preview’ button, it will open up a Pdf File of all Correspondences merged together. 

(;fn mi;ksxdrkZ }kjk ‘Save’ cVu fDyd fd;k tkrk gS rks i=koyh Files Modules ds Conversion [k.M ds Drafts mi [k.M esa 

lqjf{kr gksrh gSA  ;fn mi;ksxdrkZ }kjk ‘Preview’ cVu fDyd fd;k tkrk gS rks blls leLr lafoyhu i=kofy;ksa ds lkFk 

,d Pdf i=koyh [kqy tk;sxhA) 
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2. Click the Attach File button (Fig.eFile.129), as a result list of file appears, as shown in Fig.eFile.130 (Attach File 

cVu ¼fp=.eFile129½ fDyd djsa] blls i=kofy;ksa dh lwph izdV gksxh]tSlkfd fp=.eFile130 esa iznf'kZr gS): 
 

 
Fig.eFile.130 (fp=.eFile130) 

 

 
 

3. Select  a file  which  needs  to be attached  with  the working  file  and  click  the   Attach ( ) button 
(Fig.eFile.130). As a result the File gets attached under the working file, as shown in Fig.eFile.131 (dk;Z'khy 

i=koyh ds lkFk ftl i=koyh dks layXu fd;k tkuk gS mls fDyd djsa vkSj Attach (Attach) cVu ¼fp=.eFile130½ 

fDyd djsaA  blds QyLo:i i=koyh dk;Z'khy i=koyh esa layXu gks tkrh gS] tSlkfd fp=.eFile131 esa iznf'kZr 

gS): 
 

 
Fig.eFile.131 (fp=.eFile131) 

Note: The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of  file. 

(bl lwph esa os i=kofy;kWa lfUufgr gS] tksfd i=kofy;ksa ds ‘Created (Completed)’ vFkok ‘Inbox’ [k.M esa 

jgrh gSa) 
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To Detach File/Receipt with the working file, user has to perform following steps (File/Receipt dks dk;Z'khy i=koyh 

ls v&layXu djus gsrq mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk): 
1. Select the required File/Receipt from the Attached/Detached File(s) section which needs to be detached 

from the working file and click the ‘Detach File’ ( ) button, as shown in Fig.eFile.132 (ftl 

i=koyh dks dk;Z'khy i=koyh ls v&layXu fd;k tkuk gS] ml File/Receipt dks Attached/Detached  File(s) [k.M 

ls pqusa vkSj ‘Detach File’ (Detach File) cVu fDyd djsa] tSlkfd fp=.eFile132 esa iznf'kZr gS): 
 

 
 
 
 
 
 
 
 
 
 

 
Fig.eFile.132 (fp=.eFile132) 

 

2. As a result, File Detach alert window appears. Enter the Detaching Remarks and click the OK button to 
finally detach the file from the working file, as shown in  Fig.eFile.133 (blds QyLo:i File Detach alert foUMks 

izdV gksrh gSA tSlkfd fp=.eFile133 esa iznf'kZr gS] v&layXurk lEcU/kh fVIi.kh vafdr djsa vkSj OK cVu fDyd 

djds vUrr% dk;Z'khy i=koyh ls i=koyh dks v&layXu dj nsa): 
 

 
Fig.eFile.133 (fp=.eFile133) 

 
As a result, attached file gets detached with the detaching remarks, date and the user who detached it, as 
shown Fig.eFile.134 (ifj.kkeLo:i] v&layXurk lEcU/kh fVIi.kh] frfFk rFkk v&layXu djus okys mi;ksxdrkZ ds 

fooj.k lfgr layXu i=koyh] v&layXu gks tkrh gS] tSlkfd fp=.eFile134 esa iznf'kZr gS): 
 

 
Fig.eFile.134 (fp=.eFile134) 
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k) More: This link helps the user to close/park the working file, check closing/parking history, create volume  and 

Merge Files, as shown in Fig.eFile.135 (;g fyad mi;ksxdrkZ dks dk;Z'khy i=koyh dks cUn djus@ikdZ djus] cUn 

gksus@ikdZ fd;s tkus dk iwoZ o`Rrkar ns[kus vkSj i=kofy;ksa dk foy; djussa lgk;rk djrk gS tSlkfd fp=.eFile135 esa 

iznf'kZr gS): 
 

 
Fig.eFile.135 (fp=.eFile135) 

 
This link contains 6 links (;g fyad 6 fyad iznku djrk gS): 

 

• Close File: Taking the cursor in Close File link, displays two sub links, Close and Close File History. This link 
allows the user to close the selected file. (Cursor dks Close File fyad ij ykus ls nks mi&fyad Close rFkk Close 

File History fn[krs gSaA  ;g fyad mi;ksxdrkZ dks p;fur i=koyh cUn djus dh lqfo/kk iznku djrk gS) 

 
 

• Close File History: This link displays the history of Closed file. (;g fyad cUn dh xbZ i=koyh dk iwoZ o`Rrkar 

iznf'kZr djrk gS) 
 

To view the Close File history, user has to perform the following (Close File History ns[kus gsrq mi;ksxdrkZ 

dks fuEu fdz;k;sa djuk gksxk): 
 

1. After selecting the File whose closing history needs to be viewed, move the cursor over More Link and click 
the Close File History option (Fig.eFile.135). (ftl i=koyh dk o`Rrkar ns[kk tkuk gks] mldk p;u djus ds 

i'pkr cursor dks More fyad ij yk;sa rFkk Close File History fodYi ¼fp=.eFile135½ ij fDyd djsa) 
 

As a result, closing history of that file appears. (blds QyLo:i mDr i=koyh ds iwoZ o`Rrkar izdV gks tk;saxs) 
 

• Park File: To park a particular File user has to perform the following steps (fdlh i=koyh dks ikdZ djus gsrq 

mi;ksxdrkZ }kjk fuEu fdz;k;sa djuk gksxk): 
 

1. After selecting the File which needs to parked, move the cursor over More Link and click the Park File 

option (Fig.eFile.135). (ftl i=koyh dks ikdZ fd;k tkuk gS] mldk p;u djus ds i'pkr cursor dks More 
Action fyad ij yk;sa rFkk Park File fodYi ij fDyd djsa ¼fp=.eFile135½) 

 
As a result, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.136 (blds QyLo:i 

‘Closing Confirmation’ iqf"V lans'k fn[kkbZ nsxk] tSlkfd fp=-eFile.136 esa n'kkZ;k x;k gS): 

Note: The closing process of a File is completely Permission based.  Kindly refer to the Closing Process 
Document. (i=koyh dks cUn djus dh izfdz;k iw.kZr% vuqefr ij vk/kkfjr gSA d`i;k Closing izfdz;k nLrkost dks lUnfHkZr 

djsaA) 
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Fig.eFile.136 (fp=-eFile.136) 

2. Enter  the  Remarks  and  Reminder  Date  as  per  requirement  and  click  the   OK  ( )  button 
(Fig.eFile.136). (vko';drkuqlkj fVIi.kh rFkk vuqLekjd frfFk ntZ djsa rFkk OK  (OK)   cVu ¼fp=.eFile136½ 

fDyd djsaA) 

As a result the selected file will be sent to Parked section of Files. (QyLo:i p;fur i=koyh] i=kofy;ksa ds 

Parked [k.M esa pyh tk;sxh) 
 

• Park File History: This link displays the history of parked file. (;g fyad ikdZ gqbZ i=koyh dk iwoZ o`Rrkar n'kkZrk 

gS) 
 

To view the Park File history, user has to perform the following (i=koyh dk iwoZ o`Rrkar] ns[kus gsrq mi;ksxdrkZ 

}kjk fuEu fdz;k;sa fd;k tkuk gksxk): 
 

1. After selecting the File whose park history needs to be viewed, move the cursor over More Link and click 

the Park File History option (Fig.eFile.135). (ftl i=koyh dk iwoZ o`Rrkar ns[kk tkuk gS] mls p;fur djus 

ds i'pkr cursor dks  More Link ij ys tk;sa rFkk Park File History fodYi dks fDyd djsa ¼fp=.eFile135½) 
 

As a result, parking history of that file appears. (QyLo:i ml i=koyh dk iwoZ o`Rrkar izdV gks tk;sxk) 
 

• Create Volume: This link helps the user to create a new Volume of an existing file (Fig.eFile.135). (;g fyad 

mi;ksxdrkZ dks fdlh ekStwnk i=koyh dk u;k [k.M cukus esa lgk;rk djrk gS) 
 

 
• Merge: This link facilitates the user to merge physical files only. Merged file will be in ‘View only’ mode. (;g 

fyad mi;ksxdrkZ dks dsoy HkkSfrd i=koyh ds foy;u dh lqfo/kk nsrk gSA  foy; dh xbZ i=koyh dsoy ‘View 

only’ eksM esa gksxh) 
 

To merge other physical file with the working file, user has to perform following steps (dk;Z'khy i=koyh esa vU; 

i=koyh ds foy; gsrq mi;ksxdrkZ dks fuEu fdz;k;sa djuk gksxk): 
 

1. After selecting the File to which other file needs to be merged, move the cursor over More Link and click 

the Merge Files option (Fig.eFile.135). (ftl i=koyh dk foy; fd;k tkuk gS] mls p;fur djus ds i'pkr 

cursor dks  More Link ij ys tk;sa rFkk  Merge Files fodYi dks fDyd djsa ¼fp=.eFile135½) 
 

As a result, Merge Files page appear, as shown in Fig.eFile.137 (QyLo:i Merge Files i`"B izdV gksxk 

tSlkfd fp=.eFile137 esa fn[kk;k x;k gS): 

Refer to Create Volume link in File Inbox for the process. (izfdz;k gsrq File Inbox ds vUrxZr  Create Volume 

fyad dk lUnHkZ xzg.k djsa) 
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Fig.eFile.137 (fp=.eFile137) 

2. Search the File from ‘Search File(s) to Merge’ section to merge and click the Add ( ) button, 
as shown in Fig.eFile.137 (Search File(s) to Merge’ [k.M ls i=koyh dk p;u djsa vkSj tSlkfd fp=.eFile137 

esa n'kkZ;k x;k gS Add (Add) cVu fDyd djsa): 
 

 
Fig.eFile.137 (fp=.eFile137) 

 
3. As a result, the selected file moves to Merge File(s) section, Click the Merge ( ) button to 

finally merge the selected file to the working file, as shown in Fig.eFile.138 (blds ifj.kkeLo:i p;fur 

i=koyh Merge File(s) [k.M esa pyh tkrh gS] vkSj vUrr% vc dk;Z'khy i=koyh esa i=koyh dk foy; djus 

ds fy, Merge ( Merge) cVu fDyd djsa] tSlkfd tSlkfd fp=.eFile138 esa n'kkZ;k x;k gS):
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Fig.eFile.140 

 

 

 
Fig.eFile.138 (fp=.eFile138) 

4. As a result, Merge Alert appears Enter the reason to merge and click the   Ok ( ) button, as 
shown in Fig.eFile.139 (blls Merge ,yVZ izdV gksxkA  i=koyh foy; djus dk dkj.k ntZ djsa vkSj 

OK ( OK) cVu fDyd djsa] tSlkfd fp=.eFile139 esa n'kkZ;k x;k gS): 

 
Fig.eFile.139 (fp=.eFile139) 

 

As a result the file gets merged with the working file and appears under Merge Details option under ‘More’ link, as shown 
in Fig.eFile.140 (blds ifj.kkeLo:i i=koyh dk dk;Z'khy i=koyh esa foy; gks tkrk gS vkSj ‘More’  fyad ds vUrxZr 

Merge Details fodYi izdV gksrk gS] tSlkfd fp=.eFile140 esa iznf'kZr gS): 
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Fig.eFile.142 

 

 

 
 

There are 12 links provided on opening an Electronic File (fdlh bysDVªkfud i=koyh ds [kksyus ij 12 fyad iznku fd;s x;s gSa): 

 
 

Fig.eFile.141 (fp=.eFile141) 
 

a) Noting: It facilitates the user to view the noting By Name and By Date or All the noting together, as shown in 
Fig.eFile.142 (mi;ksxdrkZ dks ;g fdlh uksfVax dks mlds uke ls] frfFk ls vFkok ,d lkFk voyksdu dh 

lqfo/kk nsrk gS] tSlkfd fp=.eFile142 esa iznf'kZr gS): 
 

 

Note: User can De-Merge or Merge the Merged File with any other File also by using the ‘De- Merge’ and 
‘Merge with Another’ option available respectively under ‘Merge Details’  tab. (mi;ksxdrkZ ‘Merge Details’ 

VSc ds vUrxZr ‘De-Merge’ vkSj ‘Merge with Another’ fodYiksa dk mi;ksx djds dze'k% i=koyh dk foy;u gVk 

ldrk gS] vFkok mldk fdlh vU; i=koyh ds lkFk Hkh foy; dj ldrk gS) 
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Fig.eFile.144 

 

 

The user can add a Green note or a Yellow note in the existing File. (mi;ksxdrkZ fdlh ekStwnk i=koyh esa Green note 
¼gfjr fVIi.kh½ vFkok Yellow note ¼ihr fVIi.kh½ tksM+ ldrk gS) 
 

To add a Green Note user has to perform following steps (gfjr fVIi.kh tksM+us gsrq mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;sa 

fd;k tkuk gksxk): 
1. Click on Add Green Note link, as shown in Fig.eFile.143 (tSlkfd fp=.eFile143 esa iznf'kZr gS] Add Green Note fyad ij 

fDyd djsa): 

 
Fig.eFile.143 (fp=.eFile143) 

2. As a result, noting page becomes active and user can add do the noting on the editor. Noting done by the user gets 
automatically saved, as shown in Fig.eFile.144 (QyLo:i] uksfVax i`"B dk;Z'khy gks tkrk gS vkSj mi;ksxdrkZ editor ij 

uksfVax dj ldrk gSA  mi;ksxdrkZ }kjk dh xbZ uksfVax Lo;eso lqjf{kr gks tkrh gS] tSlkfd fp=.eFile144 esa iznf'kZr gS): 
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Fig.eFile.146 

 

 

 
 

 
3. The User can also attach a document (Pdf Format only) by clicking on    Attach  ( ) button at the 

bottom of the noting portion as shown in Fig.eFile.145 (mi;ksxdrkZ uksfVax Hkkx ds v/kksHkkx esa Attach (Attach)  

cVu fDyd djds] tSlkfd fp=.eFile145 esa iznf'kZr gS] fdlh nLrkost ¼dsoy Pdf Format½ dks layXu Hkh dj ldrk 

gS): 

 
Fig.eFile.145 (fp=.eFile145) 

To add a Yellow Note user has to perform following steps (ihr fVIi.kh tksM+us gsrq mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;sa 

fd;k tkuk gksxk): 
1. Click on Add Yellow Note, as shown in Fig.eFile.146 (tSlkfd fp=.eFile146 esa iznf'kZr gS] Add Yellow Note fyad ij 

fDyd djsa): 

 

94



Fig.eFile.148 

 

 

As a result noting becomes active and user can add note, as shown in Fig.eFile.166 (QyLo:i] uksfVax dk;Z'khy gks tkrh 

gS vkSj mi;ksxdrkZ uksfVax dj ldrk gS] tSlkfd fp=.eFile146 esa iznf'kZr gS): 

 
Fig.eFile.147 (fp=.eFile147) 

 

2. After making a note on  yellow sheet, click the Save ( ) Button (Fig.eFile.147). As a resul t , yellow 
note get saved. (ihr iUus ij uksfVax djus ds i'pkr Save (Save) cVu ¼fp=.eFile147½ fDyd djsaA  blls ihr uksfVax lqjf{kr 

gks tkrh gS) 
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Fig.eFile.150 

 

 

3. After the note is saved, user can perform any of the following options as per  authorization. (uksfVax lqjf{kr gksus 

ds i'pkr] mi;ksxdrkZ] vf/kdkjksa ds vuq:i fuEufyf[kr fdlh fodYi ds vuqlkj dk;Z lEiknu dj ldrk gS) 

• Edit ( ): Refers to edit the Yellow Note (Edit (Edit): ls rkRi;Z ihr uksV dks lEikfnr djus ls 

gS) 

• Discard ( ): Refers to Discard the Yellow Note (Discard (Discard): ls rkRi;Z ihr uksV dk 

ifjR;kx djus ls gS) 

• Confirm ( ): Refers to Confirm the Yellow note. (Confirm (Confirm):  ls rkRi;Z ihr uksV dh 

iqf"V djus ls gS) 

 
 

b) Correspondence: With the help of this feature user can attach Correspondence/ Receipt to the working File. (bl 

lqfo/kk }kjk mi;ksxdrkZ i=kpkj@Receipt dks dk;Z'khy i=koyh ls layXu dj ldrk gS) 

 
Fig.eFile.149 (fp=.eFile149) 

 

Clicking on Correspondence button, As a result List of Correspondences and Issues page appears on right side of 
Noting page, as shown in Fig.eFile.150. (i=kpkj cVu ij fDyd djus ds QyLo:i uksfVax i`"V ds nkfguh vksj List of 

Correspondences and Issues i`"B izdV gksrk gS] tSlkfd fp=.eFile150 esa fn[kk;k x;k gS) 
 

 

Note: Once the yellow note gets confirmed, noting gets finalized and saved to main Green sheet Noting of 
File. At a time only one noting is active, either yellow note or Main Green sheet note. (ihr uksV dh iqf"V gks 

tkus ij] uksfVax vfUre gks tkrh gS vkSj i=koyh ds eq[; gfjr iUus ij lqjf{kr gks tkrh gSA ,d le; ij ,d gh uksfVax] 

ihr uksV vFkok eq[; gfjr 'khV ij uksfVax dk;Z'khy jgrh gS) 
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Clicking on the Attach button, list of all the Receipts will be displayed which are lying with the user in Receipts 
inbox and Created section. (Attach cVu fDyd djus ls mi;ksxdrkZ ds ikl miyC/k leLr Receipts tksfd Receipts 
inbox vkSj Created [k.M esa fo|eku gSa] mudh lwph iznf'kZr gksxh) 
User selects the receipts which are to be attached in file and click on Attach b u t t o n . (ftu Receipts dks i=koyh 

ls layXu fd;k tkuk gS] mi;ksxdrkZ }kjk mUgsa p;fur djds Attach cVu fDyd fd;k tk;s) 
 

 
Fig.eFile.151 (fp=.eFile151) 

 

As a result the select receipt will be attached inside the file and it can be seen on the right side under List of 
Correspondences and Issues. (blds QyLo:i p;fur Receipt i=koyh ds vUnj layXu gks tkrh gS vkSj mls nkfguh 

vksj  Correspondences and Issues dh lwph esa ns[kk tk ldrk gS) 

 

 
Fig.eFile.152 (fp=.eFile152)
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Fig.eFile.154 

 

 

 

Type of the receipt can be changed from the dropdown menu available at the top of List of Correspondences and Issues 
page. (List of Correspondences and Issues ds 'kh"kZ ij miyC/k MªkWi Mkmu esuw ls receipt dh izd`fr dks cnyk tk ldrk gS) 

 
Fig.eFile.153 (fp=.eFile153) 

c) Draft: With the help of this feature user can Create New Draft and View Existing Drafts in the File. (bl lqfo/kk 

dh lgk;rk ls mi;ksxdrkZ }kjk i=koyh esa u;s vkys[k cuk;s tk ldrs gSa vkSj ekStwnk vkys[kksa dk voyksdu fd;k 

tk ldrk gS) 
To create New Draft user has to perform following steps (mi;ksxdrkZ }kjk u;k vkys[k cukus gsrq fuEufyf[kr 

fdz;k;sa fd;k tkuk gksxk): 
1. Scroll mouse over Draft ( ) link and click the Create New Draft option, as shown in  Fig.eFile.154 (tSlkfd 

fp=.eFile154 esa fn[kk;k x;k gS] Draft (Draft) fyad ij ekml ys tkdj Create New Draft fodYi dks fDyd djsa): 
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Fig.eFile.156 

 

 

As a result Create New Draft page appears, as shown in  Fig.eFile.155 (ifj.kkeLo:i Create New Draft i`"B izdV gksxk 

tSlkfd fp=.eFile155 esa iznf'kZr gS): 

 
Fig.eFile.155 (fp=.eFile155) 

 

2. Either type the draft manually or choose a predefined template by clicking on Choose a Template button or 

upload an already existing draft by clicking on Upload File button, as shown in Fig.eFile.156 (;k rks vkys[k 

dks eSuqvyh Vkbi djsa vFkok Choose a Template cVu fDyd djds iwoZ&fufeZr uewuk pqus vFkok Upload File cVu 

fDyd djds ekStwnk vkys[k dks viyksM djsa tSlk fd fp=.eFile156 esa n'kkZ;k x;k gS): 
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Fig.eFile.158 

 

 

3. Enter all the necessary details and click on Save Draft button, as shown in Fig.eFile.157 (vko';d fooj.k 

vafdr djsa vkSj Save Draft cVu ij fDyd djsa tSlkfd fp=.eFile157 esa iznf'kZr gS): 

 
Fig.eFile.157 (fp=.eFile157) 

 
As a result new Draft number is created, as shown in Fig.eFile.158 (blds QyLo:i ,d u;k vkys[k dzekWad l`ftr 

gks tkrk gS tSlkfd fp=.eFile158 esa fn[kk;k x;k gS): 
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4.    Click the Approve Button to approve the saved draft, as shown Fig.eFile.159 (lqjf{kr fd;s x;s vkys[k dks vuqeksfnr djus ds 

fy, Approve cVu dks fDyd djsa tSlkfd fp=.eFile159 esa iznf'kZr gS): 

 
File.eFile.159 (fp=.eFile159) 

 
 

 
 
 

As a result DFA is approved and following screen appears, as shown in Fig.eFile.160 (ifj.kkeLo:i DFA vuqeksfnr 

gks tkrk gS vkSj fp=.eFile150 esa iznf'kZr Ldzhu izdV gksrh gSA): 

Note: The Approve button will only be visible to those users who are having the required Role of Draft 
Approval. Other users will not be able to approve the DFA and can only send the DFA to the users. (vkys[k 

ds vuqeksnu esa ftu mi;ksxdrkZvksa dh Hkwfedk gS Approve button dsoy mUgha mi;ksxdrkZvksa dks n`f"Vxr gksxkA  vU; 

mi;ksxdrkZ DFA dks dsoy izsf"kr dj ldsaxs] mls vuqeksfnr ugha dj ldsaxs) 
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Fig.eFile.160 (fp=.eFile160) 

 

5.   Click the Dispatch By Self or Dispatch By CRU button (Fig.eFile.160) – as per requirement. (vko';drkuqlkj & 

Dispatch By Self vFkok Dispatch By CRU cVu ¼fp=.eFile160½ fDyd djsaa) 
 

 
 

d) Reference: With the help of this feature user can attach references corresponding to the working file. (bl lqfo/kk dh 

lgk;rk ls mi;ksxdrkZ }kjk dk;Z'khy i=koyh ls lEcfU/kr lUnHkksZa dks layXu fd;k tk ldrk gS) 
 
This link consists of 1 sub-links: (bl fyad dk ,d mi&fyad gS) 
 

• Local Reference: Document is browsed and attached from local d o m a i n . (nLrkost dks LFkkuh; Mksesu ls [kkst dj 

layXu fd;k tkrk gS) 
 
To attach Reference user has to perform following steps (lUnHkZ dks layXu djus gsrq mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa 

fd;k tkuk gksxk): 
 

1. Scroll mouse over References link and select the Local Reference option under it, as shown in Fig.eFile.161 (ekml 

dks References fyad ij ys tk;sa vkSj mlds vUrxZr Local Reference fodYi dk p;u djsa] tSlkfd fp=.eFile161 esa iznf'kZr 

gS): 

For Dispatch By CRU and Dispatch By Self kindly refer to point (h) Dispatch under File Inbox (Physical 
File) section for the process. (Dispatch By Self rFkk Dispatch By CRU ds fy, File Inbox (HkkSfrd i=koyh½ [k.M ds fcUnq 

¼>½ dks lUnfHkZr djsaA) 
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Fig.eFile.161 (fp=.eFile161) 

 

As a result References page appears on right side of noting page and click on upload button  (Fig.eFile.161). (QyLo:i 

uksfVax i`"B ij nkfguh vksj References i`"B izdV gksrk gS] viyksM cVu ¼fp=.eFile161½ ij fDyd djsa) 

2. Browse the reference   document   from   the Local   system   and click   the    Attach (  ) 

b u t t o n  (Fig.eFile.162). (LFkkuh; flLVe ls lUnHkZ nLrkost [kkstsa vkSj Attach (Attach) cVu ¼fp=.eFile162½ 

fDyd djsa) 

 
Fig.eFile.162 (fp=.eFile162) 

 
As a result the attached reference document gets attached to the working File, also user nay delete the 
attached reference document by selecting the document and clicking on Delete Button (Fig.eFile.162). 

(QyLo:i lUnHkZ nLrkost i=koyh ls layXu gks tkrk gS] mi;ksxdrkZ nLrkost p;fur djds vkSj Delete cVu 

¼fp=.eFile162½ fDyd djds lUnHkZ nLrkost dks foyksfir dj ldrk gS) 

103



 

 

e) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (bl lqfo/kk dh lgk;rk 

ls mi;ksxdrkZ vU; bZ&i=kofy;ksa dks dk;Z'khy i=koyh ls layXu vFkok v&layXu dj ldrk gS) 
 

It contains 2 sub links (blesa nks mi&fyad lfUufgr gSa): 
• Internal Files: This sub link helps the user to link/delink any other file from within the Organization (;g 

mi&fyad mi;ksxdrkZ dks laxBu ds vUnj ls fdlh vU; i=koyh dks layXu@v&layXu djus esa lgk;rk 

djrk gS) 
• Referred In Files: This sub link helps the user to view other Files that are linked from some other 

Organization with the working file. (;g mi&fyad mi;ksxdrkZ dks vU; i=kofy;ksa ds voyksdu esa lgk;rk 

djrk gS tksfd fdlh vU; laxBu ls dk;Z'khy i=koyh esa layXu gS) 

 
f) Details: With the help of this feature user can view the total number of part files created. (bl lqfo/kk dh lgk;rk ls 

mi;ksxdrkZ dqy cukbZ xbZ [k.M&i=kofy;ksa dh la[;k ns[k ldrk gS) 

 
 

g) Movements: With the help of this feature user can have a track on the Running File and can view all the 
movements. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ ifjpkyujr i=kofy;ksa ij n`f"V j[k ldrk gS vkSj 

mudk lapj.k ns[k ldrk gS) 

 
 

h) Edit: With the help of this feature user can make changes to the cover page of existing running file except the Basic 
and Corresponding Heads. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk ekStwnk py jgh i=koyh ds ekSfyd vkSj 

rn~uq:i izeq[k enksa dks NksM+dj] vkoj.k i`"B dks ifjofrZr fd;k tk ldrk gS) 

 
 

i) Reply: With the help of this link user can send a reply to the intended person. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ 

}kjk mn~fn"V O;fDr dks mRrj Hkstk tk ldrk gS) 

 

j) Send: With the help of this feature user can send the File to the Recipient. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ 

}kjk i=koyh izkIrdrkZ dks Hksth tk ldrh gS) 

 
 

k) Attachment: This link facilitates the user to attach other files or receipts with the working File. (;g fyad mi;ksxdrkZ 

dks vU; i=kofy;ksa vFkok receipts dks  dk;Z'khy i=koyh ls layXu djus dh lqfo/kk nsrk gS) 
 

This link contains 2 modules (bl fyad esa nks ekWM~;wYl lfUufgr gSa): 
 

• File: This module facilitates the user to attach other file with the working file. (;g ekWM~;wy dk;Z'khy i=koyh 

esa vU; i=koyh layXu djus dh lqfo/kk nsrk gS) 
 

• Receipt: This module facilitates the user to attach a receipt with the working file. (;g ekWM~;wy dk;Z'khy 

i=koyh esa vU; receipt layXu djus dh lqfo/kk nsrk gS) 

 

Refer to Link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd i=koyh½ 

[k.M ds vUrxZr Link lUnfHkZr djsa) 

Refer to Details link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Details lUnfHkZr djsa) 

Refer to Movements link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Movements  fyad lUnfHkZr djsa) 

Refer to Edit link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Edit  fyad lUnfHkZr djsa) 

Refer to Edit link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Reply  fyad lUnfHkZr djsa) 

Refer to Send link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Send  fyad lUnfHkZr djsa) 

Refer to Attachment link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Attachment  fyad lUnfHkZr djsa) 
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l) More: With the help of this feature user can Park/Close the working file, view the Closing/Parking history, Create 
Volume and Merge details. (;g lqfo/kk mi;ksxdrkZ dks dk;Z'khy i=koyh dks cUn djus@ikdZ djus] cUn gksus@ikdZ 

fd;s tkus dk iwoZ o`Rrkar ns[kus vkSj mldk u;k [k.M cukus vkSj foy;u fooj.k esa lgk;rk djrk gS) 
 

 
 

Submitted Files for Closing Approval  
 
 

This is a default sub-section under File Inbox from which user can submit the request for closing a file which is lying 
in his file inbox. (File Inbox ds vUrxZr ;g ,d mi&[k.M gS] tgkWa ls mi;ksxdrkZ }kjk fdlh i=koyh dks cUn djus 

ds fy, vuqjks/k fd;k tk ldrk gS tksfd mlds File Inbox esa iM+h gS) 
 

 
 

 

 
 

Created 
 

Created link contains a list of all the Files whose File number has been generated but not being marked/sent to any 
other eOffice user as well as the files whose numbers are not generated. User can view all the created Files, by clicking 
on ‘Created’ link under the Files section. (Created fyad esa mu leLr i=kofy;ksa dh ,d lwph gksrh gS] ftuds i=koyh 

dzekWad ugha cuk;s x;s gSa vFkok i=koyh dzekWad cuk;s tk pqds gSa] fdUrq mUgsa fdlh vU; bZ&vkWfQl mi;ksxdrkZ dks ekdZ@Hkstk 

ugha tk jgk gSA  mi;ksxdrkZ }kjk i=koyh [k.M esa ‘Created’  fyad dks fDyd djds leLr cukbZ xbZ i=kofy;ksa dks ns[kk 

tk ldrk gS) 
 

Created Link Contains 2 options (‘Created’  fyad esa 2 fodYi gS): 
 

• Drafts: This option contains the Files whose number has not been generated and  kept  as  draft  to Work Later 
on. (bl fodYi esa os i=kofy;kWa gksrh gS] ftUgss dzekWad ugha fn;k x;k gS vkSj dke djus ds fy, mudks 

vkys[k ds :i esa j[kk x;k gS) 

 
• Completed: This option contains the Files whose number has been generated  and  kept  in  Created  section 

to Work later on. (bl fodYi esa os i=kofy;kWa gksrh gS] ftUgss dzekWad fn;k tk pqdk gSa vkSj dke djus 

ds fy, mudks Created [k.M esa j[kk x;k gS) 
 

There are 3 sub links provided under Completed link of Created File Section (Created File [k.M ds Completed fyad 

ds vUrxZr 3 mi fyad iznku fd;s x;s gSa): 
 

a) Send: Helps the user to forward a particular File/s to the recipient. (;g mi;ksxdrkZ dks dksbZ i=koyh izkIrdrkZ dks 

izsf"kr djus dh lqfo/kk nsrk gS) 

 
 

b) View: Helps the user to list the Files depending upon its current state. i.e. (Physical, Electronic, All) (;g mi;ksxdrkZ 

dks i=kofy;ksa dh ekStwnk fLFkfr ¼HkkSfrd] bysDVªkfud] lHkh½ ds vk/kkj ij mUgsa lwphc) djus es lgk;rk djrk gS) 
 

To use this option, user has to perform following steps (bl fodYi dk mi;ksx djus ds fy, mi;ksxdrkZ }kjk 

fuEu fdz;k;as fd;k tkuk gksxk): 
 

• Physical - Click the Physical from the dropdown menu to view the Physical Files as  shown  in  Fig.eFile.163: 

(HkkSfrd i=kofy;ksa dks ns[kus ds fy, MªkWiMkmu esuw ls Physical dks fDyd djsa] tSlkfd fp=-eFile.163 esa iznf'kZr gS) 

Refer to More link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr More  fyad lUnfHkZr djsa) 

Note: This feature is permission based. Users who are having this permission can only request for 
closing of the file. (;g lqfo/kk vuqefr ij vk/kkfjr gSA dsoy os gh mi;ksxdrkZ] ftUgsa ;g vuqefr gS] muds }kjk 

i=koyh cUn djus gsrq vuqefr dh tk ldrh gS) 

Refer to File Closing / Approving process document.( i=koyh cUn djus@vuqeksnu izfdz;k nLrkost lUnfHkZr djsa) 

Note: The Files in the Draft option can be deleted and sent to Recycle Bin using Delete ( ) link. 

(Draft fodYi dh i=kofy;ksa dks foyksfir fd;k tk ldrk gS vkSj Delete (Delete) fyad ds mi;ksx ls Recycle Bin 

esa Hkstk tk ldrk gS) 

Refer to Send link in File Inbox for the process. (ifdz;k gsrq File Inbox esa Send fyad dks lUnfHkZr djsa) 
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Fig.eFile.163 (fp=-eFile.163) 

 

 
• Electronic - Click the Electronic from the dropdown menu to view the Electronic Files as shown in 

Fig.eFile.164 (bysDVªkfud i=kofy;ksa dks ns[kus ds fy, MªkWiMkmu esuw ls Electronic dks fDyd djsa] 

tSlkfd fp=-eFile.164 esa iznf'kZr gS): 

 
Fig.eFile.164 (fp=-eFile.164) 

 
• ALL - Click the ALL from the dropdown menu to view all the Files as shown in  Fig.eFile.165 (lHkh i=kofy;ksa dks 

ns[kus ds fy, MªkWiMkmu esuw ls ALL dks fDyd djsa] tSlkfd fp=-eFile.165 esa iznf'kZr gS): 
 

 
Fig.eFile.165 (fp=-eFile.165) 

 
c) Create Volume: Helps the user to create a new Volume of an existing file. (;g mi;ksxdrkZ dks fdlh ekStwnk i=koyh 

dk u;k [k.M cukus esa lgk;rk nsrk gS) 
 

 
 
 

Quick Actions: - There are some useful links given in inbox for Quick Actions such as (Inbox esa Rofjr dk;ksZ gsrq dqN 

mi;ksxh fyad iznku fd;s x;s gSa tSlsfd): 

❖ Forward ( ) - Forward a particular File to the recipient. (Forward (Forward) dksbZ fof'k"V i=koyh 

izkIrdrkZ dks izsf"kr djsaA) 
 
 

Parked (ikdZ dh x;h) 
 
Parked link contains a list of all the Files that are temporary closed and work will be done later on. Pendency of File will be 
removed if any file is parked. Parked files can be made active at any point of time.( Parked fyad esa mu leLr i=kofy;ksa dh 

lwph jgrh gS tks vLFkk;h :i ls cUn gSa vkSj mu ij ckn esa dke fd;k tk;sxkA ;fn dksbZ i=koyh ikdZ dh tkrh gS rks mldh 

Pendency foyksfir gks tkrh gSA  ikdZ dh xbZ i=koyh dks fdlh Hkh le; lfdz; fd;k tk ldrk gSA) 
 

To make Parked File an Active File, user has to perform the following steps (ikdZ dh xbZ i=koyh dks lfdz; djus 

gsrq mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk): 
 
Select the File/s from the Parked link of Files which needs to be Parked, as shown in Fig.eFile.166 (i=kofy;ksa ds Parked 
fyad ls og i=kofy;kWa p;fur djsa] ftUgsa lfdz; fd;k tkuk gS] tSlkfd fp=-eFile.166 esa iznf'kZr gS): 

Refer to Create Volume option in File Inbox for the process. (izfdz;k gsrq File Inbox esa Create Volume 

fodYi  dks lUnfHkZr djsa) 
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Fig.eFile.166 (fp=-eFile.166) 

Scroll mouse over ‘Mark As’ Link and click the Make Active option under it, as shown in Fig.eFile.167 (tSlkfd fp=-

eFile.167 esa iznf'kZr gS] ekml dks ‘Mark As’ fyad ij yk;sa rFkk mlesa Make Active fodYi dks fDyd djsa): 

 
Fig.eFile.167 (fp=-eFile.167) 

 

As a result, the Files become active and move to the File Inbox. (blds QyLo:i i=kofy;kWa lfdz; gks tk;saxh 

rFkk File Inbox esa pyh tk;saxh) 
 

Approval Requests (vuqeksnu vuqjks/k) 
 

In this section under File Inbox, user can Approve or Reject the file closing/reopening requests sent to him by the 
other users. (File Inbox ds bl [k.M esa i=koyh cUn djus@iqu% [kksys tkus ds vU; mi;ksxdrkZvksa ds] mi;ksxdrkZ 

dks izsf"kr vuqjks/k dks mlds }kjk vuqeksfnr@fujLr fd;k tk ldrk gS) 

 
Fig.eFile.168 

 
 

 

 

Note: This feature is permission based. Users who are having this permission can only Approve/Reject 
the closing/approving requests (;g lqfo/kk vuqefr ij vk/kkfjr gSA dsoy os gh mi;ksxdrkZ] ftUgsa ;g vuqefr gS] 

muds }kjk i=koyh cUn djus@iqu% [kksyus gsrq vuqjks/k dks vuqeksfnr@fujLr fd;k tk ldrk gS) 

Refer to File Closing / Approving process document. (i=koyh cUn djus@vuqeksnu izfdz;k nLrkost lUnfHkZr djsa) 
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Closed (cUn) 
 

Closed link contains a list of Files that are closed as complete work has been done on it already. (Closed fyad esa mu 

i=kofy;ksa dh lwph jgrh gS tks cUn gks xbZ gSa D;ksafd lEiw.kZ dk;Z igys gh fd;k tk pqdk gS) 

 

 
Fig.eFile.169 (fp=-eFile.169) 

 

 

 
 
 

 
 
 
 

Sent (Hksth xbZ) 
 

Sent option contains a list of all the Files that are sent as an outward correspondence. User can view all the sent 
Files, by clicking the Sent link under the Files section. As a result the, Sent Files screen appears as shown in 
Fig.eFile.185 (Sent fodYi esa mu leLr i=kofy;ksa dh lwph jgrh gS ftUgsa ckgj tkus okys i=kpkj ¼outward 
correspondence½ ds :i esa Hkst fn;k x;k gSA mi;ksxdrkZ }kjk Files [k.M ds vUrxZr Sent fyad fDyd djds Hksth xbZ 

leLr i=kofy;ksa dks ns[kk tk ldrk gSA  blds QyLo:i Sent Files Ldzhu izdV gksrh gS] tSlkfd fp=-eFile.185 esa 
iznf'kZr gS): 

Note: This feature is permission based. Users who are having this permission can only send the request 
for reopening the files. (;g lqfo/kk vuqefr ij vk/kkfjr gSA dsoy os gh mi;ksxdrkZ] ftUgsa ;g vuqefr gS] muds 

}kjk i=koyh iqu% [kksyus gsrq vuqjks/k fd;k tk ldrk gS) 

Refer to File Closing / Approving process document.( i=koyh cUn djus@vuqeksnu izfdz;k nLrkost lUnfHkZr djsa) 
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Fig.eFile.170 (fp=-eFile.170) 

There are 2 links provided under Sent Section of File (i=koyh ds Sent [k.M esa 2 fyad iznku fd;s x;s gSa): 
 

a) View: Helps the user to list the Files depending upon its current state (Physical, Electronic, All). (;g mi;ksxdrkZ 

dks i=kofy;ksa dh ekStwnk fLFkfr ¼HkkSfrd] bysDVªkfud] lHkh½ ds vk/kkj ij mUgsa lwphc) djus es lgk;rk djrk gS) 
 

 

b) Create Part: User can use this option to create a Part file of the existing file which is under submission. (mi;ksxdrkZ 

bl fodYi dk mi;ksx fdlh ekStwnk i=koyh tksfd izLrqr dh x;h gks] dh [k.M&i=koyh cukus ds fy, fd;k tk ldrk gS) 
 

 
 

To create a Part file of the existing file, user has to perform the following steps (fdlh ekStwnk i=koyh ds 

[k.M&i=koyh cukus ds fy, mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Select the File for which part file needs to be created and click the ‘Create Part’ option, as shown in 
Fig.eFile.171 (ftl i=koyh dh [k.M i=koyh cuk;k tkuk gS] mldk p;u djsa vkSj ‘Create Part’fodYi fDyd 

djsa] tSlkfd fp=-eFile.171 esa iznf'kZr gS): 
 

 
Fig.eFile.171 (fp=-eFile.171)

Refer to View link in Created - Completed section for the process. (izfdz;k gsrq Created – Completed esa 

View fyad dk lUnHkZ xzg.k djsa) 

Note: User cannot create part of any part files or if the file is in File Inbox/Created section. (mi;ksxdrkZ 

}kjk fdlh [k.M&i=koyh dh] vFkok ;fn i=koyh File Inbox/Created [k.M esa gS rks mldh [k.M i=koyh ugha 

cukbZ tk ldrh gSA) 
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2. As a result, Cover page of file appears asking to create a Part file. Enter the Description and other fields (if 
required) and click the ‘Create Part’ button, as shown in Fig.eFile.172(ifj.kkeLo:i [k.M i=koyh cukus ds 

dFku lfgr vkoj.k i`"B ¼Cover page½ izdV gksrk gSA  fooj.k ¼Description½ rFkk vU; QhYM~l ¼;fn vko';d gksa½ 

ntZ djsa vkSj ‘Create Part’ cVu fDyd djsa tSlkfd fp=-eFile.172 esa iznf'kZr gS): 
 

 
Fig.eFile.172 (fp=-eFile.172) 

 
As a result, new part file is created with the File no at the top of File. (QyLo:i i=koyh ds 'kh"kZ ij i=koyh la[;k 

lfgr ubZ [k.M&i=koyh cu tkrh gS) 

Note: User can change Subject/Description and Remarks (if required) on the file cover except the 
File number. (mi;ksxdrkZ }kjk dsoy i=koyh la[;k NksM+dj i=koyh ds vkoj.k ij fo"k;@fooj.k rFkk vH;qfDr 

¼;fn vko';d gks½ ifjofrZr dh tk ldrh gS) 

110



 

 

 

Conversions (:ikUrj.k) 
 

This module contains the physical files which are in process of conversion or converted already. (bl ekWM~;wy esa os 

HkkSfrd i=kofy;kW gksrh gSa tks igys gh :ikWrfjr gks pqdh gSa] vFkok :ikarj.k dh izfdz;k esa gSa)  
 

It contains 2 sub modules (blesa nks mi&ekWM~;wYl gSa): 

• Drafts (vkys[k) 
 

• Completed (iw.kZ) 
 

Let’s learn these modules one by one (bu ekWM~;wYl dks ,d&,d djds lh[krs gSa%): 
 

Drafts: This module contains all the Physical files which are in process of conversion but has not been converted 
so far. During the Conversion process if users clicks the ‘Save’ button, then files moves under this module.( 
bl ekWM~;wy esa os leLr HkkSfrd i=kofy;kW gksrh gSa tks :ikarj.k dh izfdz;k esa gSa] fdUrq vHkh rd :ikUrfjr 

ugha gqbZ gSaA :ikUrj.k izfdz;k ds nkSjku mi;ksxdrkZ }kjk ;fn ‘Save’ cVu fDyd fd;k tkrk gS rks i=koyh 

bl ekWM~;wy ds vUrxZr vk tkrh gS) 
 

 
 

To complete the process of conversion on a draft, user has to perform the following steps (fdlh vkys[k ij 

:ikarj.k dh izfdz;k dks iw.kZ djus ds fy, mi;ksxdrkZ }kjk fuEufyf[kr fdz;k;sa fd;k tkuk gksxk): 
 

1. Click on Drafts under Conversions section. As a result following page appears as shown in  Fig.eFile.173 
(Conversions [k.M ds vUrxZr Drafts fDyd djsa] blls fuEu i`"B izdV gksxk] tSlkfd fp=-eFile.173 esa iznf'kZr gS): 

 

 
Fig.eFile.173 (fp=-eFile.173) 

 
 

2. Click on the link under File Number to open the draft. As a result the draft file opens up as shown in 

Fig.eFile.174 (vkys[k dks [kksyus ds fy, File Number ds vUrxZr iznRr fyad dks fDyd djsa] ftlls vkys[k i=koyh 

[kqy tkrh gS] tSlkfd fp=-eFile.174 esa iznf'kZr gS): 

Refer to Covert File link in Physical File inner page under File inbox. (File inbox ds vUrxZr HkkSfrd i=koyh 

vkUrfjd i`"B esa Convert File fyad dks lUnfHkZr djsa) 
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Fig.eFile.174 (fp=-eFile.174) 

3. Under ‘Noting’ section, user can upload a noting document. (‘Noting’ [k.M ds vUrxZr mi;ksxdrkZ }kjk uksfVax 

nLrkost dks viyksM fd;k tk ldrk gS) 
 

4. In order to save the draft, click on Save ( ) button (Fig.eFile.174). (vkys[k dks lqjf{kr djus ds fy, Save 

(Save) cVu ¼fp=-eFile.174½ dks fDyd djsa) 
 

5. The user can Preview the file prior conversion by clicking on Preview ( ) button (Fig.eFile.174). 
(mi;ksxdrkZ }kjk :ikarj.k ls iwoZ] Preview (Preview) cVu ¼fp=-eFile.174½ fDyd djds iwokZoyksdu fd;k tk ldrk 

gS) 
6. Click on Convert button in order to complete the file conversion (Fig.eFile.174) (i=koyh dk :ikarj.k iw.kZ djus 

ds fy, Convert cVu ¼fp=-eFile.174½ fDyd djsa). 
There are 8 links provided after opening a Draft file (fdlh i=koyh dks [kksyus ij 8 fyad iznku fd;s x;s gSa): 
a) Correspondence: With the help of this feature user can attach physical Correspondence/Receipt to the Working 

File. (Correspondence: bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk HkkSfrd i=koyh@Receipt dks fdlh dk;Z'khy i=koyh 

ls layXu fd;k tk ldrk gS) 

 
b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (Link: bl lqfo/kk dh 

lgk;rk ls mi;ksxdrkZ }kjk fdlh dk;Z'khy i=koyh dks vU; bZ&i=koyh ls layXu vFkok vlayXu fd;k tk ldrk gS) 

 
c) Movements: With the help of this feature user can see the movement of a File i.e.  the details  of  all  the users 

who have worked on it. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk fdlh i=koyh dk lapj.k vFkkZr i=koyh ij dk;Z 

djus okys lHkh mi;ksxdrkZvksa dk fooj.k ns[kk tk ldrk gS) 

 
d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC receipt, 

Dispatch Movement History and Linked Files. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk fdlh Qkby ds fooj.k 

tSlsfd dqy cukbZ xbZ [k.M&i=kofy;kWa] TOC receipt, Dispatch Movement o`RrkWar rFkk fyad gqbZ i=kofy;kW vkfn dk 

voyksdu fd;k tk ldrk gS) 

 
e) Edit: With the help of this feature user can make changes to the cover page of existing running file except  the 

Basic and Corresponding Heads. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk ekStwnk py jgh i=koyh ds ekSfyd vkSj 

rn~uq:i izeq[k enksa dks NksM+dj] vkoj.k i`"B dks ifjofrZr fd;k tk ldrk gS)

Refer to Correspondence link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Correspondence fyad dks lUnfHkZr djsaA) 

Refer to Link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd i=koyh½ 

[k.M ds vUrxZr Link dks lUnfHkZr djsa) 

Refer to Movements link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Movements fyad dks lUnfHkZr djsa) 

Refer to Details link under File Inbox (Physical File) section for the process (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Details  fyad dks lUnfHkZr djsa) 
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f) Send : 

 

 
g) Attachment: This link facilitates the user to attach other files or receipts with the working File. (;g fodYi 

mi;ksxdrkZ dks dk;Z'khy i=koyh ds lkFk vU; i=kofy;ksa vFkok receipts dks layXu djus dh lqfo/kk iznku djrk gS) 
 

 
h) More: This link facilitates the user to Park/Close the working File, view Parking/Closing history and to view 

Merge Details. (;g lqfo/kk mi;ksxdrkZ dks dk;Z'khy i=koyh dks cUn djus@ikdZ djus] cUn gksus@ikdZ fd;s 

tkus dk iwoZ o`Rrkar ns[kus vkSj mldk u;k [k.M cukus vkSj foy;u fooj.k esa lgk;rk djrk gS) 

 
Completed: This module contains the entry of all files which have already been converted from Physical to  

Electronic, as shown in Fig.eFile.175 (tSlkfd fp=-eFile.175 esa fn[kk;k x;k gS bl ekWM~;wy esa mu lHkh 

i=kofy;ksa dh izfof"V;kWa gksrh gSa] ftUgsa HkkSfrd ls bysDVªkfud esa igys gh :ikWarfjr fd;k tk pqdk gS): 

 
Fig.eFile.175 (fp=-eFile.175) 

 

Physical File  
Physical File option under the Files section helps the user to create a new Physical File.  (Files [k.M esa Physical 
File fodYi mi;ksxdrkZ dks ubZ HkkSfrd i=koyh cukus dh lqfo/kk nsrk gS) 
 

Physical File Link Contains 2 options (Physical File fyad esa nks fodYi gSa): 
• Create New (Non-SFS): This option creates a physical file with Non-SFS standard i.e. the user has to select the 

available heads for the nomenclature of File. (;g fodYi mi;ksxdrkZ dks xSj&,l-,Q-,l- ekud }kjk ,d HkkSfrd 

i=koyh cukus dh lqfo/kk iznku djrk gS] vFkkZr mi;ksxdrkZ dks i=koyh ds ukedj.k gsrq miyC/k enksa dks p;u djuk 

gksxk) 
 

To create a new Physical File in Non-SFS mode, user has to perform the following (xSj&,l-,Q-,l- ek/;e esa 

HkkSfrd i=koyh cukus gsrq] mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 

Refer to Edit link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Edit  fyad dks lUnfHkZr djsa) 

This option is disabled as the file is in the process of conversion and cannot be sent. (pwWafd i=koyh :ikarj.k 

dh izfdz;k esa gS vkSj mls izsf"kr ugha fd;k tk ldrk] vr% ;g fodYi v'kDr j[kk x;k gS) 

Refer to Attachment link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Attachment  fyad dks lUnfHkZr djsa) 

Only Merge details tab is active rest options are disabled. (dsoy Merge details VSc lfdz; lfdz;l gS] 'ks"k fodYi 

v'kDr j[ks x;s gSaA) 
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1. Click  on  the  Create  New  (Non-SFS)  option  under  Physical  File.  As  a result,  File  Cover  Page screen 

appears as shown in Fig.eFile.176 (Physical File ds vUrxZr Create New (Non-SFS) fodYi fDyd djsaA  blds 

QyLo:i File Cover i`"B Ldzhu izdV gksrh gS] tSlkfd fp=-eFile.176 esa fn[kk;k x;k gS): 

 

 
Fig.eFile.176 (fp=-eFile.176) 

 
2. Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the 

Mandatory fields, a shown in Fig.eFile.177 (File Cover i`"B ij vko';d fooj.k ntZ djsaA  File Basic Head ¼i=koyh 

dh ekSfyd en½ rFkk Subject Description ¼fo"k; fooj.k½ vfuok;Z QhYM~l gSa] tSlkfd fp=-eFile.177 esa fn[kk;k x;k 

gS): 
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Fig.eFile.177 (fp=-eFile.177) 

3. After filling the necessary details, click the Continue  Working ( ) button (Fig.eFile.177) to 
create a new file. As a result, file gets created, along with a unique file number based on the selection of heads 
as shown in Fig.eFile.178 (vko';d fooj.k Hkjus ds i'pkr ubZ i=koyh cukus gsrq Continue Working (Continue 

Working) cVu ¼fp=-eFile.177½ fDyd djsaA ifj.kkeLo:i enksa ds p;u ds vk/kkj ij] ,d vf}rh; i=koyh la[;k 

lfgr i=koyh cu tkrh gS] tSlkfd fp=-eFile.178 esa iznf'kZr gS): 

 
Fig.eFile.178 (fp=-eFile.178) 

 

Note: User can also click the Work on File Later (  ) button if want to work on File later 
on. And so the file moves to Draft section of Created File link. In this case the unique number of file is 
not generated. (mi;ksxdrkZ ;fn i=koyh ij ckn esa dk;Z djuk pkgrk gS rks Work on File Later (Work on File 

Later) cVu Hkh fDyd dj ldrk gSA  blls i=koyh Created File fyad ds Draft [k.M esa pyh tkrh gSA  bl n'kk 

esa i=koyh dk vf}rh; dzekWad ugha l`ftr gksxk) 
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There are 10 different links available on a file after the file is created. (i=koyh cuus ds mijkUr ml ij 10 fofHkUu fyad 

miyC/k gksrs gSa) 
 

a) Correspondence: With the help of this feature user can attach physical correspondence/Receipt to the Working 
File. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk HkkSfrd i=kpkj@Receipt dks fdlh dk;Z'khy 

i=koyh ls layXu fd;k tk ldrk gS) 
 

 

b) Link:  With the help of this feature user can Link and delink other eFile(s) to the working file. (bl lqfo/kk dh lgk;rk 

ls mi;ksxdrkZ }kjk fdlh dk;Z'khy i=koyh dks vU; bZ&i=koyh ls layXu vFkok vlayXu fd;k tk ldrk gS) 
 

 
c) Movements: With the help of this feature user can see the movement of a File i.e. the details of all the users who 

has worked on it. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk fdlh i=koyh dk lapj.k vFkkZr i=koyh 

ij dk;Z djus okys lHkh mi;ksxdrkZvksa dk fooj.k ns[kk tk ldrk gS) 

 

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC 
receipt, Dispatch Movement History and Linked Files. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk fdlh 

Qkby ds fooj.k tSlsfd dqy cukbZ xbZ [k.M&i=kofy;kWa] TOC receipt, Dispatch Movement o`RrkWar rFkk fyad 

gqbZ i=kofy;kW vkfn dk voyksdu fd;k tk ldrk gS) 

 

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except the Basic 
and corresponding Heads. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk ekStwnk py jgh i=koyh ds ekSfyd vkSj 

rn~uq:i izeq[k enksa dks NksM+dj] vkoj.k i`"B dks ifjofrZr fd;k tk ldrk gS) 

 
f) Send: With the help of this feature user can send the File to the Recipient. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ 

}kjk i=koyh izkIrdrkZ dks izsf"kr dh tk ldrh gS) 

 
g) Dispatch: With the help of this feature user can Dispatch the receipt to the Recipient of different Ministries or Office. 

(bl lqfo/kk dk mi;ksx mi;ksxdrkZ }kjk receipt dks fofHkUu ea=ky;ksa vFkok dk;kZy;ksa dks izsf"kr djus ds fy, 

fd;k tk ldrk gS) 

 
h) Convert File: Helps the user to convert the Physical File to Electronic File only irrespective of the File location, 

whether it is attached with a receipt or from the File inbox/Created Section. (;g fodYi i=koyh dh 

vofLFkfr] og fdlh receipt  ls layXu gS vFkok File inbox/Created Section ls gS] ds ckotwn HkkSfrd 

i=koyh dks dsoy bysDVªkfud i=koyh ds Lo:i esa cnyus esa lgk;rk iznku djrk gS) 

 
i) Attachment: This link facilitates the user to attach other files or receipts with the working File. (;g fodYi mi;ksxdrkZ 

dks dk;Z'khy i=koyh ls vU; i=kofy;ksa vFkok receipts dks layXu djus dh lqfo/kk iznku djrk gS) 

Refer to Correspondence link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File 

Inbox ¼HkkSfrd i=koyh½ [k.M ds vUrxZr Correspondence fyad dks lUnfHkZr djsa) 

Refer to Link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd i=koyh½ 

[k.M ds vUrxZr Link dks lUnfHkZr djsa) 

Refer to Movements link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Movements fyad dks lUnfHkZr djsa) 

Refer to Details link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Details  fyad dks lUnfHkZr djsa) 

Refer to Edit link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Edit  fyad dks lUnfHkZr djsa) 

Refer to Send link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Send fyad dks lUnfHkZr djsa) 

Refer to Dispatch link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Dispatch fyad dks lUnfHkZr djsa) 

Refer to Convert File link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Convert fyad dks lUnfHkZr djsa) 
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j) More: With the help of this feature user can Park/Close the working file, view Parking/Closing history, Create 
Volume and Merge other Files. (;g lqfo/kk mi;ksxdrkZ dks dk;Z'khy i=koyh dks cUn djus@ikdZ djus] cUn 

gksus@ikdZ fd;s tkus dk iwoZ o`Rrkar ns[kus vkSj mldk u;k [k.M cukus vkSj vU; i=kofy;ksa ds foy;u esa lgk;rk 

djrh gS) 
 

 
 

• Create New (SFS): This option creates a physical file with SFS standard i.e. the user can enter File No.  Without 
any restriction or standards. (;g fodYi mi;ksxdrkZ dks ,l-,Q-,l- ekud }kjk ,d HkkSfrd 

i=koyh cukus dh lqfo/kk iznku djrk gS] vFkkZr mi;ksxdrkZ }kjk fdlh izfrcU/k vFkok ekud ds 

fcuk i=koyh la[;k ntZ dh tk ldrh gS) 
 

To create a new Physical File in Non-SFS mode, user has to perform the following (,l-,Q-,l- eksM esa ubZ 

HkkSfrd i=koyh cukus gsrq mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click on the Create New (SFS) option under Physical File under the left navigation, as a result, File Cover 
Page screen appears as shown in Fig.eFile.179 (Physical File ds vUrxZr ck;sa iFk&izn'kZu ds vUrxZr Create 

New (SFS) fodYi dks fDyd djsa] blds QyLo:i File Cover i`"B Ldzhu izdV gksxh] tSlkfd fp=-eFile.179 esa 

fn[kk;k x;k gS): 
 

 
 

Fig.eFile.179 (fp=-eFile.179)

Refer to Attachment link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Attachment fyad dks lUnfHkZr djsaA) 

Refer to More link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr More fyad dks lUnfHkZr djsa) 
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2. Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory 
fields, a shown in Fig.eFile.180 (File Cover i`"B ij vko';d fooj.k ntZ djsaA i=koyh dzekWad rFkk Subject 

Description ¼fo"k; fooj.k½ vfuok;Z QhYM~l gSa] tSlkfd fp=-eFile.180 esa fn[kk;k x;k gS): 
 

 
Fig.eFile.180 (fp=-eFile.180) 

3. After filling the necessary details, click the Continue Working ( ) button (Fig.eFile.180) to 
create a new physical file. As a result, file gets created, as shown in Fig.eFile.181 (vko';d fooj.k Hkjus ds 

i'pkr ubZ HkkSfrd i=koyh cukus gsrq Continue Working (Continue Working) cVu ¼fp=-eFile.180½ fDyd djsaA  

ifj.kkeLo:i i=koyh cu tkrh gS] tSlkfd fp=-eFile.181 esa iznf'kZr gS): 
 

 
Fig.eFile.181 (fp=-eFile.181) 

 

Note: User can perform same operations on a file as explained in Create Non-SFS file. (mi;ksxdrkZ }kjk 

i=koyh ij ogh fdz;k;sa dh tk ldrh gSa] tSlkfd Create Non-SFS file esa crk;k x;k gS) 
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Electronic File (bysDVªkfud i=koyh) 
 

Electronic File option under the Files section helps the user to create an Electronic File. (i=koyh [k.M ds vUrxZr 
Electronic File fodYi mi;ksxdrkZ dks bysDVªkfud i=koyh cukus dh lqfo/kk iznku djrk gS) 

 

Electronic File Link Contains 2 options (Electronic File esa 2 fodYi gSa): 
 

• Create New (Non-SFS): This option creates an Electronic file with Non-SFS standard i.e. the user has to select 
the available heads for the nomenclature of File. (;g fodYi mi;ksxdrkZ dks xSj&,l-,Q-,l- ekud }kjk ,d 

bysDVªkfud i=koyh cukus dh lqfo/kk iznku djrk gS] vFkkZr mi;ksxdrkZ dks i=koyh ds ukedj.k gsrq miyC/k enksa dks 

p;u djuk gksxk) 
 

To create a New File user has to perform the following steps (xSj&,l-,Q-,l- ek/;e esa ubZ i=koyh cukus gsrq] 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Create New (Non-SFS) option from the Left navigation panel under the Electronic File section, as a 
result, File Cover Page screen appears as shown in  Fig.eFile.182 (Electronic File [k.M ds vUrxZr Create New 

(Non-SFS) fodYi fDyd djsaA  blds QyLo:i File Cover i`"B Ldzhu izdV gksrh gS] tSlkfd fp=-eFile.182 esa 

fn[kk;k x;k gS): 
 

 
Fig.eFile.182 (fp=-eFile.182)
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2. Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the Mandatory 
fields, as shown in Fig.eFile.183 (File Cover i`"B ij vko';d fooj.k ntZ djsaA  File Basic Head ¼i=koyh dh ekSfyd en½ 

rFkk Subject Description ¼fo"k; fooj.k½ vfuok;Z QhYM~l gSa] tSlkfd fp=-eFile.183 esa fn[kk;k x;k gS): 

 
Fig.eFile.183 (fp=-eFile.183) 

3. After filling the necessary details, click the Continue W o r k i n g  ( ) button (Fig.eFile.183) to 
create a new file. As a result, file gets created, along with a unique file number based on the selection of heads. 
(vko';d fooj.k Hkjus ds i'pkr ubZ i=koyh cukus gsrq Continue Working (Continue Working) cVu ¼fp=-eFile.183½ 

fDyd djsaA ifj.kkeLo:i enksa ds p;u ds vk/kkj ij] ,d vf}rh; i=koyh la[;k lfgr i=koyh cu tkrh gS) 
 

There are 11 links provided on opening an Electronic File (fdlh bysDVªkfud i=koyh dks [kksyus ij 11 fyad miyC/k gksrs 

gSa): 
 

a) Noting - Add Note: It facilitates the user to view the noting ‘By Name’ and ‘By Date’ or ‘All’ the noting together. 

The user can add Green Note or a Yellow note after creating a file. (mi;ksxdrkZ dks ;g fdlh uksfVax dks mlds 

uke ls] frfFk ls vFkok ,d lkFk voyksdu dh lqfo/kk nsrk gSA  mi;ksxdrkZ i=koyh cukus ds i'pkr gfjr fVIi.kh 

vFkok ihr fVIi.kh tksM+ ldrk gS) 

 

b) Correspondence: With the help of this feature user can attach Correspondence/ Receipt to the working File. (bl 

lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk i=kpkj@Receipt dks fdlh dk;Z'khy i=koyh ls layXu fd;k tk ldrk gS) 
 

 

Refer to Noting link under File Inbox (Electronic File) section for the process. (izfdz;k ds fy, File Inbox ¼bysDVªkfud 

i=koyh½ [k.M ds vUrxZr Noting fyad dks lUnfHkZr djsa) 

Refer to Correspondence link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼bysDVªkfud i=koyh½ [k.M ds vUrxZr  Correspondence fyad dks lUnfHkZr djsa) 
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c) Draft: With the help of this feature user can Create New Draft and View Existing Drafts in the File and Dispatch 
the same to the intended recipient. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk i=koyh esa u;k vkys[k cuk;k 

tk ldrk gS vkSj ekStwnk vkys[kksa dks ns[kk rFkk mUgsa mn~fn"V izkIrdrkZ dks izsf"kr fd;k tk ldrk gS) 

 

d) Reference:  With the help of this feature   user   can   attach   references   corresponding   to   the   working File. 
(bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk dk;Z'khy i=koyh ds vuq:i lUnHkZksa dks layXu fd;k tk 

ldrk gS) 

 

e) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (bl lqfo/kk dh lgk;rk 

ls mi;ksxdrkZ }kjk fdlh dk;Z'khy i=koyh dks vU; bZ&i=koyh ls layXu vFkok vlayXu fd;k tk ldrk gS) 

 

f) Details: With the help of this feature user can view the total number of part files created. (bl lqfo/kk dh lgk;rk ls 

dqy cukbZ xbZ [k.M i=kofy;ksa dh la[;k dks mi;ksxdrkZ }kjk ns[kk tk ldrk gS) 

 
g) Movements: With the help of this feature user can have a track on the Running File and can view all the 

movements.( bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk fdlh ifjpkyujr i=koyh ij n`f"V j[kh tk 

ldrh gS vkSj mlds leLr lapj.k ns[ks  tk ldra gSa) 

 
h) Edit: With the help of this feature user can make changes to the cover page of existing running file except the Basic 

and Corresponding Heads. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ }kjk ekStwnk py jgh i=koyh ds ekSfyd vkSj 

rn~uq:i izeq[k enksa dks NksM+dj] vkoj.k i`"B dks ifjofrZr fd;k tk ldrk gS) 

 
i) Send: With the help of this feature user can send the File to the Recipient. (bl lqfo/kk dh lgk;rk ls mi;ksxdrkZ 

}kjk i=koyh izkIrdrkZ dks izsf"kr dh tk ldrh gS) 

 
j) Attachment: This link facilitates the user to attach other files or receipts with the working File. (;g fyad mi;ksxdrkZ 

dks dk;Z'khy i=koyh ls vU; i=kofy;ksa vFkok receipts dks layXu djus dh lqfo/kk iznku djrk gS) 

 
k) More: With the help of this feature user can Park/Close the working file, view Parking/Closing history, Create 

Volume and Merge other Files.( ;g lqfo/kk mi;ksxdrkZ dks dk;Z'khy i=koyh dks cUn djus@ikdZ djus] cUn 

gksus@ikdZ fd;s tkus dk iwoZ o`Rrkar ns[kus vkSj mldk u;k [k.M cukus vkSj vU; i=kofy;ksa ds foy;u esa lgk;rk 

djrh gS) 

 

Refer to Draft link under File Inbox (Electronic File) section for the process. (izfdz;k ds fy, File Inbox ¼bysDVªkfud 

i=koyh½ [k.M ds vUrxZr Draft fyad dks lUnfHkZr djsa) 

Refer to Draft link under File Inbox (Electronic File) section for the process. (izfdz;k ds fy, File Inbox ¼bysDVªkfud 

i=koyh½ [k.M ds vUrxZr Draft fyad dks lUnfHkZr djsa) 

Refer to Link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd i=koyh½ 

[k.M ds vUrxZr Link dks lUnfHkZr djsa) 

Refer to Details link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Details fyad dks lUnfHkZr djsa) 

Refer to Movements link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Movements  fyad dks lUnfHkZr djsa) 

Refer to Edit link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Edit  fyad dks lUnfHkZr djsa) 

Refer to Send link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Send  fyad dks lUnfHkZr djsa) 

Refer to Attachment link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox 

¼HkkSfrd i=koyh½ [k.M ds vUrxZr Attachment  fyad dks lUnfHkZr djsa) 

Refer to ‘More’ link under File Inbox (Physical File) section for the process. (izfdz;k ds fy, File Inbox ¼HkkSfrd 

i=koyh½ [k.M ds vUrxZr Attachment  fyad dks lUnfHkZr djsa) 
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• Create New (SFS): This option creates an Electronic file with SFS standard i.e.  the user can enter File No.  without 

any restriction or standards. (;g fodYi mi;ksxdrkZ dks ,l-,Q-,l- ekud }kjk ,d bysDVªkfud i=koyh cukus dh 

lqfo/kk iznku djrk gS] vFkkZr mi;ksxdrkZ }kjk fdlh izfrcU/k vFkok ekud ds fcuk i=koyh la[;k ntZ dh tk ldrh 

gS) 
 

To create a New File in SFS mode, user has to perform the following steps (,l-,Q-,l- eksM esa ubZ i=koyh 

cukus gsrq mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Create New (SFS) option under Electronic File. As a result, File Cover Page screen appears as 

shown in Fig.eFile.184 (Electronic File ds vUrxZr Create New (SFS) fodYi dks fDyd djsa] blds QyLo:i File 

Cover i`"B Ldzhu izdV gksxh] tSlkfd fp=-eFile.184 esa fn[kk;k x;k gS): 

 

 
Fig.eFile.184 (fp=-eFile.184) 

 
 

2. Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory 

fields, a shown in Fig.eFile.185 (i=koyh vkoj.k i`"B ij vko';d fooj.k vafdr djsaA  i=koyh la[;k ¼File No½ 

rFkk fo"k; fooj.k ¼Subject Description½ vfuok;Z QhYM~l gSa] tSlkfd fp=-eFile.185 esa fn[kk;k x;k gS): 
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Fig.eFile.185 (fp=-eFile.185) 

3. After filling the necessary details, click the Continue Working ( ) button (Fig.eFile.185) to 
create a new Electronic file. As a result, file gets created, as shown in Fig.eFile.186 (vko';d fooj.k Hkjus ds 

i'pkr ubZ bysDVªkfud i=koyh cukus gsrq Continue Working (Continue Working) cVu ¼fp=-eFile.185½ fDyd djsaA  

ifj.kkeLo:i i=koyh cu tkrh gS] tSlkfd fp=-eFile.186 esa iznf'kZr gS): 
 

 
Fig.eFile.186 (fp=-eFile.186) 

 

 

Note: User can perform same operations on a file as explained in Create Non-SFS file of the Electronic 
File Section. (mi;ksxdrkZ }kjk i=koyh ij ogh fdz;k;sa dh tk ldrh gSa] tSlkfd Electronic File [k.M ds  Create 
Non-SFS file esa crk;k x;k gS) 
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Create Part  
 

The Create Part file option allows the user to create a part file against the file in submission i.e. not residing with the 
working user. (Create Part file fodYi fdlh ekStwnk i=koyh tksfd izLrqr dh x;h gks vkSj dk;Z dj jgs mi;skxdrkZ ds 

ikl miyC/k u gks] ml n'kk esa] [k.M&i=koyh cukus dh lqfo/kk iznku djrk gS) 
 

To create a part file the user has to perform the following steps ([k.M i=koyh cukus ds fy, mi;ksxdrkZ }kjk 

fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Create Part under the Files Section. As a result, the following page appears as shown in Fig.eFile.187 
(i=koyh [k.M ds vUrxZr ‘Create Part’ fDyd djsa] blds QyLo:i fuEuor~ i`"B izdV gksxk tSlkfd fp=-eFile.187 esa 

iznf'kZr gS): 
 

 
Fig.eFile.187 (fp=-eFile.187) 

 

2. To create a File no., click the Browse   File ( ) Link (Fig.eFile.187), which shows all the files   sent by 
you. Click on the radio button to select a particular file for which a part file has to be created and click the Select 
File (                    ) button, as shown in Fig.eFile.188 (i=koyh la[;k cukus ds fy, Browse File (Browse File) fyad 

fDyd djsa ¼fp=-eFile.187½] ftlls vki }kjk izsf"kr dh xbZ lHkh i=kofy;ksa dh lwph fn[krh gSA  ftl i=koyh dh [k.M 

i=koyh cukbZ tkuh gks] mls p;fur djus ds fy, jsfM;ks cVu fDyd djsa vkSj Select File (Select File) cVu fDyd djsa] 

tSlkfd fp=-eFile.188 esa iznf'kZr gS): 

 
 

Fig.eFile.188 (fp=-eFile.188)
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As a result, cover page of file appears after selecting the file, as shown in  Fig.eFile.189 (blds QyLo:i i=koyh pqus tkus 

ij i=koyh dk vkoj.k i`"V izdV gksxk] tSlkfd tSlkfd fp=-eFile.189 esa iznf'kZr gS): 
 

 
Fig.eFile.189 (fp=-eFile.189) 

 

3. Click on the Create Part ( ) Link (Fig.eFile.189) to create a part file, as a result the par t  file 
has been created as shown in Fig.eFile.190 ([k.M i=koyh cukus ds fy,  Create Part (Create Part) fyasd ¼fp=-

eFile.189½ ij fDyd djsa] blls [k.M i=koyh cu tkrh gS] tSlkfd fp=-eFile.190 esa n'kkZ;k x;k gS): 
 

 
Fig.eFile.190 (fp=-eFile.190) 

 

As a result, part file is created the part file can be created for both physical and electronic file. (QyLo:Li [k.M i=koyh cu 

tkrh gS] [k.M i=koyh HkkSfrd rFkk bysDVªkfud i=koyh & nksuksa gh ds fy, cukbZ tk ldrh gS) 
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Create Volume  
 

The Create Volume option allows the user to create a new volume of an existing file which is residing with him/her in 
the Draft or Inbox. (Create Volume fodYi mi;ksxdrkZ dks Draft vFkok Inbox esa mlds ikl ekStwn fdlh i=koyh dk 

u;k [k.M cukus dh lqfo/kk nsrk gS) 
 

To create a Volume of a file the user has to perform the following steps (fdlh i=koyh dk ,d u;k [k.M cukus 

gsrq mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Create Volume under the File Section; as a result, the following page appears as shown in Fig.eFile.191 
(File [k.M ds vUrxZr Create Volume dks fDyd djsa] blls fuEuor~ i`"B izdV gksxk tSlkfd fp=.eFile.191 esa iznf'kZr 

gS): 
 

 
Fig.eFile.191 (fp=.eFile.191) 

 
 

2. To create a File no. Click on  the Browse   File ( ) Link (Fig.eFile.191), which shows  all  the 
files residing in your inbox and drafts. Click on the radio button to select a particular file for which a new 
volume has to be created and click the Select File ( ) button, as shown in Fig.eFile.192 (i=koyh 

la[;k cukus ds fy, Browse File (Browse File) fyad fDyd djsa ¼fp=-eFile.191½] ftlls vkids inbox rFkk drafts 

ds vUrxZr lHkh i=kofy;ksa dh lwph fn[krh gSA  ftl i=koyh dh [k.M i=koyh cukbZ tkuh gks] mls p;fur 

djus ds fy, jsfM;ks cVu fDyd djsa vkSj Select File (Select File) cVu fDyd djsa] tSlkfd fp=-eFile.192 esa iznf'kZr 

gS): 
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Fig.eFile.192 (fp=-eFile.192) 

3. Click  the Create Volume ( )  Link  (Fig.eFile.191) to create a Volume,  as  a result  the new 
Volume of a file has been created as shown in  Fig.eFile.193 (u;k [k.M cukus ds fy,  Create Volume  (Create 

Volume) fyasd ¼fp=-eFile.191½ fDyd djsa] blls i=koyh dk u;k [k.M cu tkrk gS] tSlkfd fp=-eFile.193 esa n'kkZ;k 

x;k gS): 
 

 
Fig.eFile.193 (fp=-eFile.193) 

 
As a result, volume of a file is created (the volume of a file can be created for both physical and electronic file). (ifj.kkeLo:i 

i=koyh dk [k.M cu tkrk gS ¼HkkSfrd rFkk bysDVªkfud i=koyh & nksuksa gh i=kofy;ksa dk [k.M [k.M cuk;k tk ldrk gS½) 
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Fig.eFile.194 

 

 

Recycle Bin  
 

Recycle Bin option contains list of all the Files which are deleted from the “Created” section of Files. (Recycle Bin 
fodYi esa mu lHkh i=kfy;ksa dh lwpuk jgrh gS] ftUgsa i=kofy;ksa ds “Created” [k.M ls foyksfir fd;k x;k gS) 

 

There are 2 links provided under Recycle Bin Section of File (i=kofy;ksa ds “Recycle Bin” [k.M esa nks fyad iznku 

fd;s x;s gSa): 
 

• Delete ( ): Permanently deletes the selected File. (Delete (Delete): p;fur i=koyh lnSo ds fy, foyksfir gks 

tkrh gS) 
• Restore ( ): The File which are deleted from the Created section are restored back. (Restore (Restore): Created 

[k.M ls foyksfir dh xbZ i=koyh dks iquLFkkZfir dj nsrk gS) 

Migrate File 

 
With the help of Migrate File user can migrate old files from local system to the eFile application. (Migrate File fodYi 

dh lgk;rk ls mi;ksxdrkZ iqjkuh i=kofy;ksa dks LFkkuh; iz.kkyh ls gVkdj eFile iz.kkyh esa varfjr dj ldrk gS) 
 

Migrate File link contains 3 sub links (fyad esa 3 mi&fyad gSa): 
 
• Create New: This option helps the user to migrate a new file to the eFile application. (;g fodYi mi;ksxdrkZ dks fdlh 

ubZ i=koyh dks eFile iz.kkyh esa varfjr djus dh lqfo/kk iznku djrk gS) 
 

To migrate new File, user has to perform the following (ubZ i=koyh dks varfjr djus gsrq mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa 

fd;k tkuk gksxk): 
 

1. Click the create new option under Migrate File link, as a result, Migrate File Cover page appears, as shown 
in Fig.eFile.194 (Migrate File fodYi ds vUrxZr create new fyad fDyd djsa] blls Migrate File vkoj.k i`"B izdV 

gksxk] tSlkfd fp=-eFile.194 esa n'kkZ;k x;k gS): 
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Fig.eFile.196 

 

 

2. Click the Browse button to import the file which needs to be migrate, as shown in Fig.eFile.195 (ftl i=koyh 

dks varfjr fd;k tkuk gS] mls ykus ds fy, Browse cVu fDyd djsa] tSlkfd fp=-eFile.195 esa iznf'kZr gS): 
 

 
 

Fig.eFile.195 (fp=-eFile.195) 
 

3. Fill all the mandatory fields on cover page of like File No, Description/Subject, Category (Main), and Opening 
Date, as shown in Fig.eFile.196 (vkoj.k i`"B ij leLr vfuok;Z QhYM~l tSls fd i=koyh la[;k] fooj.k@fo"k;] 

Js.kh ¼eq[;½ rFkk [kksys tkus dh frfFk Hkjsa] tSlkfd  fp=-eFile.196 esa iznf'kZr gS): 
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Fig.eFile.198 

 

 

4. A window appears wherein user is supposed to select the Source and Destination files. Now verify details 
as shown in the figure Fig.eFile.197 (,d foUMks izdV gksrh gS] ftlesa mi;ksxdrkZ }kjk óksr i=koyh rFkk 

xUrO; i=kofy;kWa p;fur fd;k tkuk visf{kr gSA  vc fooj.kksa dh iqf"V djsa] tSlkfd fp=-eFile.197 esa iznf'kZr 

gS): 
 

 
Fig.eFile.197 (fp=-eFile.197) 

5. Click the Continue Working ( ) to generate new file no as shown in the Fig.eFile.198 (ubZ i=koyh 

mRiUu djus ds fy, Continue Working (Continue Working) fDyd djsa] tSlkfd fp=-eFile.198 esa iznf'kZr gS): 
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Fig.eFile.200 

 

 

 

New file number is generated along with Old file no as shown in the Fig.eFile.199 (tSlkfd fp=-eFile.199 esa iznf'kZr gS 
iqjkuh i=koyh la[;k ds lkFk ubZ i=koyh la[;k mRiUu gks tkrh gS): 
 

 
Fig.eFile.199 (fp=-eFile.199) 

 

Folder Permission: With the help of Folder Permissions, user gets the permission for section required for migration of 
files. (Folder Permission dh lgk;rk ls mi;ksxdrkZ dks i=kofy;ksa ds varj.k gsrq vko';d [k.M dh vuqefr izkIr gksrh gSA) 

To provide permission to a user, perform the following (mi;ksxdrkZ dks vuqefr iznku djus ds fy,] fuEuor~ izfdz;k viuk;sa): 
 

1. Click the Folder Permissions option under Migrate File link, as a result permission page appears, as shown 
in Fig.eFile.200 (Migrate File fyad ds vUrxZr Folder Permissions fodYi fDyd djsa] blds QyLo:i permission i`"B izdV 

gksrk gS] tSlkfd fp=-eFile.200 esa n'kkZ;k x;k gS): 
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2. Search  the user  to provide  folder  permission  and  click the   Save  ( )  button,  as  shown  in the figure 
Fig.eFile.201 (tSlkfd fp=-eFile.201 esa n'kkZ;k x;k gS] folder permission iznku djus gsrq mi;ksxdrkZ pqusa vkSj Save 

(Save) cVu fDyd djsa): 
 

 
Fig.eFile.201 (fp=-eFile.201) 

 
As a result the user gets the folder permission to access the files for migration. (blds QyLo:i varj.k ds fy, mi;ksxdrkZ dks 

i=kofy;ksa rd igqWap dh vuqefr izkIr gks tkrh gS)
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Dispatch 
 

Dispatch section helps the user to view the issues that has been dispatched by them to the concerned recipient. 
(Dispatch [k.M mi;ksxdrkZ dks mu fcUnqvksa ds voyksdu dh lqfo/kk nsrk gS] tksfd mlds }kjk lEcfU/kr izkIrdrkZvksa dks 

Hksts x;s gSa)  
There are two links available under Dispatch Section which is explained below (Dispatch [k.M esa nks fyad miyC/k gSa] 

ftUgsa fuEuor~ le>k;k x;k gS): 
• Sent: This module helps the user to view the Sent Issues/Drafts. (;g ekWM~;wy Hksts x;s fcUnqvksa@vkys[kksa dks ns[kus 

dh lqfo/kk mi;ksxdrkZ dks iznku djrk gS) 
 

 
Fig.eFile.202 (fp=-eFile.202) 

 

Note: If the status of the Issue or sent draft is (;fn fcUnq vFkok izsf"kr vkys[k dh fLFkfr gS%): 
 

Issued and Sent: Refers to when the DFA has been sent by the user/section but has not been dispatched finally 
by the CRU/DND section. (bldk vk'k; gS fd mi;ksxdrkZ@vuqHkkx }kjk DFA Hkstk x;k gS] fdUrq  CRU/DND vuqHkkx }kjk 

vfUre :i ls izsf"kr ugha fd;k x;k gS) 
 

Issued and Dispatched: Refers to when the DFA that has been sent to CRU/DND section has been finally 
dispatched. (bldk vk'k; gS fd tc  CRU/DND vuqHkkx dks Hkstk x;k  DFA vfUre :i ls izsf"kr dj fn;k x;k gS) 
 
Issued and Returned: Refers to when CRU/DND section returns the DFA back to the user.  (bldk vk'k; gS fd 

tc CRU/DND vuqHkkx }kjk vkys[k mi;ksxdrkZ dks okil ykSVk fn;k tkrk gS) 
 

There are 3 links provided under Sent module of Dispatch (Dispatch ds Sent ekWM~;wy esa 3 ekWM~;wy iznku fd;s x;s 

gSa): 
 

a) Print Envelope: Helps the user to Print the envelope required for final Physical dispatch (Print Envelope: ;g 

vfUre :i ls HkkSfrd izs"k.k gsrq vko';d fyQkQk fizUV djus dh lqfo/kk nsrk gS). 
 

To print the Envelope, user has to perform the following (fyQkQk fizUV djus ds fy, mi;ksxdrkZ }kjk 

fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Select the Sent Issue needs to be printed/dispatched physically and click the ‘Print Envelope’ link, as 

shown in Fig.eFile.203 (ftl Sent Issue ds fizaV@HkkSfrd izs"k.k dh vko';drk gS] mls p;fur djsa vkSj tSlkfd 

fp=-eFile.203 esa fn[kk;k x;k gS] ‘Print Envelope’ fyad fDyd djsa): 
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Fig.eFile.203 (fp=-eFile.203) 

 
As a result new window appears asking for Print Size, as shown in  Fig.eFile.204 (blds QyLo:i Print Size ¼blds 

QyLo:i Print Size ¼fizaV vkdkj½ ds vkxzg lfgr ubZ foUMks izdV gksrh gS] tSlkfd fp=-eFile.204 esa iznf'kZr gS½): 
 

 
Fig.eFile.204 (fp=-eFile.204) 

 
2. Select the Print Size, Template and  click the   ‘Print’ ( ) button (Fig.eFile.204), as a  result the 

issue gets printed. (Print Size vkSj Template dk p;u djsa rFkk ‘Print’ (Print) cVu ¼fp=-eFile.204½ fDyd djsa] 

blls fyQkQk fizaV gks tkrk gS) 

 
b) Create Reminder: Helps the user to create the reminder on sent issues (Hksts x;s eqn~nks ij vuqLekjd cukus esa 

mi;ksxdrkZ dks lgk;rk iznku djrk gS). 
 

 
 

To create Reminder on sent issues, user has to perform the following (Hksts x;s eqn~nks ij vuqLekjd cukus gsrq 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 

 
1. Select the issue to which reminder is to be created and click the Create Reminder ( ) button, 

as shown in Fig.eFile.205 (ftl eqn~ns dk vuqLekjd cuk;k tkuk gS mls pqusa vkSj Create Reminder (Create 

Reminder) cVu fDyd djsa] tSlkfd fp=-eFile.205 esa iznf'kZr gS):

Note: Action Link ( ) in Quick Actions facilitates the user to track the status of sent DFA. (Rofjr dk;Z 

¼Quick Actions½ ds vUrxZr Action Link ( ) izsf"kr DFA dh fLFkfr ij n`f"V j[kus esa lgk;rk nsrk gS) 

Note: The Issue/Draft details and other Communications details cannot be changed while creating a 
reminder for an issue. (fdlh fcUnq dk vuqLekjd cukrs le; fcUnq@vkys[k ds fooj.k rFkk vU; laizs"k.k 

fooj.k ifjofrZr ugha dh tk ldrh gSaA) 
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Fig.eFile.205 (fp=-eFile.205)

c) View Reminder: Helps the user to view the list of all reminders that were created on sent issues. (Hksts x;s

eqnnksa ij cuk;s x;s leLr vuqLekjdks dh lwph ds voyksdu dh lqfo/kk iznku djrk gS) 

To view Reminder on sent issues, user has to perform the following (Hksts x;s eqnnksa ij vuqLekjd ds 

voyksdu gsrq mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk): 

1. Select the issue for which reminder needs to be  view and click the View Reminder ( ) 
button, as shown in Fig.eFile.206 (ftl eqn~ns ds vuqLekjd dk voyksdu fd;k tkuk gS mls pqusa vkSj View

Reminder (View Reminder) cVu fDyd djsa] tSlkfd fp=-eFile.206 esa iznf'kZr gS):

Fig.eFile.206 (fp=-eFile.206)

As a result, the list of reminders pertaining to the selected issue appears, as shown in Fig.eFile.207 (blds QyLo:i p;fur

eqn~ns ls lEcfU/kr vuqLekjdksa dh lwph izdV gksrh gS] tSlkfd fp=-eFile.207 esa fn[kk;k x;k gS):

Note: For setting up of Reminder, kindly refer to the Reminder Process. (vuqLekjd lsV djus ds fy, d`i;k 

vuqLekjd izfdz;k lanfHkZr djsa) 
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Fig.eFile.207 (fp=-eFile.207) 

 
• Returned: Contains the list of correspondence(s)/issues that are returned by the CRU/DND section. (blesa 

CRU/DND vuqHkkx ls okil i=kpkjksa@eqn~nksa dh lwph jgrh gS) 
 

There are 3 links provided under Returned section of Dispatch (Dispatch ds Returned [k.M ds vUrxZr 

3 fyad iznku fd;s x;s gSa): 
 

a) Receive (izkIr) 
 

b) Resend (iqu%izsf"kr) 
 

c) View Reminders (vuqLekjd ns[ksa) 
 

Let’s have an introduction about this Link (vkb;s] bu fyad dk ,d ifjp; izkIr djsa): 
 

a) Receive: Helps the user to receive the returned Issue/Correspondence only after which user can edit the 
received Document. (okil gq, eqn~nksa@i=kpkjksa dh mi;ksxdrkZ dks izkfIr esa lgk;rk djrk gS] ftlds ckn gh 

mi;ksxdrkZ izkIr nLrkost dks lEikfnr dj ldrk gS) 
 

b) Resend: Helps the user to resend the returned Issue/Correspondence after required changes (if required) 
to the CRU/DND Section. (okil gq, eqn~nksa@i=kpkjksa esa vko';d ifjorZuksa ¼;fn vko';d gks½ ds i'pkr 

mi;ksxdrkZ dks mls CRU/DND vuqHkkx dks iqu%izsf"kr djus dh lqfo/kk nsrk gS) 
 

c) View Reminders: Helps the user to view the list of reminder on returned issues. (mi;ksxdrkZ dks] okil gq, 

eqn~nksa ij vuqLekjdksa dh lwph ns[kus dh lqfo/kk nsrk gS) 

 
Quick Actions: - There is one useful link given under Dispatch as (Dispatch ds vUrxZr ,d mi;ksxh fyad iznku fd;k 

x;k gS): 

❖ Action Detail ( ) –  It facilitates the user to view the actions done at that moment on the 
Letter/Correspondence received. (;g mi;ksxdrkZ dks i=@i=kpkj izkIr gksus ij rRle; fd;s x;s 

dk;ksZa ds voyksdu esa lgk;rk djrk gS) 
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DSC (Digital Signature Certificate) 

 

It is a Digital Signature Certificate used for e-office that has the same legal recognition and validity as handwritten signatures which 
implies a process of demonstrating the authenticity of a digital message or document. (;g bZ&vkWfQl ds fy, mi;ksx fd;k tkus 

okyk ,d fMftVy gLrk{kj izek.ki= gS] ftls gLrfyf[kr gLrk{kj ds leku gh dkuwuh ekU;k vkSj oS/krk gS]  tks fMftVy lans'k vFkok 

nLrkost dh izkekf.kdrk iznf'kZr djus dh izfdz;k dk rkRi;Z gS) 
 

There is one link available under DSC section which is mentioned below (DSC [k.M ds vUrxZr ,d fyad miyC/k gS] tksfd fuEuor~ 

mfYyf[kr gS): 
 

DSC Registration 
 

DSC Registration implies Digital Signature Certificate Registration. eOffice users obtain a Signing Certificate to go through DSC 
registration. DSC registration option facilitates the eOffice users for registration using an e-token issued to them by certificate issuing 
authorities like Tata Consultancy Services (TCS), National Informatics Centre (NIC), IDRBT Certifying Authority, SafeScrypt CA 
Services, Sify Communications, (n) Code. (DSC iath;u dk rkRi;Z gS fMftVy gLrk{kj izek.ki= iath;uA  bZ&vkWfQl mi;ksxdrkZ 

Mh-,l-lh- iath;u ds ek/;e ls dk;ZlEiknu gsrq fMftVy gLrk{kj izek.ki= izkIr djrs gSaA  DSC registration fodYi bZ&vkWfQl 

mi;ksxdrkZ dks mUgsa lfVZfQdsV iznkrk izkf/kdkfj;ksa ;Fkk VkVk dUlYVsUlh lfoZlst ¼Vhlh,l½] jk"Vªh; lwpukfoKku dsUnz ¼,u-vkbZ-lh-½ 

vkbZ-Mh-vkj-ch-Vh- lfVZQkbax vFkkWfjVh] lsQfLdzIV lh-,- lfoZlst] flQh dE;qfuds'kUl] ¼,u½ dksM vkfn }kjk iznRr bZ&Vksdu ds mi;ksx 

}kjk iath;u dh lqfo/kk nsrk gS) 
 

 
DSC registration can be done either using a DSC card or e-token. User can visit the website http://nicca.nic.in, for basic information 
of how to obtain the DSC certificate or e-token, how to obtain the software for DSC certificate or e- token, how to install them, and 
finally how to how to initialize the DSC certificate or e-token. (Mh-,l-lh- iath;u Mh-,l-lh- dkMZ vFkok bZ&Vksdu dk mi;ksx djds 

fd;k tk ldrk gSA Mh-,l-lh- lfVZfQdsV vFkok bZ&Vksdu dSls izkIr djsa] Mh-,l-lh- lfVZfQdsV vFkok bZ&Vksdu ds fy, lkW¶Vos;j 

dSls izkIr djsa] mUgsa dSls LFkkfir djsa vkSj vUrr% Mh-,l-lh- lfVZfQdsV vFkok bZ&Vksdu dks dSls izkjEHk djsa] tSls vk/kkjHkwr lwpukvksa 

ds fy, mi;ksxdrkZ website http://nicca.nic.in ij tk ldrs gSa) 

 
Fee structure for the different certificates and the hardware devices involved can be easily obtained by accessing, 
http://nicca.nic.in. Under this site, user can easily obtain the detailed information regarding the Certificate’s Fee Structures, under 
the Support Link. (fofHkUu izek.ki=ksa vkSj lEc) gkMZos;j midj.kksa ds fy, 'kqYd lajpuk vklkuh ls http://nicca.nic.in. dks lEidZ 

dj izkIr dh tk ldrh gSA bl lkbV ls mi;ksxdrkZ Support Link ds vUrxZr izek.ki=ksa dh 'kqYd lajpuk ds ckjs esa foLr`r tkudkjh 

lqxerk ls izkIr dj ldrs gS) 

 
 

After the user has properly enrolled for the DSC certificate or e-token, user has two level of authentication for accessing the eOffice 
application. User has to perform series of steps to log into the eOffice application, using e- Token or DSC card. (mi;ksxdrkZ }kjk 

Mh-,l-lh- izek.ki= vFkok bZ&Vksdu ds fy, lgh izdkj ls ukekWadu djus ds i'pkr] bZ&vkWfQl ,Iyhds'ku rd igqWpus ds fy, 

vf/kizek.ku ds nks Lrj gSaA  Mh-,l-lh- izek.ki= vFkok bZ&Vksdu dk mi;ksx djrs gq, bZ&vkWfQl ,Iyhds'ku esa ykWx bu djus ds fy, 

mi;ksxdrkZ }kjk Ja[kykc) fdz;k;sa fd;k tkuk gksxk) 
 

For e-Token Enrollment, perform the following steps (bZ&Vksdu ukekadu gsrq fuEkuqlkj fd;k viuk;sa): 
 

1. Type the URL of the eOffice application in the address bar of the web browser. (osc czkmtj ds address bar esa 

bZ&vkWfQl ,Iyhds'ku dk URL Vkbi djsa) 
 

2. Press Enter from the keyboard. (dh&cksMZ ij Enter nck;sa) 
 

3. A window appears, displaying the login page for eOffice, as shown in Fig.eFile.208 (bZ&vkWfQl dk ykWxbu i`"B 

fn[kkrs gq, ,d foUMks izdV gksrh gS] tSlkfd fp=- eFile.208 esa iznf'kZr gS): 

Note: eOffice USER ID and DSC LOGIN ID are different. Both are required to authenticate the LOG IN 
process, if the eOffice user has registered for DSC. (bZ&vkWfQl ;wtj vkbZMh rFkk Mh-,l-lh- ykWx bu vkbZMh vyx 

gSaA  ;fn bZ&vkWfQl mi;ksxdrkZ us Mh-,l-lh- iath;u ds fy, iath;u fd;k gS rks ykWx bu izfdz;k dks izekf.kr djus ds fy, 

nksuksa dh vko';drk gS) 

Note: User has to properly installed drivers for the DSC Smart card and USB Token in the system before 
using the DSC authentication or e-token authentication. (mi;ksxdrkZ }kjk Mh-,l-lh- vf/kizek.ku vFkok 

bZ&Vksdu vf/kizek.ku dk mi;ksx djus ls iwoZ flLVe esa Mh-,l-lh- LekVZ dkMZ vkSj ;w-,l-ch-Vksdu ds fy, MªkbolZ dks 

Hkyh HkkWfr LFkkfir fd;k tkuk gksxk) 

Note:  Token involves only a single pen drive device. (Vksdu esa dsoy ,d isu Mªkbo fMokbl 'kkfey gS) 
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Fig.eFile.208 (fp=- eFile.208) 

 

4. Type the User id in the User Name text box. (User Name VsDLV ckWDl esa ;wtj vkbZMh Vkbi djsa) 
 

5. Type the password in the Password text  box. (Passwork VsDLV ckWDl esa ikloMZ Vkbi djsa) 
 

6. Click the Login button, as shown in Fig.eFile.209 (tSlkfd fp=- eFile.209 esa fn[kk;k x;k gS] ykWxbu cVu 

fDyd djsa): 

 
Fig.eFile.209 (fp=- eFile.209) 

 

7. As a result, the user gets successfully log into the eOffice application. (blds QyLo:Li mi;ksxdrkZ 

lQyriowZd bZ&vkWfQl ,Iyhds'ku esa ykWxbu dj tkrk gS) 
 

8. Plug-In the e-token in your machine/system. (viuh e'khu@flLVe esa bZ&Vksdu Iyx&bu djsa) 
 

9. Click the DSC Registration link under the DSC section, as shown in Fig.eFile.210 (Mh-,l-lh- iath;u fyad dks fDyd 

djsa] tSlkfd fp=- eFile.210 esa fn[kk;k x;k gS): 
 

 
Fig.eFile.210 (fp=- eFile.210) 
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10. As a result, the DSC Enrollment Screen appears, as shown in Fig.eFile.211 (blds QyLo:i DSC Enrollment 

Ldzhu izdV gksxh] tSlkfd fp=- eFile.211 esa fn[kk;k x;k gS): 
 

 
Fig.eFile.211 (fp=- eFile.211) 

 

11. Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.211) As a result, the DSC Enrollment 
screen appears. Select the certificate for enrollment and click the OK button, as shown in Fig.eFile.212 (DSC 

Enrollment Ldzhu ¼fp=- eFile.211½ esa Signing Certificate fyad fDyd djsA  QyLo:i DSC Enrollment Ldzhu izdV 

gksxhA  Enrollment ds fy, certificate dks pqusa vkSj OK cVu fDyd djsa] tSlkfd fp=- eFile.212 esa iznf'kZr gS): 
 

 
Fig.eFile.212 (fp=- eFile.212) 

 

12. The Message box appears, displaying the message for successful enrollment of the eOffice user, a shown in 
Fig.eFile.213 (bZ&vkWfQl mi;ksxdrkZ dk lQy enrollment fn[kkrs gq, lans'k ckWDl izdV gksrk gS] tSlkfd fp=-

eFile.213 esa iznf'kZr gS): 

 
Fig.eFile.213 (fp=-eFile.213) 

 

13. Click the ‘OK’ button (Fig.eFile.213) to complete the process of DSC enrollment, as shown in Fig.eFile.214 
(DSC Enrollment dh izfdz;k dks iw.kZ ¼tSlkfd fp=-eFile.214 esa iznf'kZr gS½ djus gsrq ‘OK’ cVu ¼fp=-eFile.213½ fDyd 

djsa): 
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Fig.eFile.214 (fp=- eFile.214) 

 
For e-Token Authentication, perform the following (bZ&Vksdu vf/kizek.ku gsrq): 

 
1. Plug in the e-token device in your system. (bZ&Vksdu fMokbl dks vius flLVe esa Iyx&bu djsa) 

 
2. Type the URL of the eOffice application in the address bar of the web browser. (osc czkmtj ds address bar esa 

bZ&vkWfQl ,Iyhds'ku dk URL Vkbi djsa) 

 
3. Press Enter from the keyboard. (dh&cksMZ ij Enter nck;sa) 

 
4. A window appears, displaying the login page for eOffice. (bZ&vkWfQl dk ykWxbu i`"B fn[kkrs gq, ,d foUMks izdV 

gksrh gS) 

 
5. Type the User id in the User Name text box. (User Name VsDLV ckWDl esa ;wtj vkbZMh Vkbi djsa) 

 

 
6. Type the Password in the Password text box. (Password VsDLV ckWDl esa ikloMZ Vkbi djsaA) 

 
7. Click the Login button, as a result, the Log On dialog box appears, prompting for password above the DSC 

Authentication screen, as shown in Fig.eFile.215 (ykWxbu cVu fDyd djsa] blds QyLo:i Log On MkW;ykx 

ckWDl izdV gksxk tks Mh-,l-lh- vf/kizek.ku Ldzhu ds Åij ikloMZ ds fy, izsfjr djrk gS] tSlkfd fp=-eFile.215 

esa fn[kk;k x;k gS): 

140



 

 

 
Fig.eFile.215 (fp=-eFile.215) 

 
8. Type the password in the Password field in the Log On screen (Fig.eFile.215). (ykWx vkWu Ldzhu ¼fp=-eFile.215½ 

ij Password QhYM esa ikloMZ Vkbi djsa) 
 

 
 

9. Click the OK button (Fig.eFile.215). As a result, the user gets log into the eOffice application. (OK cVu ¼fp=-

eFile.215½ fDyd djsa] blds QyLo:i mi;ksxdrkZ bZ&vkWfQl ,Iyhds'ku esa ykWxbu dj tkrk gS) 

 
For DSC Card Enrollment, perform the following (Mh-,l-lh- dkMZ ukekadu gsrq] fuEuor~ fdz;k;sa djsa): 

 
14. Type the URL of the eOffice application in the address bar of the web browser. (osc czkmtj ds address bar esa 

bZ&vkWfQl ,Iyhds'ku dk URL Vkbi djsa) 

 
15. Press Enter from the keyboard. (dh&cksMZ ij Enter nck;sa) 

 
16. A window appears, displaying the login page for eOffice. (bZ&vkWfQl dk ykWxbu i`"B fn[kkrs gq, ,d foUMks izdV 

gksrh gS) 

 
17. Type the User id in the User Name text box. (User Name VsDLV ckWDl esa ;wtj vkbZMh Vkbi djsa) 

 
18. Type the password in the Password text box. (Passwork VsDLV ckWDl esa ikloMZ Vkbi djsa) 

 
19. Click the Login button. (ykWxbu cVu fDyd djsa) 

 
20. Plug-In the e-token in your machine/system, as a result, the user gets successfully log into the eOffice 

application as shown in Fig.eFile.216 (viuh e'khu@flLVe esa e-token dks Iyx&bu djsa] blds QyLo:i 

mi;ksxdrkZ bZ&vkWfQl ,Iyhds'ku esa lQyrkiwoZd ykWxbu dj tkrk gS tSlkfd fp=-eFile.216 esa fn[kk;k x;k gS): 

Note: User can enter the wrong password only 10 times. Thereafter if the wrong password is 
entered, the user gets blocked. (mi;ksxdrkZ }kjk xyr ikloMZ dsoy 10 ckj rd ntZ fd;k tk ldrk 

gSA  ;fn blds i'pkr xyr ikloMZ ntZ fd;k tkrk gS rks mi;ksxdrkZ vo:) gks tk;sxk) 
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Fig.eFile.217 (fp=-eFile.217) 

 

21. Click the DSC Registration link under the DSC section. As a result, the DSC Enrollment Screen appears, as 
shown in Fig.eFile.218 (Mh-,l-lh- [k.M ds vUrxZr DSC Registration fyad fDyd djsaA ifj.kkeLo:i DSC 

Enrollment Ldzhu izdV gksrh gS] tSlkfd fp=-eFile.218 esa fn[kk;k x;k gS): 
 

 
Fig.eFile.218 (fp=-eFile.218) 

 
 

22. Click the Signing Certificate link in the DSC Enrollment Screen. As a result, Enter Pin dialog box appears, 
a shown in Fig.eFile.219 (DSC Enrollment Ldzhu ij Signing Certificate fyad fDyd djsaA  blls Enter Pin MkW;ykx 

ckWDl izdV gksxk] tSlkfd fp=-eFile.219 esa iznf'kZr gS): 
 

 
Fig.eFile.219 (fp=-eFile.219) 

 
 

23. Enter the pin in the Enter Pin text box in the Enter PIN dialog box (Fig.eFile.219). (Enter PIN VsDLV ckWDl ¼fp=-

eFile.219 ½esa PIN ntZ djsa) 

 
24. Click the OK button (Fig.eFile.219), as a result, the DSC Enrollment screen appears, as shown in 

Fig.eFile.220 (OK cVu ¼fp=-eFile.219 ½ fDyd djsaA   blds QyLo:i DSC Enrollment Ldzhu izdV gksrh gS] 

tSlkfd fp=-eFile.220 esa fn[kk;k x;k gS): 

142



 

 

 
1. Select the certificate for enrollment and click the OK button, a shown in Fig.eFile.220 (ukekadu ds fy, izek.ki= 

p;u djsa vkSj OK cVu fDyd djsa tSlkfd fp=-eFile.220 esa fn[kk;k x;k gS): 
 

 
Fig.eFile.220 (fp=-eFile.220) 

 

The message box appears, displaying the message for successful enrollment of the eOffice user, a shown in 

Fig.eFile.221 (bZ&vkWfQl mi;ksxdrkZ dk lQy ukekadu dk lans'k fn[kkrs gq, lans'k ckWDl izdV gksrk gS] tSlkfd 

fp=-eFile.221 esa fn[kk;k x;k gS): 

 
Fig.eFile.221 (fp=-eFile.221) 

 

2. Click the OK button (Fig.eFile.221) to complete the process of DSC enrollment, as shown in Fig.eFile.222 (Mh-
,l-lh ukekadu dh izfdz;k iw.kZ djus ds fy, OK cVu ¼fp=-eFile.221½ fDyd djsa tSlkfd fp=-eFile.222 esa fn[kk;k 

x;k gSA): 

 
Fig.eFile.222 (fp=-eFile.222) 

 
For DSC Card Authentication, perform the following (Mh-,l-lh dkMZ vf/kizek.ku gsrq] fuEuor~ fdz;k;sa djsa): 
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1. Plug in the DSC card in your system. (vius flLVe esa Mh-,l-lh dkMZ Iyx&bu djsa)
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2. Type the URL of the eOffice application in the address bar of the web browser. (osc czkmtj ds address bar esa bZ&vkWfQl 

,Iyhds'ku dk URL Vkbi djsa) 
3. Press Enter from the keyboard. (dh&cksMZ ij Enter nck;sa) 

4. A window appears, displaying the login page for eOffice. (bZ&vkWfQl dk ykWxbu i`"B fn[kkrs gq, ,d foUMks izdV gksrh gS) 

5. Type the User id in the User Name text box. (User Name VsDLV ckWDl esa ;wtj vkbZMh Vkbi djsa) 

6. Type the password in the Password text box. (Password VsDLV ckWDl esa ikloMZ Vkbi djsa) 

7. Click the Login button. (ykWxbu cVu fDyd djsa) 

8. As a result, the Enter PIN dialog box appears, as shown in Fig.eFile.223 (QyLo:i]  Enter PIN MkW;ykx ckWDl izdV 

gksxk] tSlkfd fp=-eFile.223 esa fn[kk;k x;k gSA ¼fp=-eFile.219 ½esa PIN ntZ djsa): 
 

 
Fig.eFile.223 (fp=-eFile.223) 

 

9. Type the password in the Enter PIN dialog box and click the OK button. As a result, the user gets logged   into the 
eOffice application, as shown in Fig.eFile.224 (Enter PIN MkW;ykx ckWDl esa ikloMZ Vkbi djsa vkSj OK cVu fDyd djsaA  

blds QyLo:i mi;ksxdrkZ bZ&vkWfQl ,Iyhds'ku esa lQyrkiwoZd ykWxbu dj tkrk gS tSlkfd fp=-eFile.224 esa fn[kk;k x;k 

gS): 
 

 
Fig.eFile.224 (fp=-eFile.224) 
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Reports (fjiksVZ~l) 
 

Reports are the documents that display the results of some search/experiment based on certain predefined parameters 
and filters. (fjiksVZ~l og nLrkost gSa tks dqN iwoZ&ikfjHkkf"kr ekin.Mksa rFkk fQYVlZ ij vk/kkfjr dfri; [kkst@iz;ksxksa dk 

ifj.kke n'kkZrs gSa) 
 

It contains following reports as shown in Fig.eFile.225 (blesa fuEukuqlkj fjiksVZ~l gksrh gSa] tSlkfd fp=-eFile.225 esa iznf'kZr 
gSa): 

 

 
Fig.eFile.225 (fp=-eFile.225) 

 
Reports under Files Section (Files [k.M ds vUrxZr fjiksVZ~l): Files Register (i=koyh jftLVj) 

This selection generates a PDF Report for an individual/Hierarchy/Section wise filtered on the basis of certain 
parameters that contains a list of all the files that are created between two specified dates on the basis of Basic head 
and other Sub heads. (bldk p;u fdlh individual/Hierarchy/Section wise ¼O;fDrxr@inkuqdze@[k.M&okj½ gsrq ,d 

PDF fjiksVZ mRiUu djrk gS ftlesa ekSfyd enksa vkSj mi&enksa ds vk/kkj ij rFkk dfri; ekin.Mksa ds vk/kkj ij fQYVj dh 

xbZ] nks fufnZ"V frfFk;ksa ds e/; cukbZ xbZ lHkh i=kofy;ksa dh lwph gksrh gSa) 
 

To generate the File Register report, user has to perform the following steps (Files Register fjiksVZ cukus ds fy, 

mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Register link under File Reports section. As a result, File Register Report Screen appears, as shown in 
Fig.eFile.226 (File Reports [k.M ds vUrxZr Register fyad fDyd djsaA  blds QyLo:i File Register Report Ldzhu 

izdV gksxh] tSlkfd  fp=-eFile.226 esa iznf'kZr gSa): 
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Fig.eFile.226 (fp=-eFile.226) 

2. Choose the View Report option as per requirement of report, as shown in  Fig.eFile.227 (fjiksVZ dh vko';drk ds 

vuqlkj View Report fodYi pqusa] tSlkfd fp=-eFile.227 esa fn[kk;k x;k gS): 

 
Fig.eFile.227 (fp=-eFile.227) 

3. Provide the necessary details for filter and click the Submit ( ) button (Fig.eFile.226). (fQYVj ds fy, 

vko';d fooj.k iznku djsa rFkk Submit (Submit) cVu ¼fp=-eFile.226½ fDyd djsa) 
4. As a result, the File Register report is saved at the specified location in Pdf format. Now,  when  the user opens  the 

report, a detail of all the files that are generated  between  the two specified dates and specified  parameters   as 
shown in Fig.eFile.228 (QyLo:i] File Register fjiksVZ PDF Lo:i esa fufnZ"V LFkku ij lqjf{kr gks tkrh gSA  blds 

i'pkr tc mi;ksxdrkZ }kjk fjiksVZ [kksyh tkrh gS rks fufnZ"V ekin.M vkSj nks fufnZ"V frfFk;ksa ds e/; cukbZ xbZ lHkh 

i=kofy;ksa dk fooj.k mRiUu gks tkrk gS] tSlkfd fp=-eFile.228 esa fn[kk;k x;k gS): 

 
Fig.eFile.228 (fp=-eFile.228)
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Files Forwarded (i=kofy;kW vxzlkfjr) 
 

This selection generates a PDF report for an Individual/ Hierarchy/ Section that contains a list of all the Files that has 
been Forwarded within a particular Time Duration. (bldk p;u fdlh individual/Hierarchy/Section 

¼O;fDrxr@inkuqdze@[k.M½ gsrq ,d PDF fjiksVZ mRiUu djrk gS ftlesa ml fof'k"V le;kof/k esa vxzlkfjr dh xbZ leLr 

i=kofy;ksa dh lwph gksrh gS) 
 

Click the Forward link under the Reports - File section (Fig.eFile.226). (File [k.M ¼fp=-eFile.226½ ds vUrxZr Forward 

fyad fDyd djsa) 
 

 
 

Files Received (i=kofy;kW izkIr) 
 

This selection generates a PDF report for an individual/Hierarchy/Section that contains a list of all the Files which has 
been received by the user between two specified dates. (bldk p;u fdlh individual/Hierarchy/Section 
¼O;fDrxr@inkuqdze@[k.M½ gsrq ,d PDF fjiksVZ mRiUu djrk gS ftlesa nks fufnZ"V frfFk;ksa ds e/; mi;ksxdrkZ dks izkIr 

gqbZ leLr i=kofy;ksa dh lwph gksrh gS) 
 

Click the Received link under the Reports - File section (Fig.eFile.226). (File [k.M ¼fp=-eFile.226½ ds vUrxZr Received 

fyad fDyd djsa) 
 

 
 

Parked Files (ikdZ dh xbZ i=kofy;kW) 
 

This selection generates a PDF report that contains a list of all the Files that has been Parked by the user. (bldk p;u 

,d PDF fjiksVZ mRiUu djrk gS ftlesa mi;ksxdrkZ }kjk ikdZ dh xbZ i=kofy;ksa dh lwph gksrh gS) 
 

To generate the Parked Files report, user has to perform the following steps (Parked Files fjiksVZ cukus ds fy, 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Parked Files link under the File Reports section (Fig.eFile.225). As a result, Files Parked Reports 

Page appears, as shown in Fig.eFile.229 (File Reports [k.M ¼fp=-eFile.225½ ds vUrxZr Parked Files fyad fDyd 

djsaA QyLo:i Files Parked Reports i`"B mRiUu gksrk gS] tSlkfd fp=-eFile.229 esa iznf'kZr gS): 
 

 
Fig.eFile.229 (fp=-eFile.229) 

 

2. Click the Organization Unit to view the Parked files of respective users of Organization, as shown in  Fig.eFile.230 

(laxBu ds] fofHkUu mi;ksxdrkZvksa }kjk ikdZ dh xbZ i=kofy;ksa ds voyksdu gsrq Organization Unit fDyd djsa] tSlkfd 

fp=-eFile.230 esa iznf'kZr gS): 

Refer to File Register under Reports-File section for the process. (izfdz;k gsrq Reports – File [k.M ds vUrxZr File 

Register dks lUnfHkZr djsa) 

Refer to File Register under Reports-File section for the process. (izfdz;k gsrq Reports – File [k.M ds vUrxZr 

File Register dks lUnfHkZr djsa) 
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Fig.eFile.230 (fp=-eFile.230) 

 

3. Click against the required user whose parked files report is required. (ftl mi;ksxdrkZ }kjk ikdZ dh xbZ i=koyh 

fjiksVZ dh vko';drk gS] mlds ¼uke ds½ lEeq[k fDyd djs) 

4. As a result, details of all the Parked Files are generated as shown in Fig.eFile.231 (QyLo:i ikdZ dh xbZ leLr 

i=kofy;ksa dk fooj.k mRiUu gks tkrk gS] tSlkfd fp=-eFile.231 esa fn[kk;k x;k gS): 

 
Fig.eFile.231 (fp=-eFile.231) 

 
Closed Files (cUn i=kofy;kW) 
 

This selection generates a PDF report for an individual/Hierarchy/Section that contains a list of all the Files that has 
been Closed by the user between two specified dates. (bldk p;u fdlh individual/Hierarchy/Section 

¼O;fDrxr@inkuqdze@[k.M½ gsrq ,d PDF fjiksVZ mRiUu djrk gS ftlesa nks fufnZ"V frfFk;ksa ds e/; mi;ksxdrkZ }kjk cUn 

dh xbZ leLr i=kofy;ksa dh lwph gksrh gS) 
 

To generate the Closed Files report, user has to perform the following steps (Closed Files fjiksVZ cukus ds fy, 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Closed Files link under the File Reports section. As a result, Closed Files Report screen appears, as 

shown in Fig.eFile.232 (File Reports [k.M ds vUrxZr Closed Files fyad fDyd djsaA QyLo:i Closed Files Reports 

Ldzhu izdV gksrh gS] tSlkfd fp=-eFile.232 esa iznf'kZr gS): 
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Fig.eFile.232 (fp=-eFile.232) 

 
2. Provide   the information   for the necessary filter   and   fields   like ‘From’ and ‘To’   and   click   the Submit 

 
( ) button (Fig.eFile.232). (fQYVj vkSj QhYM~l ds fy, vko';d lwpuk;sa ;Fkk ‘From’ vkSj ‘To’ iznku 

djsa vkSj Submit  (Submit) cVu ¼fp=-eFile.232½ fDyd djsa) 

 
3. Upon clicking on submit button, the name of users organization unit will appear with total count of the closed files 

as shown in Fig.eFile.233. (Submit  cVu fDyd djus ij mi;ksxdrkZ laxBu bdkbZ dk ¼organization unit name½ uke 

cUn dh xbZ i=kofy;ksa dh dqy la[;k lfgr] izdV gksxk] tSlkfd fp=-eFile.233 esa fn[kk;k x;k gS) 

 

 
Fig.eFile.233 (fp=-eFile.233) 

 

4. Click on the organization unit name and a list of all the users in the section who has closed the files will get 

displayed. (Organization unit name ij fDyd djsa vkSj blls] vuqHkkx esa mu lHkh mi;ksxdrkZvksa dh lwph fn[ksxh ftuds 

}kjk i=kofy;kWa cUn dh xbZ gSa) 

 
5. Click against the required user whose closed files report is required. (ftl mi;ksxdrkZ }kjk cUn dh xbZ i=koyh 

fjiksVZ dh vko';drk gS] mlds ¼uke ds½ lEeq[k fDyd djs) 

 
6. As a result, details of all the Closed Files are generated between the two specified dates as shown in Fig.eFile.234 

(QyLo:i nks fufnZ"V frfFk;ksa ds e/; cUn dh xbZ leLr i=kofy;ksa dk fooj.k mRiUu gks tkrk gS] tSlkfd fp=-

eFile.234 esa iznf'kZr gS) 
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Fig.eFile.234 (fp=-eFile.234) 
 
 

File Summary 
 

1. This report provides the report for file summary of all the sections in the organization. (;g fjiksVZ laxBu esa lHkh 

vuqHkkxksa dh i=koyh lkjkWa'k gsrq fjiksVZ iznku djrh gS) 
2. User needs to select the date range using “From” and “To” fields. (mi;ksxdrkZ dks “From” vkSj “To” QhYM~l dk 

mi;ksx djds frfFk;ksa dh lhek dk p;u djuk gksxk) 
 

 
Fig.eFile.235 (fp=-eFile.235) 

 
 

Clicking on Submit button will display the list of all the organization units.  (Submit cVu fDyd djus ij 

leLr organization units dh lwph iznf'kZr gksxh)
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Fig.eFile.236 (fp=-eFile.236) 

 
Clicking on the required section name will display the users in the section and then all the users name in that 
section will be displayed. (Required section name ij fDyd djus ls vuqHkkx ds vUrxZR% mi;ksxdrkZ fn[ksaxs fn[ksaxs 

vkSj rc ml vuqHkkx esa lHkh mi;ksxdrkZvksa ds uke iznf'kZr gksaxs) 
 

User can generate the PDF of any level by clicking on PDF button at the top right corner. (mi;ksxdrkZ }kjk Åijh 

nk;sa dksus ij fLFkr PDF cVu fDyd djds fdlh Hkh Lrj dh PDF fjiksVZ cukbZ tk ldrh gS) 
 

Reports under Receipts Section (izkfIr;kWa vuqHkkx ds vUrxZr fjiksVZ):  

Classified Receipt (oxhZd`r izkfIr) 

This will provide the report of all the Classified/Confidential receipts which are generated by the user between two 
specified dates as shown in Fig.eFile.237 (blls leLr oxhZd`r@xksiuh; izkfIr;ksa dh fjiksVZ izkIr gksxh] tksfd 

mi;ksxdrkZ }kjk nks fufnZ"V frfFk;ksa ds e/; cukbZ xbZ gSa] tSlkfd fp=-eFile.237 esa fn[kk;k x;k gS) 
 

 
Fig.eFile.237 (fp=-eFile.237) 

 
 

As a result the report will display the details as shown in Fig.eFile.238 (blds QyLo:Li fjiksVZ fp=-eFile.238 esa fn[kk;s 
x;s fooj.k iznf'kZr djsxh) 
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Fig.eFile.238 (fp=-eFile.238) 

 

Diary Register (Mk;jh jftLVj) 
 

This selection generates a PDF report for an Individual/Hierarchy/Section filtered on the basis of  certain  parameters 
that contains a list of all the Receipts that are created between two specified dates on the basis of Date, Delivery mode, 
Nature, Main Category etc. (bldk p;u fdlh individual/Hierarchy/Section ¼O;fDrxr@inkuqdze@[k.M½ gsrq ,d PDF 
fjiksVZ mRiUu djrk gS ftlesa dfri; ekin.Mksa ds vk/kkj ij fQYVj dh xbZ] nks fufnZ"V frfFk;ksa ds e/; frfFk] forj.k ds 

ek/;e] izd`fr] eq[; Js.kh bR;kfn ¼Date, Delivery mode, Nature, Main Category etc½ ds vuqlkj cukbZ xbZ lHkh izkfIr;kWa 

dh lwph gksrh gSa) 
 

To generate the Diary Register report, perform the following steps (Diary Register report cukus ds fy, fuEuor~ 

fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Diary link under the Receipt Report section. As a Result, the Receipt Diary Report screen appears, as 
shown in Fig.eFile.239 (Receipt Report [k.M ds vUrxZr Diary fyad fDyd djsa] blls Receipt Diary Report Ldzhu 

izdV gksxh] tSlkfd fp=-eFile.239 esa iznf'kZr gS): 

 
Fig.eFile.239 (fp=-eFile.239)
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2. Choose the View Report option as per requirement of report, as shown in Fig.eFile.240 (fjiksVZ dh vko';drk ds 

vuqlkj View Report fodYi dks pqusa] tSlkfd fp=-eFile.240 esa fn[kk;k x;k gS): 
 

 
Fig.eFile.240 (fp=-eFile.240) 

 

3. Provide the information for the necessary filter and fields like ‘From, To, Nature, Main Category    and other 
necessary Details, and click the Submit ( ) button. (fQYVj vkSj QhYM~l ds fy, vko';d lwpuk;sa ;Fkk 

From, ‘To, Nature, Main Category  rFkk vU; vko';d fooj.k iznku djsa rFkk Submit  (Submit) cVu fDyd djsa) 
 

4. As a result, the Receipt Diary report is saved at the specified location in Pdf format, now, when the user opens 
the report, detail of all the Receipts that are diarized between the two specified dates and specified parameters. 
(QyLo:i] Receipt Diary fjiksVZ PDF Lo:i esa fufnZ"V LFkku ij lqjf{kr gks tkrh gSA  blds i'pkr tc mi;ksxdrkZ 

}kjk fjiksVZ [kksyh tkrh gS rks fufnZ"V ekin.M vkSj nks fufnZ"V frfFk;ksa ds e/; Mk;jhd`r izkfIr;ksa dk fooj.k mRiUu gks 

tkrk gS) 

 
Fig.eFile.241 (fp=-eFile.241) 

Receipt Forwarded 
 

This selection generates a PDF report for an Individual/Hierarchy/Section that contains a list of all the Receipts that 

have been Forwarded within a particular Time Duration. (vxzlkfjr izkfIr;kWa) 
 

Click the Forwarded link under the Receipt Reports section. (bldk p;u fdlh individual/Hierarchy/Section 

¼O;fDrxr@inkuqdze@[k.M½ gsrq ,d PDF fjiksVZ mRiUu djrk gS ftlesa ml fof'k"V le;kof/k esa vxzlkfjr dh xbZ leLr 

izkfIr;ksa dh lwph gksrh gS) 
 

 
Receipts Received (izkIr izkfIr;kWa) 

 

This selection generates a PDF report for an Individual/Hierarchy/Section that contains a list of all the Receipts which 
have been received by the user between two specified dates. (bldk p;u fdlh individual/Hierarchy/Section 
¼O;fDrxr@inkuqdze@[k.M½ gsrq ,d PDF fjiksVZ mRiUu djrk gS ftlesa nks fufnZ"V frfFk;ksa ds e/; mi;ksxdrkZ dks izkIr 

gqbZ leLr izkfIr;ksa dh lwph gksrh gS) 
Click the Received link under the Receipt Reports section. (Receipt Reports [k.M ds vUrxZr Received fyad fDyd djsa) 

Refer to Diary under Reports - Receipts section for the process. (Receipt Reports [k.M ds vUrxZr Forward fyad 

fDyd djsa) 

Refer to Diary under Reports - Receipts section for the process. (izfdz;k gsrq Receipt Reports [k.M ds vUrxZr 

Diary dks lUnfHkZr djsaA) 
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Receipt Category (izkfIr Js.kh) 
 

This selection generates a PDF report that contains a list of all the Receipts Category wise filtered on basis of Month 
and Year. (bldk p;u ,d PDF fjiksVZ mRiUu djrk gS ftlesa leLr izkIr izkfIr;ksa dh ekl vkSj o"kZ ds vk/kkj ij fQYVj 

dh xbZ Js.khokj lwph gksrh gS) 
 

To generate Receipt Category report, user has to perform the following steps (Receipt Category fjiksVZ cuk;s tkus 

gsrq mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Receipt Category link under the Receipt Reports section. As a result, the Receipt Received report 

screen appears, as shown in Fig.eFile.242 (Receipt Report [k.M ds vUrxZr Receipt Category fyad fDyd djsa] 

blls Receipt Received Report Ldzhu izdV gksxh] tSlkfd fp=-eFile.242 esa iznf'kZr gS): 

 

 
Fig.eFile.242 (fp=-eFile.242) 

 
 

2. Provide the information for the necessary filter and fields like Monthly, Yearly, Main Category etc    and click the 

Submit ( ) button (Fig.eFile.242). (fQYVj vkSj QhYM~l ds fy, vko';d lwpuk;sa ;Fkk Monthly, Yearly, 

Main Category  bR;kfn iznku djsa rFkk Submit  (Submit) cVu ¼fp=-eFile.242½ fDyd djsa) 

 
3. As a result, the Receipt Category report is saved at the specified location in PDF format. Now, when the user opens 

the report, details of all the Receipt Category wise are generated between the specified Parameters, as shown in 

Fig.eFile.243. (QyLo:i] Receipt Category fjiksVZ PDF Lo:i esa fufnZ"V LFkku ij lqjf{kr gks tkrh gSA  blds i'pkr 

tc mi;ksxdrkZ }kjk fjiksVZ [kksyh tkrh gS rks fufnZ"V ekin.M ds e/; izkfIr;ksa dk Js.khokj fooj.k mRiUu gks tkrk gS] 

tSlkfd  fp=-eFile.243 esa iznf'kZr gS) 
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Fig.eFile.243 (fp=-eFile.243) 

 
VIP Details (oh-vkbZ-ih- fooj.k) 
 

This selection generates a PDF report that contains a list of the VIP Details. (bldk p;u ,d PDF fjiksVZ mRiUu djrk 

gS ftlesa oh-vkbZ-ih- fooj.kksa dh lwph jgrh gS) 
 

To generate this report, user has to perform the following steps (;g fjiksVZ cukus gsrq mi;ksxdrkZ }kjk fuEuor~ 

fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the VIP Details under the Receipt Reports section. As a result, the VIP Details Status report screen appears, 

as shown in Fig.eFile.244: (Receipt Reports [k.M ds vUrxZr VIP Details fDyd djsa] ftlds QyLo:i VIP 

Details Status report Ldzhu izdV gksrh gS] tSlkfd fp=-eFile.243 esa fn[kk;k x;k gS)
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Fig.eFile.244 (fp=-eFile.243) 

 

2. Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit button. 

(Fig.eFile.244) (fQYVj vkSj QhYM~l ds fy, vko';d lwpuk;sa ;Fkk From, To, Section(s)  bR;kfn iznku djsa rFkk 

Submit   cVu fDyd djsa) 
 

3.  As a result, the VIP Details report is saved at the specified location in Pdf format. Now, when the user opens the 
report, details of all VIPS’s are displayed, as shown in Fig.eFile.245 (QyLo:i] VIP Details fjiksVZ PDF Lo:i 

esa fufnZ"V LFkku ij lqjf{kr gks tkrh gSA  blds i'pkr tc mi;ksxdrkZ }kjk fjiksVZ [kksyh tkrh gS rks leLr oh-

vkbZ-ih- fooj.k iznf'kZr gksrs gSa] tSlkfd fp=-eFile.245 esa iznf'kZr gS): 
 

 
Fig.eFile.245 (fp=-eFile.245) 

 

Closed Receipts (cUn izkfIr;kWa) 
This selection generates a PDF report that contains a list of all the Receipts that has been Closed from the File by    
the user between two specified dates. (bldk p;u ,d PDF fjiksVZ mRiUu djrk gS ftlesa mu leLr izkfIr;ksa dh 

lwph jgrh gS] ftUgsa mi;ksxdrkZ }kjk File ls nks fufnZ"V frfFk;ksa dh chp dh vof/k esa cUn fd;k x;k gS) 
 

To generate the Closed Receipts report, user has to perform the following steps (fjiksVZ cukus gsrq mi;ksxdrkZ }kjk 

fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
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1. Click the Closed Receipts link under the Reports section. (Reports [k.M ds vUrxZr Closed Receipts fyad dks fDyd 

djsa) 
 

2. Provide   the  information   for   the  necessary   filter  and   fields   like   ‘From   and  To  and   click   the  Submit 

( ) button, as shown in Fig.eFile.246 (fQYVj vkSj QhYM~l ds fy, vko';d lwpuk;sa ;Fkk From vkSj To 
iznku djsa rFkk Submit   (Submit) cVu fDyd djsa] tSlkfd  fp=-eFile.246 esa iznf'kZr gS): 

 

 
Fig.eFile.246 (fp=-eFile.246) 

3. As a result, the Closed Receipt report is saved at the specified location in Pdf format. Now, when  the user  opens 
the report, details of all the closed receipts are generated between the two specified dates as shown in Fig.eFile.247 
(QyLo:i] Closed Receipt fjiksVZ PDF Lo:i esa fufnZ"V LFkku ij lqjf{kr gks tkrh gSA  blds i'pkr tc mi;ksxdrkZ 

}kjk fjiksVZ [kksyh tkrh gS rks nks fufnZ"V frfFk;ksa dh chp dh vof/k esa cUn dh xbZ leLr izkfIr;ksa ds fooj.k mRiUu gks 

tkrs gSa] tSlkfd fp=-eFile.247 esa iznf'kZr gS): 

 
Fig.eFile.247 (fp=-eFile.247) 

Receipt Summary (izkfIr lkjka'k) 
 

This report will display the summary report of the receipts in all the organization units in the department. 
(;g fjiksVZ foHkkx esa lHkh laxBu bdkb;ksa esa izkfIr;ksa dh lkjkWa'k fjiksVZ iznf'kZr djsxh) 

 

 

Refer to File Summary Report link under File Reports section for the process. (izfd;k gsrq File Reports [k.M 

ds vUrxZr File Summary Report fyad lUnfHkZr djsa) 

The output will be the details of the Receipts in the orgnaisation. (bldk izfrQy laxBu esa izkfIr;ksa dk fooj.k 

gksxkA) 
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VIP Reference Report (oh-vkbZ-ih- lanHkZ fjiksVZ) 
 

This report will provide the details of the Receipts which are of VIP reference and being diarised in users 
organisation hierarchy. (;g fjiksVZ mu izkfIr;ksa dk fooj.k iznku djsxh tks oh-vkbZ-ih- lanHkZ ds gSa vkSj mi;ksxdrkZ 

laxBu esa inkuqdze esa Mk;jhd`r gq, gSa) 

 
Fig.eFile.248 (fp=-eFile.248) 

 

After selecting the input fields, clicking on submit button, list of all the organization units in the users hierarchy  
will be displayed as shown below (buiqV QhYM~l p;u djus vkSj Submit cVu fDyd djus ds mijkUr leLr 

organization units dh lwph inkuqdze esa iznf'kZr gksxh tSlkfd fuEuor~ iznf'kZr gS): 

 
Fig.eFile.249 (fp=-eFile.249) 

 
Clicking on any of the numbers under the columns will provide the details of the receipt along with the number of 
pending days as shown (lwph esa dkWye ds vUrxZr fdlh Hkh vad dks fDyd djus ij izkfIr ls lEcfU/kr fooj.k 

lfgr ;g Hkh iznf'kZr gksxk fd og fdrus fnuksa ls yfEcr gS] tSlkfd fp=-eFile.250 esa iznf'kZr gS): 
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Fig.eFile.250 (fp=-eFile.250) 

 
User can also take the printout by clicking on the Print button as shown in Fig.eFile.250. (Reports under 
Miscellaneous Section: fofo/k [k.Mksa ds vUrxZr fjiksVZ~l) 
 

Reports under Miscellaneous Section (fofo/k [k.Mksa ds vUrxZr fjiksVZ~l):  
 

Departmental Summary (foHkkxh; lkjkWa'k) 
 

This selection generates a PDF report that contains a list of all the Receipts and Files that has been Created, Received, 
Sent, Parked, Closed or Pending. (bldk p;u ,d PDF fjiksVZ mRiUu djrk gS ftlesa mu leLr izkfIr;ksa vkSj i=kofy;ksa 

dh lwph jgrh gS] ftUgsa cuk;k] izkIr fd;k] Hkstk] ikdZ fd;k] cUn fd;k x;k gS vFkok yfEcr ¼Created, Received, Sent, 

Parked, Closed or Pending½ gS) 
 

To generate the Departmental Summary report, user has to perform the following steps (foHkkxh; lkjkWa'k fjiksVZ 

cukus ds fy, mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Departmental Summary link under the Reports section (Reports [k.M ds vUrxZr Departmental Summary 

fyad fDyd djsa): 
 

As a result, Download dialogue box appears, as shown in Fig.eFile.251 (ifj.kkeLo:i 
Download MkW;ykx ckWDl izdV gksrk gS] tSlkfd fp=-eFile.251 esa iznf'kZr gS): 

 
Fig.eFile.251 (fp=-eFile.251) 

 

2. This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the report. (bl 

MkW;ykx ckWDl esa rhu cVu gSa &  Open, Save vkSj Cancel. mi;ksxdrkZ }kjk fjiksVZ ds voyksdu gsrq mi;qDr fodYi dk 

mi;ksx fd;k tk ldrk gS) 
 

As a result, the Departmental Summary report displays the details of all the Files and Receipts in the department, 
as shown in Fig.eFile.252 (QyLo:i] Departmental Summary fjiksVZ foHkkx esa leLr i=kofy;ksa vkSj izkfIr;ksa ds 

fooj.k n'kkZrh gS] tSlkfd fp=-eFile.252 esa iznf'kZr gS): 
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Fig.eFile.252 (fp=-eFile.252)

161



 

 

Reminder (Diary of Active Follow Ups) Report (vuqLekjd ¼lfdz; QkWyks vIl dh Mk;jh½ fjiksVZ) 
 

This generates a PDF report that contains a list of all the active reminders which has been set against the dispatched 
issues by the user between two specified dates. (blls ,d PDF fjiksVZ mRiUu gksrh gS ftlesa mu leLr lfdz; 

vuqLekjdksa dh lwph jgrh gS ftls izsf"kr eqn~nksa ds lkis{k mi;ksxdrkZ }kjk nks fufnZ"V frfFk;ksa ds chp fu/kkZfjr fd;k x;k 

gS) 
To generate the Reminder report, user has to perform the following steps (Reminder report cukus ds fy, 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Reminder (Diary for Active follow ups) Report link under the Reports section. (Reports [k.M ds vUrxZr 

Reminder (Diary for Active follow ups) Report  fyad fDyd djsa) 
 

As a result, Reminder (Diary for Active follow ups) Report screen appears, as shown in Fig.eFile.253 (QyLo:i 

Reminder (Diary for Active follow ups) Report Ldzhu izdV gksrh gS] tSlkfd fp=-eFile.253 esa fn[kk;k x;k gS): 

 
Fig.eFile.253 (fp=-eFile.253) 

 

2. Provide   the information   for   the  necessary  filter  and   fields   like   ‘From   and  To’   and   click  the   Submit 
(                 ) button (Fig.eFile.253). (fQYVj vkSj QhYM~l ds fy, vko';d lwpuk;sa ;Fkk From vkSj To iznku djsa rFkk 

Submit   (Submit) cVu fDyd djsa ¼fp=-eFile.253½) 

 
3. As a result, the report will be generated and displays the details of all the active follow ups for the letters dispatched 

by the user between the two specified dates and parameters as shown in Fig.eFile.254 (QyLo:i fjiksVZ mRiUu gks 

tk;sxh vkSj ekin.Mksa rFkk mi;ksxdrkZ }kjk nks fufnZ"V frfFk;ksa ds chp izsf"kr i=ksa ds fy, lfdz; QkWyks&vIl ds fooj.k 

n'kkZrh gS] tSlkfd fp=-eFile.254 esa fn[kk;k x;k gS): 
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Fig.eFile.254 (fp=-eFile.254) 
 
 
 
Reminder (Diary for Active and Closed Follow Ups) Report (vuqLekjd ¼lfdz; rFkk cUn QkWyks vIl dh Mk;jh½ fjiksVZ) 
 

This generates a PDF report that contains a list of all the active reminders which has been set against the dispatched 

issues by the user between two specified dates. (blls ,d PDF fjiksVZ mRiUu gksrh gS ftlesa mu leLr lfdz; rFkk 

cUn vuqLekjdksa dh lwph jgrh gS ftls izsf"kr eqn~nksa ds lkis{k mi;ksxdrkZ }kjk nks fufnZ"V frfFk;ksa ds chp fu/kkZfjr fd;k 

x;k gS) 
 

 
 

 
The output will include the details of all the follow ups (Active or Closed) made by the user between the two specified 
dates and parameters as shown in Fig.eFile.255. (izfrQy esa izsf"kr eqn~nksa ds lkis{k ekin.Mksa rFkk mi;ksxdrkZ }kjk nks 

fufnZ"V frfFk;ksa ds chp fu/kkZfjr leLr  QkWyks&vIl ¼lfdz; vFkok cUn½ dk fooj.k izkIr gksrk gS] tSlkfd fp=-eFile.255 

esa fn[kk;k x;k gS) 

Refer to Reminder (Diary of Active Follow Ups) Report link under Reports section for the process. (izfdz;k 

ds fy, Reports [k.M ds vUrxZr Reminder (Diary of Active Follow Ups) Report fyad lUnfHkZr djsa) 
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Fig.eFile.255 (fp=-eFile.255) 
 
 
Reminder (Follow Ups For After Reply Due Date) Report (vuqLekjd ¼fu;r frfFk ds i'pkr izkIr mRrjksa gsrq QkWyks vIl½ 

fjiksVZ) 
 

This generates a PDF report that contains a list of all the reminders whose reply is received after the specified due 

date. (blls ,d PDF fjiksVZ mRiUu gksrh gS ftlesa mu leLr vuqLekjdksa dh lwph jgrh gS ftuds mRrj fu;r frfFk ds 

ckn izkIr gq, gSa) 
 

 
 

The output will include the details of all the follow ups (Closed) whose reply is received after the due date made by 
the user between the two specified dates and parameters as shown in Fig.eFile.256 (izfrQy esa ekin.Mksa rFkk mi;ksxdrkZ 

}kjk nks fufnZ"V frfFk;ksa ds chp fu/kkZfjr leLr QkWyks&vIl ¼cUn½ dk fooj.k izkIr gksrk gS] ftuds mRrj fu;r frfFk ds 

i'pkr izkIr gq, gSa] tSlkfd fp=-eFile.255 esa fn[kk;k x;k gS) 

Refer, for input screen, Reminder (Diary of Active Follow Ups) Report link under Reports section for the  
process. (Input screen ds fy, lanfHkZr djsa] izfdz;k ds fy, Reports [k.M ds vUrxZr Reminder (Diary of Active 

Follow Ups) Report fyad lUnfHkZr djsa) 
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Fig.eFile.256 (fp=-eFile.256) 

Reminder (Follow Ups For Before Reply Due Date) Report (vuqLekjd ¼fu;r frfFk ls iwoZ izkIr mRrjksa gsrq QkWyks vIl½ 

fjiksVZ) 
This generates a PDF report that contains a list of all the reminders whose reply is received before the specified due 

date. (blls ,d PDF fjiksVZ mRiUu gksrh gS ftlesa mu leLr vuqLekjdksa dh lwph jgrh gS ftuds mRrj fu;r frfFk ds 

iwoZ izkIr gq, gSa) 
 

 
The output will include the details of all the follow ups (Closed) whose reply is received before the due date made by 
the user between the two specified dates and parameters as shown in Fig.eFile.257. (izfrQy esa ekin.Mksa rFkk mi;ksxdrkZ 

}kjk nks fufnZ"V frfFk;ksa ds chp fu/kkZfjr leLr QkWyks&vIl ¼cUn½ dk fooj.k izkIr gksrk gS] ftuds mRrj fu;r frfFk ds 

iwoZ izkIr gq, gSa] tSlkfd fp=-eFile.257 esa fn[kk;k x;k gS) 

 
Fig.eFile.257 (fp=-eFile.257)

Refer, for input screen, Reminder (Diary of Active Follow Ups) Report link under Reports section for the 
process. (Input screen ds fy, lanfHkZr djsa] izfdz;k ds fy, Reports [k.M ds vUrxZr Reminder (Diary of Active 

Follow Ups) Report fyad lUnfHkZr djsa) 
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Fig.eFile.259 

 

 

File Pendency (i=koyh yEcu) 
This selection generates PDF Report of Files which are pending with sections in the department. (blds p;u ls mu 

i=kofy;ksa dh PDF Report mRiUu gksrh gS] tksfd foHkkx ds vuqHkkxksa esa yfEcr gSa) 
 

To generate the File Pendency Report, user has to perform the following steps (i=koyh yEcu fjiksVZ cukus ds fy, 

mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the File Pendency link under the Report section. (Report [k.M ds vUrxZr File Pendency fyad fDyd djsa) 
 

As a Result, the Pendency Report screen appears, as shown in F i g . e F i l e .258 (blls  Pendency fjiksVZ Ldzhu 

izdV gksxh] tSlkfd fp=-eFile.258 esa iznf'kZr gS): 

 
Fig.eFile.258 (fp=-eFile.258) 

 

2. Provide the information for the filters and click the Submit (                 ) button (Fig.eFile.258). (fQYVlZ ds fy, 

lwpuk;sa iznku djsa vkSj Submit   (Submit) cVu fDyd djsa  ¼fp=-eFile.258½) 
 

As a result, Total no. of pending files appears Section wise, as shown in Fig.eFile.259 (blds QyLo:i] vuqHkkx 

okj yfEcr i=kofy;ksa dh dqy la[;k izdV gksrh gS] tSlkfd fp=-eFile.259 esa iznf'kZr gS): 
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3. Click against any department name to view further details of the pendency of the users in that section as shown   in 
Fig.eFile.260 (fdlh vuqHkkx esa mi;ksxdrkZvksa ds Lrj ij yEcu ds vxzsrj fooj.kksa ds voyksdu gsrq ml foHkkx ds uke 

ds lEeq[k fDyd djsa] tSlkfd fp=-eFile.260 esa iznf'kZr gS): 

 
Fig.eFile.260 (fp=-eFile.260) 

4. User may click on any of the numbers to view the corresponding details of the file and also can take a print   at 
any screen using the Print Button as shown in Fig,eFile.260. Under this section the reports are generated based 
on Month-wise data. (mi;ksxdrkZ i=koyh ds izklafxd fooj.kksa ds voyksdu gsrq fdlh Hkh vad ij fDyd dj 

ldrk gS vkSj fdlh Ldzhu ij Print cVu dk mi;ksx djds fizaV&vkmV ys ldrk gS] tSlkfd fp=-eFile.261 esa 

iznf'kZr gS) 
PUC Pendency (fopkjk/khu dkxt yEcu) 

 

This selection generates Report of Receipts which are pending with sections in the department. (blds p;u ls 

foHkkx ds vuqHkkxksa esa yfEcr Receipts dh fjiksVZ l`ftr gksrh gS) 
 

 
 

Reports under Dispatch Section (fMLiSp [k.M ds vUrxZr fjiksVZ~l): 
 
 

Dispatch (Section Wise) (fMLiSp ¼vuqHkkx&okj½) 
 

This selection generates a PDF report that contains a list of all the Letters which has been dispatched by the section 

between two specified dates. (bldk p;u ,d PDF fjiksVZ mRiUu djrk gS] ftlesa mu leLr i=ksa dh lwph gksrh gS] 

tksfd nks fufnZ"V frfFk;ksa ds chp izsf"kr fd;s x;s gSa) 
 

To generate the Dispatch report, user has to perform the following steps (Dispatch fjiksVZ cukus ds fy, mi;ksxdrkZ 

}kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Dispatch (Section Wise) link under the Reports section. (Reports [k.M ds vUrxZr Dispatch (Section Wise) 

fyad fDyd djsa)

Refer, File Pendency Report link under Reports section for the process. (izfdz;k ds fy, Reports [k.M ds vUrxZr 

File Pendency Report fyad lUnfHkZr djsa) 
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As a result, Dispatch Section Wise report screen appears, as shown in Fig.eFile.261 (QyLo:i Dispatch Section Wise 

report Ldzhu izdV gksxh] tSlkfd fp=-eFile.261 esa iznf'kZr gS): 

 
Fig.eFile.261 (fp=-eFile.261) 

 

4. Provide the information  for the necessary filter  and  fields  like  ‘From, To and  Category’  and  click the Submit 

( ) button (Fig.eFile.261). (vko';d fQYVj vkSj QhYM~l ;Fkk From, To vkSj  Category ds fy, lwpuk;sa 

iznku djsa vkSj Submit   (Submit) cVu fDyd djsa  ¼fp=-eFile.261½) 
5. As a result, the Dispatch (Section Wise) report is saved at the specified location in Pdf format. Now, when the user 

opens the report, details of all the letters dispatched by the section are generated between the two specified dates 
and parameters as shown in Fig.eFile.262 ()QyLo:i] Dispatch (Section Wise) fjiksVZ PDF Lo:i esa fufnZ"V LFkku ij 

lqjf{kr gks tkrh gSA  blds i'pkr tc mi;ksxdrkZ }kjk fjiksVZ [kksyh tkrh gS rks fu/kkZfjr ekin.Mksa vkSj nks fufnZ"V 

frfFk;ksa dh chp dh vof/k esa vuqHkkx }kjk izsf"kr fd;s x;s i=ksa ds fooj.k mRiUu gks tkrs gSa] tSlkfd fp=-eFile.262 esa 

iznf'kZr gS: 

 
 

Fig.eFile.262 (fp=-eFile.262)
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Dispatch Report (Dispatch No. Wise) 

This selection generates a PDF report that contains a list of Dispatches made by the users organization unit  with 

Fig.eFile.264 

 

 

respect to the Dispatch Number generated in the files. (bldk p;u ,d PDF fjiksVZ mRiUu djrk gS] ftlesa 

mi;ksxdrkZ laxBu bdkbZ }kjk leLr izs"k.k dh lwph i=kofy;ksa esa l`ftr fMLiSp uEcj okj gksrh gSa) 
 

To generate this report, user has to perform the following steps (;g fjiksVZ cukus ds fy, mi;ksxdrkZ }kjk 

fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

Click the Dispatch Report (Dispatch No. Wise) link under Reports (Reports [k.M ds vUrxZr Dispatch Report  

(Dispatch No  Wise) fyad fDyd djsa). 
 

After filling the details click on the Submit Button as shown in Fig.eFile.263 (fooj.k Hkjus ds i'pkr Submit cVu 
fDyd djsa tSlkfd fp=-eFile.263 esa n'kkZ;k x;k gS) 

 
Fig.eFile.263 (fp=-eFile.263) 

As a result, the PDF report gets generated with details as shown as (QyLo:i iznf'kZr fooj.kksa lfgr  PDF fjiksVZ 
cu tkrh gS]): 
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Dispatch Report (Receipt No. Wise) 

This selection generates a PDF report that contains a list of Dispatches made by the users organization unit  with 

Fig.eFile.266 

 

 

respect to the Dispatch Number generated in the Receipts. (bldk p;u ,d PDF fjiksVZ mRiUu djrk gS] ftlesa 

mi;ksxdrkZ laxBu bdkbZ }kjk leLr izs"k.k dh lwph Receipts esa l`ftr fMLiSp uEcj okj gksrh gSa) 
To generate this report, user has to perform the following steps (;g fjiksVZ cukus ds fy, mi;ksxdrkZ }kjk 

fuEuor~ fdz;k;sa fd;k tkuk gksxk%): 
Click the Dispatch Report (Receipt No. Wise) link under Reports. (Reports [k.M ds vUrxZr Dispatch Report  

(Receipt No  Wise) fyad fDyd djsa) 
After filling the details click on the Submit Button as shown in Fig.eFile.265 (fooj.k Hkjus ds i'pkr Submit cVu 
fDyd djsa tSlkfd fp=-eFile.265 esa n'kkZ;k x;k gS) 

 
Fig.eFile.265 

As a result, the PDF report gets generated with details as shown  as (QyLo:i iznf'kZr fooj.kksa lfgr  PDF fjiksVZ 
cu tkrh gS): 
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Settings (lsfVaXl) 
This section helps the user to change the preferences/settings in eFile application. The Setting section incorporates 
following modules for the user (;g [k.M mi;ksxdrkZ dks eFile application esa izkFkfedrk;sa@lsfVaXl ifjofrZr djus dh lqfo/kk 

nsrk gSA Setting [k.M esa mi;ksxdrkZds fy, fuEufyf[kr ekWM~;wYl gSa): 
 

 
Fig.eFile.267 (fp=-eFile.267) 

 

Preferences (izkFkfedrk;sa%): 
 

This module facilitates the user to change the general preferences and customize the application as per user 
requirement as shown in Fig.eFile.268. (;g ekWM~;wy mi;ksxdrkZ dks lkekU; izkFkfedrk;sa ifjofrZr djus vkSj ,Iyhds'ku 

dks mi;ksxdrkZ dh vko';drkvksa ds vuqlkj vuqdwfyr ¼customize½ djus dh lqfo/kk nsrk gS] tSlkfd fp=-eFile.268 esa 
iznf'kZr gS) 

 
Preferences module is divided into following sections (Preferences ekWM~;wy fuEu [k.Mksa esa foHkDr gS): 

 
o General Settings : It helps the user to modify the General Settings like (;g mi;ksxdrkZ dks lkekU; lsfVaXl 

cnyus esa lgk;rk djrk gS): 
 

▪ Max # of records/page: Refers to numbers of records that listed in a page (bldk rkRi;Z gS fdlh ,d i`"B 

ij lwphc0 vf/kDre fjdkzMZ~l dh la[;k) 
 

▪ Auto Save Duration: Refers to set mode into Auto save while making any note in eFile Application (bldk 

rkRi;Z gS eFile Application esa uksV cukrs le; mlds Lo;aeso lqjf{kr gksrs jgus dh lfsVax) 
 

o Alert Settings: It helps the user to set alerts on Mobile, Email, Both or None. (;g mi;ksxdrkZ dks eksckby] 

bZ&esy] nksuksa vFkok fdlh ij ugha] ,yVZ lsV djus dh lqfo/kk iznku djrk gS)
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o List View Settings: It helps the user to change the default view mode of Files/Receipts. User can set it to 
Electronic view, physical view or Default view which comprises of both. (;g mi;ksxdrkZ dks 

i=kofy;ksa@izkfIr;ksa ¼Files/Receipts½ ds default view mode lsV djus dh lqfo/kk nsrk  gSA  

mi;skxdrkZ Electronic view, physical view vFkok  Default view lsV dj ldrk gS] ftlesa nksuksa gh 

gksrs gSa) 
 

o DSC Settings: It helps the user to view the current status of DSC installed to his/her account (if any). (;g 
mi;ksxdrkZ dks mlds ,dkmUV ¼;fn gks rks½ ij LFkkfir fMftVy flXuspj lfVZfQdsV dh ekStwnk fLFkfr ns[kus dh 

lqfo/kk nsrk gS) 
 

o Editor Setting: It helps the user to customize the File inner page setting as per requirement. User can set the 
Font Size of noting editor. And can set the expanded view of Noting or Draft as per requirement. (;g mi;ksxdrkZ 

dk vko';drkuqlkj i=koyh ds vkUrfjd i`"Bksa dh lsfVax dks vuqdwfyr djuss dh lgk;rk nsrk gSA mi;ksxdrkZ 

uksfVax ,fMVj ds QkWaV dk vkdkj cny ldrk gS rFkk vko';drkuqlkj uksfVax vFkok vkys[k dk foLr`r n`'; lsV 

dj ldrk gS) 
 

o Correspondence View Setting: User can set the correspondence view size and type as per the requirement. 
(mi;ksxdrkZ i=kpkj n`'; vkdkj lsV dj ldrk vko';drkuqlkj vkSj Vkbi dj ldrk gS) 

 
To change the settings, user has to perform the following steps (lsfVaxl cnyus ds fy, mi;ksxdrZk }kjk fuEuor~ 

fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Preferences Link under Settings section (Settings [k.M ds vUrxZr Preferences fyad fDyd djsa) 
 

As a result, Preferences page appear, as shown in  Fig.eFile.267 (blds QyLo:i Preferences i`"B izdV gksxk 

tSlkfd fp=-.eFile.267 esa n'kkZ;k x;k gS): 

 

 
Fig.eFile.268 (fp=-eFile.268) 

 

2.   Click the Save ( ) Button to save the altered changes. (fd;s x;s ifjorZuksa dks lqjf{kr djus ds fy, 

Save (Save) cVu fDyd djsa)

172



 

 

Address Book: 
This module facilitates the user to create the group and add new contact/user into that group which helps the user 

while diarizing of a correspondence. (;g ekWM~;wy mi;ksxdrkZ dks ,d lewg cukus vkSj lewg esa u;s lEidZ@mi;ksxdrkZ 

tksM+us dh lqfo/kk iznku djrk gS tksfd mi;ksxdrkZ dks i=kpkj dks Mk;jhd`r djus esa lgk;rk iznku djrk gS) 
 

To create Group and add users to the group, user has to perform the following steps (lewg cukus vkSj lewg 

esa mi;ksxdrkZvksa dks tksM+us ds fy, mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the Address Book Link under Settings section. (Settings [k.M ds vUrxZr Address Book fyad fDyd djsa) 
 

As a result, new window appears as shown in Fig.eFile.269 (blds QyLo:i ,d ubZ foUMks izdV gksxh] tSlkfd fp=-eFile.269 
esa iznf'kZr gS): 
 

 
Fig.eFile.269 (fp=-eFile.269) 

 
2. Click the Add New Group ( ) button, as a result new window appears. Enter the Group name 

and click the Save button, as shown in Fig.eFile.270: 
 

 
Fig.eFile.270 (fp=-.eFile.270) 

 
 

As a result, a new group is created (blds QyLo:i ,d u;k lewg cu tk;sxk) 
 

Now to add users to the created group (vc cus gq, lewg esa mi;ksxdrkZvksa dks tksM+uk): 
 

1. Click the Group in which user is required to be added up, as shown in Fig.eFile.271 (ftl lewg esa mi;ksxdrkZ 

dks tksM+k tkuk gS mls fDyd djsa] tSlkfd fp=-eFile.271 esa iznf'kZr gS): 
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Fig.eFile.271 (fp=-.eFile.271) 

 
 

2. Click the Add  New  Contact ( ) button (Fig.eFile.269), as a result, user info    page appears, 
shown in Fig.eFile.272 (Add New Contact (Add New Conta) cVu ¼fp=-.eFile.269½ fDyd djsa] blls mi;ksxdrkZ 

lwpuk i`"B ¼user info page½ izdV gksxk] tSlkfd fp=-eFile.272 esa iznf'kZr gS): 
 

 
Fig.eFile.272 (fp=-.eFile.272) 

 
 

3. Fill the required metadata and Click the Save button (Fig.eFile.272). (vko';d esVkMkVk Hkjsa vkSj Save cVu fp=-

eFile.272½ fDyd  djsa) 

 
As a result, the user gets added up in the selected group. (blds QyLo:i mi;ksxdrkZ] p;fur lewg esa tqM+ tk;sxk)
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User Groups (mi;ksxdrkZ lewg): 
This module facilitates the user to create a group and add user list to that created group which helps the user 
while sending a Receipt/File to list of selected users or to a group which comprises of contained user list. (;g 
ekWM~;wy mi;ksxdrkZ dks ,d lewg cukus vkSj ml cuk;s x;s lewg esa mi;ksxdrkZ lwph tksM+us dh lqfo/kk iznku djrk 

gS ftlls mi;ksxdrkZ dks p;fur lwphc) mi;ksxdrkZvksa vFkok ml lewg dks ftlesa mi;ksxdrkZ lwph fufgr gS] dks 

Receipt/File izsf"kr djrs le; lqfo/kk izkIr gksrh gS) 
 

To create User Group and add users to the group, user has to perform the following steps (mi;ksxdrkZ lewg 

cukus vkSj lewg esa mi;ksxdrkZvksa dks tksM+us gsrq mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk): 
 

1. Click the User Groups Link under Settings section. (Settings [k.M ds vUrxZr User Groups fyad fDyd djsa) 
 

As a result, Create Group page appears, as shown in Fig.eFile.273 (blds QyLo:i Create Group i`"B izdV gksx] 

tSlkfd fp=-eFile.273 esa iznf'kZr gS): 
 

 
Fig.eFile.273 (fp=-.eFile.273) 

 

2. Click the Create Group button (Fig.eFile.273), as a result new window appears, as shown in Fig.eFile.274 
(Creat Group  cVu (fp=-eFile.273) fDyd djsa] ftlls ,d ubZ foUMks izdV gksxh] tSlkfd fp=-eFile.274 esa iznf'kZr 

gS): 
 

 
Fig.eFile.274 (fp=-.eFile.274) 

 

3. Enter the Group name and description (if any), click the Create button (Fig.eFile.274). (lewg dk uke vkSj 

fooj.k ¼;fn dksbZ gks½ ntZ djsa vkSj Create cVu (fp=-eFile.274) fDyd djsa) 
 

As a result, a new group is created. (blds QyLo:i ,d u;k lewg cu tk;sxk) 
 

Now to add users to the created group (vc cus gq, lewg esa mi;ksxdrkZvksa dks tksM+uk): 
 

1. Click the Group in which user is required to be added up, as shown in Fig.eFile.275 (ftl lewg esa mi;ksxdrkZ 

dks tksM+k tkuk gS mls fDyd djsa] tSlkfd fp=-eFile.275 esa iznf'kZr gS): 
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Fig.eFile.275 (fp=-eFile.275) 

 

2. Select the users from the list which needs to be added up in the selected group and click the Save button, shown in 
Fig.eFile.276 (lwph esa ls mu mi;ksxdrkZvksa dks pqusa] ftUgsa p;fur lewg esa tksM+k tkuk gS rFkk Save cVu fDyd djsa] 

tSlkfd (fp=-eFile.276) esa n'kkZ;k x;k gS): 
 

 
Fig.eFile.276 (fp=-eFile.275) 

 
As a result, the user gets added up in the selected group. (blls mi;ksxdrkZ p;fur lewg esa tqM+ tk;axsA) 
 
 

Deactivate DSC (Mh-,l-lh- fuf"dz; djsa): 
 

User can Deactivate/Delete the DSC enrollment through Deactivate link and for Activation link Activate can be 
used. User can also check the history of registered DSC by clicking the History link, as shown in the Fig.eFile.277 
(mi;ksxdrkZ fMftVy flXuspj ukekadu dks Deactivate fyad ls fuf"dz;@foyksfir dj ldrs gSa rFkk lfdz; djus ds 

fy, Activation fyad mi;ksx fd;k tk ldrk gSA  mi;ksxdrkZ History fyad dks fDyd djdsa iathd`r Mh-,l-lh- dk 

iwoZ o`Rrkar Hkh ns[k ldrs gSa] tSlkfd fp=-eFile.277 esa iznf'kZr gS): 
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Fig.eFile.277 (fp=-eFile.277) 

Transfer (LFkkukUrj.k) 
 

Only Admin has access to this module. In case, an employee is transferred, Admin can transfer his/her data (Files/ 
Receipts) from his/ her account to any other particular employee’s account. Then onwards the transferred data will   be 
worked upon and handled by that employee. (dsoy iz'kkld dks gh bl ekWM~;wy rd igqWp gSA  ;fn dksbZ dehZ LFkkukUrfjr 

gks tkrk gS] iz'kkld mldk MkVk ¼i=kofy;kWa@izkfIr;kW½ mlds ,dkmUV ls fdlh vU; fof'k"V dehZ ds ,dkmUV esa LFkkukUrfjr 

dj ldrk gSA  rc blds i'pkr LFkkukUrfjr MkVk mDr dehZ }kjk O;og`r vkSj ml ij dk;Z fd;k tk ldsxk) 
 

 
 

Search Privileges ([kkst fo'ks"kkf/kdkj) 
 
Admin can set the privileges for search process. Privileges can be set separately for Physical and Electronic Files, Receipts 
and Dispatch. (iz'kkld [kkst izfdz;k ds fy, fo'ks"kkf/kdkj fu/kkZfjr fd;s tk ldrs gSaA  HkkSfrd vkSj bysDVªkfud i=kofy;ksa] 

izkfIr;ksa vkSj fMLiSp ds fy, i`Fkd fo'ks"kkf/kdkj fu/kkZfjr fd;s tk ldrs gSa) 
 

Search will  be now based  on  Search Scope  and  Action Scope. Both Search Scope and Action Scope can be 

categorized as follows (vc [kkst Search Scope  ¼[kkst dh lhek½ rFkk Action Scope ¼dk;Zokgh dh lhek½ ij vk/kkfjr gksxhA  

Search Scope rFkk Action Scope dks fuEuor~ oxhZd`r fd;k tk ldrk gS): 
 

• Individual- (Search for Sent records is not required, only current location of the record is required).( ¼izsf"kr fjdkM~Zl 

ds fy, [kkst dh vko';drk ugha gS] ek= fjdkMZ dh ekStwnk fLFkfr okWfNr gS½) 
 

• Section (within the unit) - (Search for Sent records is not required, only current location of the record is required). 
(¼bdkbZ ds vUnj½ & ¼izsf"kr fjdkM~Zl ds fy, [kkst dh vko';drk ugha gS] ek= fjdkMZ dh ekStwnk fLFkfr okWfNr gS½) 

 
• Individual Hierarchy Downline - (Search for Sent records is not required, only current location of the record is 

required) (¼izsf"kr fjdkM~Zl ds fy, [kkst dh vko';drk ugha gS] ek= fjdkMZ dh ekStwnk fLFkfr okWfNr gS½) 
 

• Section Hierarchy Downline - (Search for Sent records is not required, only current location of the record is 
required) (¼izsf"kr fjdkM~Zl ds fy, [kkst dh vko';drk ugha gS] ek= fjdkMZ dh ekStwnk fLFkfr okWfNr gS½) 

 
• Department - (Search for Sent records is not required, only current location of the record is required). (¼izsf"kr fjdkM~Zl 

ds fy, [kkst dh vko';drk ugha gS] ek= fjdkMZ dh ekStwnk fLFkfr okWfNr gS½) 

Refer to Transfer process. ( LFkkukUrj.k izfdz;k ¼Transfer process½ lUnfHkZr djsa) 
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• Global - (across all the units)- (Search for Sent records is not required, only current location of the record is 
required) ¼lHkh bdkb;ks esa½& ¼izsf"kr fjdkM~Zl ds fy, [kkst dh vko';drk ugha gS] ek= fjdkMZ dh ekStwnk fLFkfr 

okWfNr gS½ 
 

The steps to set the search privileges for a department are as under (fdlh foHkkx ds fy, [kkst fo'ks"kkf/kdkj fu/kkZfjr 

fd;s tkus ds fy, dh tkus okyh fdz;k;sa fuEuor~ gSa): 

 
1. Click the Search Privilege link as shown in the Fig.eFile.278: 
     (Search Privilege fyad fDyd djsa] tSlkfd fp=-eFile.278 esa iznf'kZr gS) 

 

 
Fig.eFile.278 (fp=-eFile.278) 

 
2. Choose the required Scope (Search and Action) setting for Physical or Electronic Niles/Receipts from the dropdown 
(Fig.eFile.278). (MªkWiMkmu ¼fp=-eFile.278½ ls HkkSfrd vFkok bysDVªkfud i=kofy;ksa@izkfIr;ksa ds fy, okWafNr Ldksi (Search and 

Action) pqusa) 

4. Click the Save button to save the search settings. ([kkst dh lsfVaXl lqjf{kr djus ds fy, Save cVu fDyd djsa) 
 

A user can view: Search Privilege History : (mi;ksxdrkZ Search Privilege History ns[k ldrk gS) 

It shows the history of Search Settings as shown in Fig.eFile.279 (;g  [kkst dh lsfVaXl ¼Search Settings½ dk o`Rrkar iznf'kZr 

djrk gS tSlkfd fp=-eFile.279 esa n'kkZ;k x;k gS): 
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Fig.eFile.279 (fp=-eFile.279)
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Notification (uksfVfQds'ku)

User can view the status of all the reminders set by him on the dispatched documents. Reminders can be viewed by 
clicking on the Dispatch Followups tab under notification as shown (mi;ksxdrkZ izsf"kr nLrkostksa gsrq mlds }kjk fu/kkZfjr

lHkh vuqLekjdksa dh fLFkfr dk voyksdu dj ldrk gSA  vuqLekjdksa dks] tSlkfd fn[kk;k x;k gS] notification ds vUrxZr

Dispatch Followups VSc dks fDyd djds ns[kk tk ldrk gS):

Fig.eFile.280 (fp=-eFile.280)

Clicking on the Dispatch Followups, will display all the reminders set by the user with the history of the reminders. 
(Dispatch Followups fDyd djus ij mi;ksxdrkZ }kjk fu/kkZfjr lHkh vuqLekjd] muds o`Rrkar lfgr iznf'kZr gksaxs)

Fig.eFile.281 (fp=-eFile.281)

Refer to Reminder Process section.( Reminder Process [k.M lUnfHkZr djsa)
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Search ([kkst) 
Search section helps the user to search the File(s)/Receipt(s) or any Dispatched issue from within the 
Section/Global/Hierarchal view. (Search [k.M mi;ksxdrkZ dks vuqHkkx@oSf'od@inkuqdze n`'; ds vUnj ls 

i=kofy¼;ksa½@izkfIr¼;ksa½ vFkok fdlh izsf"kr fcUnq dks [kkstus esa lgk;rk nsrk gS) 
 

There are basically 2 different types of search that user can perform (ekSfyd :i ls 2 fofHkUu izdkj dh [kkst gSa] 

tks mi;ksxdrkZ }kjk iz;ksx esa  ykbZ tk ldrh gSa): 
 

• Module search (ekWM~;wy [kkst) 

• Advanced Search (mUur [kkst) 
 

Let’s learn about these types one by one (vkb;sa buds ckjs esa ,d ,d djds lh[ksa): 
 

Module Search (ekWM~;wy [kkst) 
This type of search allows the user to search the Receipt/File/Dispatch from within the application module only. (bl 

izdkj dh [kkst mi;ksxdrkZ dks dsoy ,Iyhds'ku ekWM~;wy dh lhek esa gh Receipt/File/Dispatch [kkstus dh vuqefr nsrh gS) 
 

For example – To find any receipt lying under Receipt inbox, user first has to select Receipt Inbox module and then 
can search for that particular receipt. If in case user has selected Receipt inbox module and searching any File or any 
receipt which is not in receipt inbox, then Module Search won’t allow the user to give the required result. (mnkj.k Lo:i 

& Receipt inbox esa ekStwn fdlh izkfIr dks [kkstus ds fy, mi;ksxdrkZ dks igys Receipt Inbox ekWM~;wy pquuk gksxk vkSj 

rRi'pkr og mDr fof'k"V izkfIr dks [kkstus dh izfdz;k dj ldsxkA  ;fn mi;ksxdrkZ }kjk Receipt Inbox ekWM~;wy pquk 

x;k gS vkSj og dksbZ i=koyh vFkok vU; izkfIr [kkst jgk gS tksfd ml ekWM~;wy esa ugha gS rks Module Search mi;ksxdrkZ 

dks bfPNr ifj.kke ugha nsxk) 
 

For module search process, perform the following (Module search process ds fy, fuEu fdz;k;sa djsa): 
 

1. Select the application module from which the user want to search, as shown in Fig.eFile.282 (mi;ksxdrkZ ftl 

,Iyhds'ku ekWM~;wy esa ls [kkst djuk pkgrk gS] mls pqus tSlkfd fp=-eFile.282 esa n'kkZ;k x;k gS): 

 
Fig.eFile.282 (fp=-eFile.282) 

 

2. Type the receipt number in Module search field which user want to search, as we have   chosen Receipt Inbox 
module, and click the Search (            ) button as shown in Fig.eFile.283 ()pwWafd mi;ksxdrkZ }kjk Receipt Inbox ekWM~;wy 

pquk x;k gS blfy, Module search QhYM esa og receipt  la[;k Vkbi djsa] ftls mi;ksxdrkZ [kkstuk pkgrk gS] blds 

ckn Search () cVu fDyd djsa] tSlkfd fp=-eFile.283 esa iznf'kZr gS: 

 
Fig.eFile.283 (fp=-eFile.283) 

 

As a result, Search result appears, as shown in Fig.eFile.284 (blds QyLo:i [kkst dk ifj.kke izdV gks tkrk gS] 

tSlkfd fp=-eFile.284 esa iznf'kZr gS): 

 
Fig.eFile.284 (fp=-eFile.284) 
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If the searched file is received physically (P), then user first need to receive it by clicking on receive link, 
only then action can be performed further. 

(;fn [kksth xbZ i=koyh HkkSfrd(P) :i ls izkIr gqbZ gS rks mi;ksxdrkZ dks receive fyad dks fDyd djds igys 

mls izkIr djuk gksxk] vkSj rnqijkUr gh dksbZ vxzsrj fdz;k dh tk ldsxh) 

If the searched file is received electronically (E), then user can directly perform any action. 

(;fn [kksth xbZ i=koyh bysDVªkfud (E) :i ls izkIr gqbZ gS rks mi;ksxdrkZ lh/ks gh ml ij vxzsrj fdz;k dh 

tk ldrh gS) 
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Advance Search (mUur [kkst) 
 

SEARCHING FILES/RECEIPTS/DISPATCH [BY USER] (¼mi;ksxdrkZ }kjk½ i=kofy;kWa@izkfIr;kWa@fMLiSp [kkstuk) 
 

Search has been personalized and customized and has been divided into different section based on the Parameters ([kkst 

dks oS;fDrd`r vkSj vuqdwfyr fd;k x;k gS vkSj ekin.Mksa ds vk/kkj ij bls vyx&vyx [k.Mksa esa foHkkftr fd;k x;k gS): 
 

▪ Generic Search Parameters (lkekU; [kkst ekin.M) 
▪ Basic Search Parameters (ekSfyd [kkst ekin.M) 
▪ Advanced Search Parameters (mUur [kkst ekin.M) 

 

Generic Search Parameters- These parameters basically include filters that are configured by the eOffice Administrator at 
the application level. In addition, some user specific parameter(s) such as, Origin is also included in this section, based on 
which user can filter the records of the outside department (only in case of File(s)). (bu ekin.Mksa esa ewyr% fQYVlZ lfEefyr 

gksrs gSa ftUgsa bZ&vkWfQl iz'kkld }kjk ,Iyhds'ku ds Lrj ij vuqdwfyr fd;k x;k gSA  blds vfrfjDr mi;ksxdrkZ&fof'k"V 

ekin.M ¼user specific parameter½] tSlsfd bl [k.M esa mRifRr] dks Hkh lfEefyr fd;k x;k gS] ftlds vk/kkj ij mi;ksxdrkZ 

}kjk foHkkx ls ckgj ds fjdkMZ~l dks Hkh fQYVj fd;k tk ldrk gS ¼dsoy i=kofy;ksa dh n'kk esa½) 

 
Fig.eFile.285 (fp=-eFile.285) 

 

Basic Search Parameters- These parameters comprise of basic parameters based on which Files/Receipts/Dispatch are 
mostly searched. For example, Computer No., File No., Subject in case of Files/receipts and Dispatch No., Sent To and 
Subject in case of Dispatch. (bu ekin.Mksa esa ewyHkwr ekin.M lfEefyr gksrs gSa ftuds vk/kkj ij i=kofy;kWa@izkfIr;kWa@fMLiSp 

[kksts tkrs gSaA  mnkgj.kLo:i i=kofy;ksa@izkfIr;ksa ds ekeys esa dEI;wVj dzekWad] i=koyh dzekWad] fo"k; rFkk fMLiSp ds ekeys esa 

fMLiSp dzekWad] fdls Hkstk x;k rFkk fo"k;) 

 
File Basic Parameters Fig.eFile.286 (i=koyh ekSfyd [kkst ekin.M fp=-eFile.286) 

 
 

 
Receipt Basic Parameters Fig.eFile.287 (izkfIr;kWa ekSfyd [kkst ekin.M fp=-eFile.287) 

 
 

 
Dispatch Basic Parameters Fig.eFile.288 (fMLiSp ekSfyd [kkst ekin.M fp=-eFile.288)
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Advanced Search Parameters (mUur [kkst ekin.M)- These parameters all the advanced parameters such as File 
Heads.  

 
 

Classified, Action, Pervious & Later reference, etc in case of File module; Delivery Mode, Ref. Letter No., Diary 
Remarks, etc, in case of Receipt module and Dispatch Through, Dispatch Date, Language, etc, in case of Dispatch 
module. Advanced parameters are mainly used in case user is not sure   about exact details of 
Files/Receipts/Dispatch to be searched. ((;g lHkh ekin.M mUur ekin.M gSa tSlsfd i=koyh ekWM~;wy dh n'kk esa 

i=koyh 'kh"kZd] oxhZd`r] dk;Zokgh] iwoZ ,oa vuqorhZ lUnHkZ bR;kfn] izkfIr ekWM~;wy dh n'kk esa fMyhojh dk ek/;e] lUnHkZ 

i= la[;k] Mk;jh vH;qfDr bR;kfn rFkk fMLiSp ekM~;wy dh n'kk esa fMLiSp dk ek/;e] fMLiSp frfFk] Hkk"kk bR;kfnA  

mUur ekin.M eq[;r% ml n'kk esa mi;ksx fd;s tkrs gSa tc mi;ksxdrkZ [kksts tkus okyh i=koyh@izkfIr@fMLiSp ds 

okLrfod fooj.k ds ckjs esa vk'oLr ugha gS)) 
 
 

 
File Advanced Parameters Fig.eFile.289 (i=koyh mUur [kkst ekin.M  fp=-eFile.289) 

 
 
 

 
 

Receipt Advanced Parameters Fig.eFile.290 (izkfIr mUur [kkst ekin.M fp=-eFile.290)
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To use the search based on the aforesaid parameters, user can use the Advanced link in the application as follows (mijksDr 
ekin.Mksa ds vk/kkj ij [kkst djus ds fy, mi;ksxdrkZ }kjk Advanced fyad dk mi;ksx fuEuor~ fd;k tk ldrk gS): 
 

1. Click Advance link as shown in Fig.eFile.291 (fyad fDyd djsa tSlkfd fp=-eFile.291 esa fn[kk;k x;k gS): 
 

 
Fig.eFig.291 (fp=-eFile.291) 

 

2. Enter the Generic Search Parameters. (Generic Search Parameters ¼lkekU; [kkst ekin.M½ ntZ djsa) 
 

3. For Output fields, set the checkbox to TRUE for Computer no/File No/Subject/Path etc. (Output fields  ds fy, dEI;wVj 

dzekWad@i=koyh dzekWad@fo"k;@ekxZ bR;kfn ds fy, TRUE psd ckWDl lsV djsa) 
 
Only the checked fields will be viewed in the Search Output records. (Search Output records esa dsoy psd fd, x, QhYM~l 

gh ns[ks tk ldrs gSaA) 
 

 
 

4.   Click the Search Files                   button. ( Fig.eFile.291) (Search Files  (Search Files)  cVu fDyd djsa djsa ¼fp=-eFile.291½) 
 
As a result, the records get displayed as per the selected input parameters. User can perform the actions on the searched 
records by selecting the searched record and click the action accordingly (Fig.eFile.291). (blds QyLo:i p;fur buiqV 

ekin.Mksa ds vuq:i fjdkMZ~l iznf'kZr gks tkrs gSaA  mi;ksxdrkZ [kksts x;s fjdkMZ dks p;fur djds mu ij rn~uqlkj vxzsrj dk;Z 

dj ldrs gSA ¼fp=-eFile.291½)

Note: By Default (uksV % fMQkWYV :i ls):  

Some output fields will be marked as selected. If required user can select any of the Output fields as per 
the requirement. (dqN vkmViqV QhYM~l p;fur ds :i esa fpfUgr gksaxsA  vko';drkuqlkj mi;ksxdrkZ }kjk fdUgha 

vkmViqV QhYM~l dk p;u fd;k tk ldrk gS) 

Records will be searched based on Section Scope, displaying the location of the records, where ever it is 
currently lying in the application. (iz.kkyh esa tgkWa ij Hkh og rRle; ekStwn gSa] fjdkMZ~l dk LFkku fn[kkrs gq, fjdkMZ~l 

dh [kkst Section Scope ds vk/kkj ij gksxh) 
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Fig.2 fp=-2 

 

 

Closing / Reopening Process for Files (i=kofy;ksa ds cUn djus @ nksckjk [kksyus ds fy, izfdz;k) 
 
 

IMPLEMENTATION PROCESS FOR FILE CLOSING/REOPENING (i=koyh cUn djus @ nksckjk [kksyus ds fy, dk;kZUo;u 

izfdz;k) 
 

Process for File Closing (i=koyh cUn djus dh izfdz;k): 
 

1. Open the file from the file inbox and initiate the request for closing from the File Inner Page using the 
More→Close File→Send for Approval link from the menu bar. (i=koyh dks file inbox ls [kksysa vkSj esuw ckj ls 

More→Close File→Send for Approval fyad dk mi;ksx djrs gq, i=koyh vkUrfjd i`"B ¼File Inner Page½ ls i=koyh 

cUn djus ds fy, vuqjks/k 'kq: djas) 

 
Fig.1 (fp=-1) 

 
2. On clicking the Send for Approval link, user will be asked to provide mandatory remarks for initiating the closing 

process of the file and click on “send” button. A message asking for the confirmation will appear on user screen, 
click “OK”. (Send for Approval fyad fDyd djus ij i=koyh cUn djus ds fy, mi;ksxdrkZ ls vfuok;Z vH;qfDr iznku 

djus dk vkxzg fd;k tk;sxk] ftls iznku djus ds mijkUr “send” cVu fDyd djsaA  rRlEcU/kh iqf"V djus fo"k;d 

lans'k Ldzhu ij izdV gksxk] “OK” cVu fDyd dj nsa) 
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Fig.4 fp=-4 

 

 

 
3. An Alert message will appear confirming that the “Request for approval of File Closing has been sent.” Click “OK”. 

(,d ,yVZ lans'k ;g iqf"V djrs gq, fd “Request for approval of File Closing has been sent.”  izdV gksxk] “OK” cVu 
fDyd dj nsa) 

4. File(s) which have been submitted by the user for Closing Approval can be viewed from default sub- folder “Submitted 

Files for Closing Approval” in user File Inbox. (mi;ksxdrkZ }kjk ftu i=kofy;ksa dks i=koyh cUn fd;s tkus ds vuqeksnu 

gsrq izLrqr fd;k x;k gS] mUgsa mi;ksxdrkZ ds File Inbox esa fMQkWYV mi&QksYMj “Submitted Files for Closing Approval” 
ls ns[kk tk ldrk gSZ) 

 
Fig.3 (fp=-3) 

5. From “Submitted Files for Closing Approval” sub-folder, from “Status” column user can check the    status of the file(s) 
for which he had initiated the closing request and from “Action” column he can also “Cancel” that initiated request 
only if the Status of the file is shown as “Pending” and the file will move back to user File Inbox after filling the 
remarks. (ftl i=koyh dks cUn fd;s tkus dk vuqjks/k fd;k x;k gS mi;ksxdrkZ }kjk “Submitted Files for Closing 
Approval” mi&QksYMj ds “Status” dkWye ls mudh fLFkfr ns[kh tk ldrh gS vkSj ;fn mldh fLFkfr “Pending” 
¼yfEcr½ iznf'kZr gksrh gS rks ml vuqjks/k dks “Action” dkWye ls “Cancel” ¼fujLr½ fd;k tk ldrk gS rFkk vH;qfDr Hkjs 

tkus ds i'pkr i=koyh mi;ksxdrkZ ds File inbox esa okil pyh tk;sxh) 

 
Also, from “View Approvers” link, the user can view the names of all the user(s) who are having the Approver role in 
the section where the file was created. (blds vykok mi;ksxdrkZ “View Approvers” fyad ls mu leLr mi;ksxdrkZvksa 

ds uke ns[k ldrk gS tks ml vuqHkkx esa vuqeksnudrkZ dh Hkwfedk j[krs gSa] tgkWa i=koyh cukbZ xbZ Fkh) 

 

Note: By default, in the Section field, name of the Section will be displayed in which the file was created. 
(fVIi.kh % fMQkWYV :i esa] vuqHkkx QhYM esa og vuqHkkx iznf'kZr gksxk] ftlesa mls cuk;k x;k Fkk) 

Note: After Cancellation of the request, user has to again follow the complete process of request for 
closing approval to resubmit the request. (vuqjks/k fujLr gksus ds i'pkr i=koyh cUn djus ds vuqeksnu gsrq 

nksckjk vuqjks/k djus ds fy, lEiw.kZ izfdz;k dk ikyu fd;k tkuk gksxk) 
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6. The user(s) who is/are having the role of Approver by clicking on “Approval Requests” section in File module 
will be able to view all the request of closing/reopening sent to him/her for the files which were created by the 
Approver’s Section and are now initiated for closing/reopening by other user(s). (vuqeksnudrkZ dh Hkwfedk j[kus okys 

mi;ksxdrkZ File module esa “Approval Requests” [k.M esa fDyd djds mu i=kofy¼;ksa½ tksfd vuqeksnudrkZ ds 

vuqHkkx esa cukbZ xbZ Fkh vkSj vU; mi;ksxdrkZvksa }kjk mUgsa cUn djus@nksckjk [kksys tkus dk vuqjks/k fd;k x;k gS] 

mls Hksts x;s i=koyh cUn djus@ nksckjk [kksys tkus ds leLr vuqjks/k dks ns[k ldrk gS) 

 
 fp=-5 

7. After clicking on Approval Requests, User can Approve or Reject the request of closing/reopening of the file by 
providing mandatory remarks for the same. (Approval Requests dks fDyd djds mi;ksxdrkZ i=koyh cUn 

djus@nksckjk [kksys tkus ds vuqjks/k dks rRlEcU/k esa vfuok;Z vH;qfDr nsrs gq, vuqeksfnr@fujLr dj ldrk gS) 

 

 fp=-6 

8. Once the Approver, Approve or Rejects the file (vuqeksnudrkZ }kjk vuqeksnu nsus@fujLr djus ij i=koyh): 
 

8(a). History of the files which were Approved or Rejected is maintained in the Approval Requests module. (ftu 

i=kofy;ksa dks vuqeksfnr@fujLr fd;k x;k tkrk gS] mudk o`RrkWar Approval Requests ekWM~;wy esa j[kk tkrk gS) 
 

8(b).  The user  who had initiated the request  for closing  of  the file will be able to see the  Status as Approved 
or Rejected under his Inbox sub-folder “Submitted Files for Closing Approval”. (ftl mi;ksxdrkZ }kjk i=koyh dks 

cUn djus@nksckjk [kksys tkus dk vuqjks/k fd;k x;k gS] vuqjks/k ds vuqeksfnr gksus vFkok fujLr gksus dh fLFkfr og vius 

Inbox ds mi&QksYMj “Submitted Files for Closing Approval” esa ns[k ldrk gS)

Note: The file(s) in this sub-section will be only in Read-Only mode and no action can be performed in 
the file. (bl mi&[k.M esa i=kofy¼;kW½ dsoy Read-Only mode ¼ek= iBuh; :i esa½ gksaxh vkSj i=koyh esa dksbZ dk;Z 

ugha fd;k tk ldrk gSA) 

Fig.5  

Fig.6 
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Fig.9 

 

 

 
 fp=-7 

9. After getting the approval, the user then closes the file by clicking on “ Close”. (vuqeksnu izkIr gksus ds mijkUr 

mi;ksxdrkZ }kjk “Close” ij fDyd djds i=koyh cUn dj nh tkrh gS) 

 

 fp=-8 
 

10. The files which are closed by the user will be in the users “Closed Files” sub-section under “Closed” section in the 
File module. (mi;ksxdrkZ }kjk tks i=kofy;kWa cUn dh xbZ gSa] os mi;ksxdrkZ ds File module ds “Closed” [k.M ds 

“Closed Files” mi&[k.M esa jgsaxh) 

 

 

Fig.7 

Fig.8 
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Fig.11 

 

 

Process for File Reopening (i=koyh ds nksckjk [kksys tkus gsrq izfdz;k): 
 

1. If a file needs to be Re-open, user clicks the Closed Files sub section under Closed section in   the File module. 
(fdlh i=koyh ds nksckjk [kksys tkus dh vko';drk gksus ij mi;ksxdrkZ }kjk File module ds “Closed” [k.M ds 

“Closed Files” mi&[k.M dks fDyd fd;k tkrk gS) 
 

2. Select the appropriate file from the Closed Files sub section and click the Reopen link from the main menu bar 
to initiate the process of Reopening. (i=koyh ds nksckjk [kksys tkus dh izfdz;k vkjEHk djus gsrq “Closed Files” 
mi&[k.M ls mi;qDr i=koyh p;fur djsa vkSj eq[; esuw ckj ls Reopen fyad djsa) 

 

 

 fp=-10 

 

3. On clicking the Reopen link, user will be prompted ( Reopen fyad fDyd djus ij mi;ksxdrkZ dks izsfjr fd;k 

tk;sxk) : 
a. In case user is not having the approval for reopening the file, a message appears, “You are not 

privileged to reopen the file. Approval is required to reopen the file. Do you want to request for 
reopening approval?”  (;fn mi;ksxdrkZ dks i=koyh dks nksckjk [kksyus dk vuqeksnu izkIr ugha gS rks 

,d lans'k “You are not privileged to reopen the file. Approval is required to reopen the file. Do you 
want to request for reopening approval?” izdV gksxk)

Fig 10 
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b. If user selects “OK”, user will be asked to provide mandatory remarks for initiating the reopening process of the file and 

click on “send” button. A message asking for the confirmation will appear on user screen, click “OK”. (;fn mi;ksxdrkZ }kjk 

“OK” cVu pquk tkrk gS rks mi;ksxdrkZ ls i=koyh ds nksckjk [kksys tkus dh izfdz;k vkjEHk djus gsrq vfuok;Z fVIi.kh nsus 

gsrq dgk tkrk gSA  fVIi.kh iznku djsa vkSj “send” cVu fDyd djsaA  iqf"V djus fo"k;d ,d lans'k mi;ksxdrkZ dh Ldzhu 

ij izdV gksxk] “OK” cVu fDyd djsa) 
 

 
 

 
 

 
4. File(s) which have been submitted by the user for Reopening Approval can be viewed from default sub-section “Submitted 

Files for Reopening Approval” in users Closed section in the File module. (ftu i=kofy¼;ksa½ ds nksckjk [kksys tkus gsrq 

vuqeksnu ds fy, mi;ksxdrkZ }kjk vuqjks/k izLrqr fd;k x;k gS] mUgsa mi;ksxdrkZ ds File module esa Closed [k.M “Submitted 
Files for Reopening Approval” mi&[k.M esa ns[kk tk ldrk gS) 
 

 
       fp=-13

Fig.12 fp=-12 

Note: In case user is having the Approver role, user can reopen the file(s) which were created by the 
approver users section. (;fn mi;ksxdrkZ vuqeksnudrkZ dh Hkwfedk j[krk gS] rks vuqeksnudrkZ&mi;ksxdrkZ mlds 

vuqHkkx esa cukbZ xbZ i=kofy¼;kWa½ nksckjk [kksy ldrk gS) 

Fig.13 
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5. By clicking “Submitted Files for Reopening Approval” sub-section, under “Status” column user can check the status of 

the file(s) for which he had initiated the reopening request and from “Action” column he can also “Cancel” that initiated 
request only if the Status of the file is shown as “Pending” and the file will move back to user Closed Files sub-section 
after filling   the remarks. (ftl i=koyh dks iqu% [kksys tkus dk vuqjks/k fd;k x;k gS mi;ksxdrkZ }kjk “Submitted Files for 
Reopening Approval” mi&QksYMj ds “Status” dkWye ls mudh fLFkfr ns[kh tk ldrh gS vkSj ;fn mldh fLFkfr “Pending” 
¼yfEcr½ iznf'kZr gksrh gS rks ml vuqjks/k dks “Action” dkWye ls “Cancel” ¼fujLr½ fd;k tk ldrk gS rFkk vH;qfDr Hkjs tkus 

ds i'pkr i=koyh mi;ksxdrkZ ds Closed Files mi&[k.M esa okil pyh tk;sxh) 
 

 
 

Also, from “View Approvers” link, the user can view the names of all the user(s) who are having the Approver role in the 
section where the file was created. (blds vykok mi;ksxdrkZ “View Approvers” fyad ls mu leLr mi;ksxdrkZvksa ds uke 

ns[k ldrk gS tks ml vuqHkkx esa vuqeksnudrkZ dh Hkwfedk j[krs gSa] tgkWa i=koyh cukbZ xbZ Fkh) 

 
       fp=-14 

 
 

6. The user(s) who is/are having the role of Approver by clicking on “Approval Requests” section in File module will be able 
to view all the request of closing/reopening sent to him/her for the files which were created by the Approver’s Section 
and are now initiated for closing/reopening by other user(s). (og i=kofy¼;kWa½ tksfd vuqeksnudrkZ ds vuqHkkx esa cukbZ xbZ 

Fkh vkSj vc vU; mi;ksxdrkZvksa }kjk mUgsa cUn djus@nksckjk [kksys tkus dk vuqjks/k fd;k x;k gS] vuqeksnudrkZ dh Hkwfedk 

j[kus okys mi;ksxdrkZ File module esa “Approval Requests” [k.M esa fDyd djds mu i=kofy¼;ksa½ dks cUn djus@nksckjk 

[kksys tkus ds mUgsa Hksts x;s leLr vuqjks/k dks ns[k ldrs gS) 

 

       fp=-15

Note: After Cancellation of the request, user has to again follow the complete process of request for reopening 
approval to resubmit the request. (vuqjks/k fujLr gksus ds i'pkr i=koyh nksckjk [kksys tkus ds vuqeksnu gsrq iqu% vuqjks/k 

djus ds fy, lEiw.kZ izfdz;k dk ikyu fd;k tkuk gksxk) 

Fig.14 

Note: The file(s) in this sub-folder will be only in Read-Only mode and no action can be performed in the file.  
(bl mi&[k.M esa i=kofy¼;kW½ dsoy Read-Only mode ¼ek= iBuh; :i esa½ gksaxh vkSj i=koyh esa dksbZ dk;Z ugha fd;k tk ldrk gS) 

Fig.15 
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7. After clicking on Approval Requests, User can Approve or Reject the request of closing/reopening  of the file by providing 
mandatory remarks for the same. (Approval Requests dks fDyd djds mi;ksxdrkZ i=koyh cUn djus@nksckjk [kksys tkus 

ds vuqjks/k dks rRlEcU/k esa vfuok;Z vH;qfDr nsrs gq, vuqeksfnr@fujLr dj ldrk gS) 

 
      fp=-16 
8. Once the Approver, Approve or Rejects the file (vuqeksnudrkZ }kjk vuqeksnu nsus@fujLr djus ij i=koyh): 
 

8(a). History of the files which were Approved or Rejected is maintained in the Approvers Approval Requests section. (ftu 

i=kofy;ksa dks vuqeksfnr@fujLr fd;k x;k tkrk gS] mudk o`RrkWar vuqeksnudrkZ ds Approval Requests [k.M esa j[kk tkrk 

gS) 

8(b). The user who had initiated the request for reopening of the file will be able to see the Status as Approved or Rejected 
under his “Submitted Files for Reopening Approval” sub-section under Closed section in File Module. (ftl mi;ksxdrkZ 

}kjk i=koyh dks nksckjk [kksys tkus dk vuqjks/k fd;k x;k gS] vuqjks/k ds vuqeksfnr gksus vFkok fujLr gksus dh fLFkfr og 

vius File  ekWM~;wy esa Closed [k.M ds mi&QksYMj “Submitted Files for Reopening Approval” esa ns[k ldrk gS) 
 

 
       fp=-17 
9. After getting the approval to reopen the file, the user now can reopen the file. (i=koyh ds nksckjk [kksys tkus gsrq vuqeksnu 

izkIr gksus ds mijkUr mi;ksxdrkZ }kjk i=koyh nksckjk [kksyh tk ldrh gS)

Fig.16 

Fig.17 
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       fp=-16 
10. The file(s) reopened by the user will be moved to user’s File Inbox. (mi;ksxdrkZ }kjk nksckjk [kksyh xbZ i=koyh mi;ksxdrkZ 

ds File Inbox esa pyh tk;sxh) 
 

 
      fp=-19

Fig.18 

Fig.19 
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MAINTAINING HISTORY OF CLOSED/REOPENED FILES (cUn dh xbZ@ nksckjk [kksyh xbZ i=kofy;ksa dk o`RrkWar 

j[kuk) 
 

1. History of Closing and Reopening will be maintained under the Closing File History sub section under the More link in the 
File Inner page menu bar of the selected file. (i=koyh ds cUn gksus vkSj nksckjk [kksys tkus dk o`Rrkar p;fur i=koyh ds 

i=koyh vkUrfjd i`"B ¼File Inner page½ esuw ds More fyad ds vUrxZr Closing File History mi&[k.M esa j[kk tk;sxk) 
 

 
 

2. History of Closing/Reopening comprises the information related to closing and reopening of the file. (History of 
Closing/Reopening esa i=koyh ds cUn fd;s tkus vkSj nksckjk [kksys tkus ls lEcfU/kr lwpuk;sa lfEefyr gksrh gSa) 

 

 

Fig.20 

Fig.21 
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Reminder Process (vuqLekjd izfdz;k) 

Process for Setting Follow Up (Reply Due Date) on Issues (eqn~nksa ij vuqJo.k ¼mRrj gsrq fu;r frfFk½ ds fy, izfdz;k): 
 
This provides the user for setting the expected reply date (follow date) on the dispatch that is sent to respective 

department(s)/ministries. (;g mi;ksxdrkZ dks] lEcfU/kr foHkkx¼ksa½@eU=ky;¼ksa½ dks Hksts x;s izs"k.k ij lEHkkfor mRrj dh frfFk 

¼vuqJo.k frfFk½ fuf'pr djus dh lqfo/kk iznku djrk gS) 

 
The user can set the follow up date for a receipt when (mi;ksxdrkZ }kjk fdlh izkfIr ¼Receipt½ ds fy, vuqJo.k frfFk fuf'pr 

dh tk ldrh gS tc) 
 
a. Receipt is inside the File (Receipt i=koyh esa gS) 
 
1. User creates the Draft from the file and approves it, or a Draft is sent to the user for approval. (mi;ksxdrkZ i=koyh ls 

vkys[k cukrk gS vkSj mls vuqeksfnr djrk gS vFkok vkys[k mi;ksxdrkZ ds vuqeksnukFkZ izsf"kr fd;k tkrk gS) 
 

 
 

User approves the draft by clicking on Approve button (Fig.1). (fp=-1) 
 
2. After approving the draft, user will have the options to (vkys[k dks vuqeksfnr djus ds mijkUr mi;ksxdrkZ ds ikl fodYi 

gksxk fd) 

Fig.1 
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2.1 Dispatch By Self (Lo;a fMLiSp djs) 

2.2 Dispatch By CRU (CRU }kjk fMLiSp djs) 

 

 Fig.2  fp=-2 
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3.1   Dispatch By Self (Lo;a }kjk fMLiSp) 
 

When user clicks on Dispatch By Self, user will be asked to send the draft with Followup or without Followup. 
(;fn mi;ksxdrkZ }kjk ‘Dispatch by Self’  fDyd fd;k tkrk gS] rks mi;ksxdrkZ ls vkys[k dks QkWyksvi vFkok mlds fcuk Hksts 

tkus ds ckjs esa iwNk tkrk gS gS) 

 

 

3.1(a) After clicking the send with Followup button, As a result, the Follow Up Setting dialog appears. (Send with 
Followup cVu fDyd djus ij] Follow Up Setting MkW;ykx ckDl izdV gksxkA) 

 

Fig.4 fp=-4 

 

Fig.3 fp=-3 

Note: In case no reminder setting is required, click the Send Without Follow Up button to send the dispatch 
without reminder. (;fn vuqLekjd lsfVax dh vko';drk ugha gS rks fMLiSp dks vuqLekjd ds fcuk Hksts tkus gsrq  Send 

Without Follow Up cVu fDyd djsa) 
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3.1 (b) Enter the description for the Reminder and Reply Due Date. (vuqLekjd ds fy, fooj.k ¼description ½ vkSj mRrj gsrq 

fu;r frfFk ¼Reply Due Date½ ntZ djsa) 

 
3.1 (c) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of sending by clicking 

the Cancel button. (fMLiSp dks vuqLekjd frfFk lfgr izsf"kr djus gsrq OK cVu fDyd djsaA  mi;ksxdrkZ Cancel cVu 
fDyd djds izs"k.k dh izfdz;k dks LFkfxr dj ldrk gS) 

 

 
3.1 (d) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left navigation menu 

bar. (mi;ksxdrkZ izsf"kr fcUnq dks  Dispatch ekWM~;wy ds vUrxZr Sent mi&[k.M ls ck;sa usohxs'ku esuw ckj ¼left 
navigation menu bar½ ls ns[k ldrk gS) 
 

3.1 (e) Also, User    can   view   the   notification(s) received   on   the   expected   reply    dates   in the Notifications 
Dispatch Followups section in the left navigation. (iqu% mi;ksxdrkZ ck;sa usohxs'ku esuw ckj ds 

Notifications→Dispatch Followups ls mRrj gsrq izR;kf'kr frfFk;ksa dks izkIr uksfVfQds'kUl ns[k ldrk gS) 
 

 
3.1 (f) After the reply is received, User can close the reminder by clicking on “Close” button under Action column and filling 

the remarks and reply received date. (mRrj izkIr gks tkus ds i'pkr] mi;ksxdrkZ fVIi.kh vafdr djds rFkk mRrj izkfIr 

frfFk Hkjdj Action dkWye ds vUrxZr “Close”cVu fDyd djds vuqLekjd dks cUn dj ldrk gS)

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By 
default, follow ups will be applicable for self. (mi;ksxdrkZ jsfM;ks cVu lsV djds Lo;a vFkok vuqHkkx ds fy, vuqJo.k 

lsV dj ldrk gSA fMQkWYV :i esa vuqJo.k Lo;a ds fy, vuqeU; gksxk) 

Fig.5 
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3.1 (g) This provides the user to view all the reminder notifications if the reply is not received by the expected reply date (reply 
due date). (;fn izR;kf'kr mRrj frfFk (reply due date) rd mRrj izkIr ugha gksrk rks mi;ksxdrkZ dks blls leLr 

uksfVfQds'kUl dks ns[kus dh Hkh lqfo/kk izkIr gksrh gS) 
 
User can also view the details of the notification by clicking the Details link (Fig.6). As a result Notification Details dialog 
appears as follows (mi;ksxdrkZ Details fyad ¼fp=-6½ fDyd djds uksfVfQds'kUl ds fooj.k Hkh ns[k ldrk gSA blds QyLo:i 

Notification Details MkW;ykx ckWDl fuEuor~ izdV gksrk gS): 

 
 

User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today, Next 7 Days, 
Next 15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active, All Closed. (mi;ksxdrkZ ds 

fy, fMLiSp vuqJo.k dks fQYVj djus dk Hkh izkfo/kku gS vkSj og dksbZ ,d ekud tSlsfd ¼vkt½ Today, ¼vkxkeh½Next 7 Days, 

¼vkxkeh½Next 15 Days, ¼vkxkeh½Next 30 Days, ¼fiNys½Previous 7 Days, ¼fiNys½Previous 15 Days, ¼fiNys½Previous 30 

Days, ¼lHkh lfdz;½All Active, ¼lHkh cUn½All Closed pqu ldrk gS)

Fig.6 fp=-6 
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3.2 Dispatch By CRU (CRU }kjk fMLiSp) 

Create the Draft, approve it, and at the time of dispatch, in case user wants to dispatch the draft through CRU, 
click the Dispatch By CRU button. (vkys[k cukus] vuqeksfnr djus vkSj mls izsf"kr djrs le; ;fn mi;ksxdrkZ mls 

CRU ds ek/;e ls izsf"kr djuk pkgrk gS] rks Dispatch By CRU cVu fDyd djs) 
 

3.2 (a) When user clicks on Dispatch By CRU, user will be asked to send the draft with Followup or without Followup. (;fn 
mi;ksxdrkZ }kjk ‘Dispatch by CRU  fDyd fd;k tkrk gS] rks mi;ksxdrkZ ls vkys[k dks QkWyksvi vFkok mlds fcuk Hksts 

tkus ds ckjs esa iwNk tkrk gS gS) 
 

 

Fig.7 fp=-7 

Fig.8 fp=-8 
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3.2 (b) After clicking the send with Followup button, As a result, the Follow Up Setting dialog appears. (Send with Followup 
cVu fDyd djus ij] Follow Up Setting MkW;ykx ckDl izdV gksxk) 

 
3.2 (c) Enter the description for the Reminder and Reply Due Date. (vuqLekjd ds fy, fooj.k ¼description ½ vkSj mRrj 

gsrq fu;r frfFk ¼Reply Due Date½ ntZ djsa) 
 

3.2 (d) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of sending by clicking 
the Cancel button. (fMLiSp dks vuqLekjd frfFk lfgr izsf"kr djus gsrq OK cVu fDyd djsaA mi;ksxdrkZ Cancel cVu 

fDyd djds izs"k.k dh izfdz;k dks LFkfxr dj ldrk gS) 

 
 

 
 

3.2 (e) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left navigation menu 
bar. (mi;ksxdrkZ izsf"kr fcUnq dks  Dispatch ekWM~;wy ds vUrxZr Sent mi&[k.M ls ck;sa usohxs'ku esuw ckj ¼left 
navigation menu bar½ ls ns[k ldrk gS) 

3.2 (f)  Also, User    can    view    the    notification(s)    received    on    the    expected    reply    dates    in the Notifications 
Dispatch Followups section in the left navigation. (iqu% mi;ksxdrkZ ck;sa usohxs'ku esuw ckj ds 

Notifications→Dispatch Followups ls mRrj gsrq izR;kf'kr frfFk;ksa dks izkIr uksfVfQds'kUl ns[k ldrk gS)

Note: In case no reminder setting is required, click the Send Without Follow Up button to send the 
dispatch without reminder 

fVIi.kh% ;fn vuqLekjd lsfVax dh vko';drk ugha gS rks fMLiSp dks vuqLekjd ds fcuk Hksts tkus gsrq  Send Without 

Follow Up cVu fDyd djsaA 

Fig.9 fp=-9 

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By 
default, follow ups will be applicable for self. (mi;ksxdrkZ jsfM;ks cVu lsV djds Lo;a vFkok vuqHkkx ds fy, 

vuqJo.k lsV dj ldrk gSA fMQkWYV :i esa vuqJo.k Lo;a ds fy, vuqeU; gksxkA) 

Note: In case CRU returns back the Dispatch (using Return feature, already set follow up will remain 
intact. In no case, CRU is privileged to set the follow up. (;fn CRU }kjk ¼okilh lqfo/kk dk mi;ksx djrs gq,½ 

fMLiSp okil ykSVk fn;k tkrk gS rks fu/kkZfjr vuqJo.k ;Fkkor~ jgsxkA  CRU dks fdlh Hkh izdkj vuqJo.k lsV djus dk 

vf/kdkj ugha gS) 
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3.2(g) After the reply is received, User can close the reminder by clicking on “Close” button under Action column and filling 
the remarks and reply received date. (mRrj izkIr gks tkus ds i'pkr] mi;ksxdrkZ fVIi.kh vafdr djds rFkk mRrj izkfIr 

frfFk Hkjdj Action dkWye ds vUrxZr “Close”cVu fDyd djds vuqLekjd dks cUn dj ldrk gS) 

 
 

3.2(h) This provides the user to view all the reminder notifications if the reply is not received by the expected reply date 
(reply due date). (;fn izR;kf'kr mRrj frfFk (reply due date) rd mRrj izkIr ugha gksrk rks mi;ksxdrkZ dks blls 

leLr uksfVfQds'kUl dks ns[kus dh Hkh lqfo/kk izkIr gksrh gS) 

 
User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today, Next 7 Days, 

Next 15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active, All Closed. (mi;ksxdrkZ ds 

fy, fMLiSp vuqJo.k dks fQYVj djus dk Hkh izkfo/kku gS vkSj og dksbZ ,d ekud tSlsfd ¼vkt½ Today, ¼vkxkeh½Next 7 Days, 

¼vkxkeh½Next 15 Days, ¼vkxkeh½Next 30 Days, ¼fiNys½Previous 7 Days, ¼fiNys½Previous 15 Days, ¼fiNys½Previous 30 

Days, ¼lHkh lfdz;½All Active, ¼lHkh cUn½All Closed pqu ldrk gS)

Fig.10 

Fig.11 

203



 

 

 

 
 

b. Receipt as a Stand alone (Receipt Lora= :i esa) 
 

This provision the user for setting the expected reply date (follow date) on the dispatch that is sent to respective 
department(s)/ministries. (;g mi;ksxdrkZ dks] lEcfU/kr foHkkx¼ksa½@eU=ky;¼ksa½ dks Hksts x;s izs"k.k ij lEHkkfor mRrj dh frfFk 

¼vuqJo.k frfFk½ fuf'pr djus dh lqfo/kk iznku djrk gS) 
 

1. Open the receipt and click on Dispatch button at the top menu bar. (Receipt dks [kksysa vkSj Åijh esuw ckj ij 

Dispatch cVu fDyd djsa) 
 

 
 

 

Fig.12 

Fig.13 

Note: User can also create the Dispatch w.r.to a receipt from receipt inbox by selecting the corresponding 
receipt from the check box and clicking the Dispatch button at top menu   bar. 

(uksV% mi;ksxdrkZ }kjk Receipt inbox ls psd ckWDl }kjk lEcfU/kr Receipt p;u djds rFkk Dispatch cVu fDyd djds 

ml Receipt ds lEcU/k essa fMLiSp l`ftr fd;k tk ldrk gS) 
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2. User creates the draft and approves the draft. (mi;ksxdrkZ }kjk vkys[k cukdj mls vuqeksfnr fd;k tkrk gS) 
 

3. After approving the draft, user will be having the options to (vkys[k dks vuqeksfnr djus ds mijkUr mi;ksxdrkZ ds ikl 

fodYi gksxk fd) 
 
3.1 Dispatch by Self (Lo;a fMLiSp djs) 

3.2 Dispatch by CRU (CRU }kjk fMLiSp djs) 
 

 
 
 
 

 

Fig.14 

Note: In case no reminder setting is required, click the Send Without Follow Up button to send the 
dispatch without reminder. (;fn vuqLekjd lsfVax dh vko';drk ugha gS rks fMLiSp dks vuqLekjd ds fcuk Hksts 

tkus gsrq  Send Without Follow Up cVu fDyd djsa) 
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3.1 Dispatch by Self (Lo;a }kjk fMLiSp) 
 
3.1 (a) After clicking Dispatch by Self, users click on the send with Followup button, as a result, the Follow Up Setting dialog 

appears. (‘Dispatch by Self’  fDyd djus ds i'pkr mi;ksxdrkZ }kjk send with Followup button fDyd fd;k tkrk 

gSA  blds QyLo:i Follow Up Setting MkW;ykx ckDl izdV gksxk) 

 

 
 
3.1(b) Enter the description for the Reminder and Reply Due Date. (vuqLekjd ds fy, fooj.k ¼description ½ vkSj mRrj gsrq 

fu;r frfFk ¼Reply Due Date½ ntZ djsa) 

 
3.1 (c) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of sending by clicking 

the Cancel button. (fMLiSp dks vuqLekjd frfFk lfgr izsf"kr djus gsrq OK cVu fDyd djsaA  mi;ksxdrkZ Cancel cVu 

fDyd djds izs"k.k dh izfdz;k dks LFkfxr dj ldrk gS) 

 
 
3.1 (d) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left navigation menu 

bar. (mi;ksxdrkZ izsf"kr fcUnq dks  Dispatch ekWM~;wy ds vUrxZr Sent mi&[k.M ls ck;sa usohxs'ku esuw ckj ¼left 

navigation menu bar½ ls ns[k ldrk gS)

Fig.15 

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By 
default, follow ups will be applicable for self. (mi;ksxdrkZ jsfM;ks cVu lsV djds Lo;a vFkok vuqHkkx ds fy, 

vuqJo.k lsV dj ldrk gSA fMQkWYV :i esa vuqJo.k Lo;a ds fy, vuqeU; gksxk) 
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3.1 (e) Also, User    can   view   the   notification(s) received   on   the   expected   reply    dates   in       the 
Notifications→Dispatch Followups section in the left navigation. (iqu% mi;ksxdrkZ ck;sa usohxs'ku esuw ckj ds 

Notifications→Dispatch Followups ls mRrj gsrq izR;kf'kr frfFk;ksa dks izkIr uksfVfQds'kUl ns[k ldrk gS) 
 

 
 
3.1(f) After the reply is received, User can close the reminder by clicking on “Close” button under Action column and filling 

the remarks and reply received date. (mRrj izkIr gks tkus ds i'pkr] mi;ksxdrkZ fVIi.kh vafdr djds rFkk mRrj izkfIr 

frfFk Hkjdj Action dkWye ds vUrxZr “Close”cVu fDyd djds vuqLekjd dks cUn dj ldrk gS) 
 

 
 
3.1(g) This provides the user to view all the reminder notifications if the reply is not received by the expected reply date 

(reply due date). (;fn izR;kf'kr mRrj frfFk (reply due date) rd mRrj izkIr ugha gksrk rks mi;ksxdrkZ dks blls leLr 

uksfVfQds'kUl dks ns[kus dh Hkh lqfo/kk izkIr gksrh gS)

Fig.16 

Fig.17 
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User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today, Next 7 Days, Next 
15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active, All Closed. (mi;ksxdrkZ ds fy, 

fMLiSp vuqJo.k dks fQYVj djus dk Hkh izkfo/kku gS vkSj og dksbZ ,d ekud tSlsfd ¼vkt½ Today, ¼vkxkeh½Next 7 Days, 
¼vkxkeh½Next 15 Days, ¼vkxkeh½Next 30 Days, ¼fiNys½Previous 7 Days, ¼fiNys½Previous 15 Days, ¼fiNys½Previous 30 Days, 
¼lHkh lfdz;½All Active, ¼lHkh cUn½All Closed pqu ldrk gS) 
 

 
3.1 Dispatch By CRU (CRU }kjk fMLiSp) 
 

Create the Draft, approve it, and at the time of dispatch, in case user wants to dispatch the draft through CRU, click 

the Dispatch By CRU button. (vkys[k cukus] vuqeksfnr djus vkSj mls izsf"kr djrs le; ;fn mi;ksxdrkZ mls CRU ds 

ek/;e ls izsf"kr djuk pkgrk gS] rks Dispatch By CRU cVu fDyd djsa) 
 

3.2 (a) When user clicks on Dispatch By CRU, user will be asked to send the draft with Followup or without Followup. (;fn 
mi;ksxdrkZ }kjk ‘Dispatch by CRU  fDyd fd;k tkrk gS] rks mi;ksxdrkZ ls vkys[k dks QkWyksvi vFkok mlds fcuk Hksts 

tkus ds ckjs esa iwNk tkrk gS gS) 
 

 

Fig.18 fp=-18 

Fig.19 fp=-19 
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3.2(b) After clicking the send with Followup button, as a result, the Follow Up Setting dialog appears. (Send with Followup 
cVu fDyd djus ij] Follow Up Setting MkW;ykx ckDl izdV gksxk) 

 
 
3.2(c) Enter the description for the Reminder and Reply Due Date. (vuqLekjd ds fy, fooj.k ¼description ½ vkSj mRrj gsrq 

fu;r frfFk ¼Reply Due Date½ ntZ djsa) 
 

3.2(d) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of sending by clicking 
the Cancel button. (fMLiSp dks vuqLekjd frfFk lfgr izsf"kr djus gsrq OK cVu fDyd djsaA  mi;ksxdrkZ Cancel cVu 
fDyd djds izs"k.k dh izfdz;k dks LFkfxr dj ldrk gS) 

 

 
 

 

Note: In case no reminder setting is required, click the Send Without Follow Up button to send the 
dispatch without reminder  (;fn vuqLekjd lsfVax dh vko';drk ugha gS rks fMLiSp dks vuqLekjd ds fcuk Hksts 

tkus gsrq  Send Without Follow Up cVu fDyd djsa) 

Fig.20 fp=-20 

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By 
default, follow ups will be applicable for self. (mi;ksxdrkZ jsfM;ks cVu lsV djds Lo;a vFkok vuqHkkx ds fy, 

vuqJo.k lsV dj ldrk gSA fMQkWYV :i esa vuqJo.k Lo;a ds fy, vuqeU; gksxk) 

Note: In case CRU returns back the Dispatch (using Return feature, already set follow up will remain 
intact. In no case, CRU is privileged to set the follow up. (;fn CRU }kjk ¼okilh lqfo/kk dk mi;ksx djrs gq,½ 

fMLiSp okil ykSVk fn;k tkrk gS rks fu/kkZfjr vuqJo.k ;Fkkor~ jgsxkA  CRU dks fdlh Hkh izdkj vuqJo.k lsV djus dk 

vf/kdkj ugha gS) 
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3.2(e) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left navigation menu 
bar. (mi;ksxdrkZ izsf"kr fcUnq dks  Dispatch ekWM~;wy ds vUrxZr Sent mi&[k.M ls ck;sa usohxs'ku esuw ckj ¼left 
navigation menu bar½ ls ns[k ldrk gS) 

 
3.2(f) Also, User    can    view    the    notification(s) received    on    the    expected    reply    dates    in the 

Notifications→Dispatch Followups section in the left navigation. (iqu% mi;ksxdrkZ ck;sa usohxs'ku esuw ckj ds 

Notifications→Dispatch Followups ls mRrj gsrq izR;kf'kr frfFk;ksa dks izkIr uksfVfQds'kUl ns[k ldrk gS) 
 

 
 
3.2(g) After the reply is received, User can close the reminder by clicking on “Close” button under Action column and filling 

the remarks and reply received date. (mRrj izkIr gks tkus ds i'pkr] mi;ksxdrkZ fVIi.kh vafdr djds rFkk mRrj izkfIr 

frfFk Hkjdj Action dkWye ds vUrxZr “Close”cVu fDyd djds vuqLekjd dks cUn dj ldrk gS) 
 

 

Fig.21 fp=-21 

Fig.22 fp=-22 
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3.2(h) This provides the user to view all the reminder notifications if the reply is not received by the expected reply date 

(reply due date). (;fn izR;kf'kr mRrj frfFk (reply due date) rd mRrj izkIr ugha gksrk rks mi;ksxdrkZ dks blls leLr 

uksfVfQds'kUl dks ns[kus dh Hkh lqfo/kk izkIr gksrh gS) 
 
User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today, Next 7 Days, 
Next 15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active, All Closed. (mi;ksxdrkZ ds 

fy, fMLiSp vuqJo.k dks fQYVj djus dk Hkh izkfo/kku gS vkSj og dksbZ ,d ekud tSlsfd ¼vkt½ Today, ¼vkxkeh½Next 7 Days, 
¼vkxkeh½Next 15 Days, ¼vkxkeh½Next 30 Days, ¼fiNys½Previous 7 Days, ¼fiNys½Previous 15 Days, ¼fiNys½Previous 30 Days, 
¼lHkh lfdz;½All Active, ¼lHkh cUn½All Closed pqu ldrk gS) 
 

 
 

CREATION OF REMINDERS W.R. TO AN ISSUE (fdlh fcUnq ds lEcU/k esa vuqLekjd lsV fd;k tkuk) 
 

This enables the user for creating a reminder draft w.r.to an issue already sent to the respective department(s)/ministries in 

case the reply is not received by the expected reply date (reminder date). (lEcfU/kr foHkkx¼ksa½@eU=ky;¼ksa½ dks igys gh Hksts x;s 

fdlh fcUnq ij ;fn izR;kf'kr frfFk ¼vuqLekjd frfFk½ rd mRrj izkIr ugha gksrk rks mi;ksxdrkZ dks ;g vuqLekjd vkys[k l`ftr 

djus dh lqfo/kk iznku djrk gS) 

 
1. User created a new draft and selects Draft Type as Reminder. (mi;ksxdrkZ }kjk ,d u;k vkys[k cuk dj vkys[k dk 

izdkj ¼Draft Type½ Reminder ¼vuqLekjd½ pquk tkrk gS) 
 

2. Once the Draft Type as Reminder is selected, a new field Issue Number gets displayed, having the list of all the 

Dispatched Issues which were sent in the file. (vkys[k dk izdkj Reminder ds :i esa pqus tkus ij ,d ubZ QhYM 

Issue Number iznf'kZr gksrh gS] ftlesa i=koyh esa Hksts x;s fcUnqvksa dh lwph jgrh gS)

Fig.23 fp=-23 
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3. Select the issue for which reminder is to send. As a result, all the information of the Issue gets auto filled in the 
Draft creation screen. (ftl fcUnq ds fy, vuqLekjd izsf"kr fd;k tkuk gS] mldk p;u djsaA  QyLo:i ml fcUnq 

ls lEcfU/kr lHkh lwpuk Draft creation Ldzhu ij Lo;eso Hkjh tkrh gS) 

 

 

Fig.24 fp=-24 

Fig.25 fp=-25 
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4. Click on Save and then Approve the Draft, and at the time of dispatch user can again follow the same steps to set 
the expected reply date (reminder date) as explained in the (Process for Setting Follow Up (Reply Due Date) 
on Issues). (Save ij fDyd djsa vkSj rc vkys[k vuqeksfnr djsa rFkk fMLiSp ds le; mi;ksxdrkZ izR;kf'kr mRrj 

frfFk ¼vuqLekjd frfFk½ fu/kkZfjr djus gsrq mUgha fdz;kvksa dks viuk ldrk gS tSlkfd (Process for Setting Follow 

Up (Reply Due Date) on Issues) esa crk;k x;k gS) 

 
5. User can also set the reminder for a Dispatched Issue form the TOC list menu in the file. (mi;ksxdrkZ fdlh izsf"kr 

fcUnq ds fy, i=koyh esa TOC list  ls Hkh vuqLekjd fu/kkZfjr dj ldrk gS) 
 

 
 

 
 

 
6. After clicking on Create Reminder tab, user can follow the above mentioned step 3 and step 4. (Create Reminder 

VSc fDyd djus i'pkr mi;ksxdrkZ mijksDr pj.k 3 o pj.k 4 ij mfYyf[kr fdz;k;sa dj ldsxk) 
 

7. In addition, user can also create of Reminder w.r.to Issue/Reminder from the already sent dispatches (Issues) to 

respective Ministries/departments using the Create Reminder link. (blds vfrfjDr mi;ksxdrkZ Create Reminder 

fyad dk mi;ksx djds already sent dispatches (Issues) ls fcUnqvksa@vuqLekjdksa ds lEcU/k esa vuqLekjd cuk ldrk 

gS)

Note: In case no issue is lying in the file, Reminder value will not be displayed under the Draft Type drop 
down. (;fn i=koyh esa dksbZ fcUnq ugha gS] rks Draft Type MªkWi Mkmu ds vUrxZr Reminder Value ¼vuqLekjd eku½ 

iznf'kZr ugha gksxk) 

Fig.26 fp=-26 

Note: Reminder will be created w.r.to the parent dispatch issue. (iSr`d izsf"kr fcUnq ds lEcU/k esa vuqLekjd 

l`ftr gksxk) 

Using the Create Reminder link will redirect the user to the draft creation screen will all the metadata 
pre filled w.r.to the parent dispatch issue. (Create Reminder fyad dk mi;ksx] mi;ksxdrkZ dks draft creation 

Ldzhu ij Hkst nsxk] tgkWa iSr`d izsf"kr fcUnq lEcU/kh esVk MkVk iwoZ ls Hkjs gq, gksaxs) 
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8. After clicking on Create Reminder, user can follow the above mentioned step 3 and step 4. (Create Reminder VSc 
fDyd djus i'pkr mi;ksxdrkZ mijksDr pj.k 3 o pj.k 4 ij mfYyf[kr fdz;k;sa dj ldsxk) 

 

SEARCH OF ISSUES OF TYPE REMINDER (vuqLekjd izdkj ds fcUnqvksa dh [kkst) 
 

This use case provisions the user to search all the reminders based on reminder date, file no., computer file no., 

Issue no., Receipt no., and Subject. (bldh lgk;rk ls mi;ksxdrkZ }kjk lHkh vuqLekjdksa dh [kkst vuqLekjd frfFk] 

i=koyh dzekWd] dEI;wVj i=koyh dzekWad] fcUnq dzekWad] izkfIr dzekWad rFkk fo"k; ds vk/kkj ij dh tk ldrh gS) 

Search will be of two types ([kkst nks izdkj dh gksxh): 
 

• Module level Serach (ekWM~;wy Lrjh; [kkst) 
 

• Advanced Search (mUur  [kkst) 
 
Module level Search (ekWM~;wy Lrjh; [kkst) 
 

User can user the Search box in the header of the application adjacent to Advanced link. (mi;ksxdrkZ }kjk ,Iyhds'ku 

ds header esa Advanced fyd ds lehi Search box dk mi;ksx fd;k tk ldrk gS)

Fig.27 fp=-27 
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User can type/enter the values based on the parameters mentioned above in the Search Box of the Notifications 
listing page to search the notifications (Refer Fig.5 for Follow Up listing page). (mi;ksxdrkZ }kjk notifications 
dks [kkstus gsrq mijksDr ekin.Mksa ij vk/kkfjr eku ¼values½ dks Notifications listing i`"B ds Search Box esa 
Vkbi@ntZ fd;k tk ldrk gSA ¼Follow Up listing page ds fp=-5 dks lUnfHkZr djsa½) 

 
Advanced Search (mUur [kkst) 

 
1. User can user the Advanced link in the header of the application As a result, Advanced Search module 
appears. (mi;ksxdrkZ }kjk ,Iyhds'ku ds header esa  Advanced fyad dk mi;ksx fd;k tk ldrk gSA QyLo:i] 

Advanced Search ekWM~;y izdV gksxk) 
 

2. Select the Dispatch value under the Search For drop down from the Generic Search Parameters section as 
shown in Fig.10 (lkekU; [kkst ekin.M [k.M esa Search For MªkWi Mkmu ds vUrxZr  Dispatch eku p;u djsa] 

tSlkfd fp=-10 esa iznf'kZr gS): 
 

 

Fig.28 fp=-28 

Fig.29 fp=-29 
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CREATION OF MULTIPLE REMINDERS OF AN ISSUE (fdlh fcUnq ds vusd vuqLekjd cukuk) 
 
 

This enables the user for creating a reminder draft w.r.to an already sent reminder draft to respective 
department(s)/ministries in case the reply is not received by the expected reply date (reminder date), even after sending a 
reminder. (;fn vuqLekjd izsf"kr djus ds i'pkr Hkh izR;kf'kr mRrj frfFk ¼vuqLekjd frfFk½ rd mRrj izkIr ugha gksrk rks 

mi;ksxdrkZ dks ;g] lEcfU/kr foHkkx¼ksa½@eU=ky;¼ksa½ dks igys gh izsf"kr vuqLekjd vkys[k ds lEcU/k esa vuqLekjd vkys[k cukus 

dh lqfo/kk iznku djrk gS) 

 
Refer Creation of Reminder w.r.to Issue for process. (izfdz;k ds fy, [k.M lUnfHkZr djsa) 

 
 

REPORTS FOR REMINDER (vuqLekjd ds fy, fjiksVZ~l) 
 
 

Reports module helps the user to generate the report(s) for all the notifications based on their status, from where 
reply awaited, and by what time it is not received. (fjiksVZ~l ekWM~;wy mi;ksxdrkZ dks leLr uksfVfQds'kUl ds fy, 

mudh fLFkfr] dgkWa ls mRrj izrhf{kr gS] fdrus le; ls izkIr ugha gqvk gS] ds vk/kkj ij fjiksVZ~l cukus dh lqfo/kk iznku 

djrk gS) 

User can generate the 4 reports based on the input parameters explained above as follows (mijksDr of.kZr buiqV 
ekin.Mksa ds vk/kkj ij mi;ksxdrkZ fuEuor~ 4 izdkj dh fjiksVZl cuk ldrk gS): 

 
1. Diary for Active follow ups (lfdz; QkWyks&vIl ds fy, Mk;jh) 

 
2. Issues for which reply is received before reply due date (os fcUnq ftuds mRrj izR;kf'kr mRrj frfFk ls iwoZ 

izkIr gks tkrs gSa) 
 

3. Issues for which reply is received after reply due date (os fcUnq ftuds mRrj izR;kf'kr mRrj frfFk ds i'pkr 

izkIr gksrss gSa) 
 

4. Diary for Active/Closed follow ups (lfdz;@cUn QkWyks&vIl ds fy, Mk;jh) 
 

 

Above Reports has been explained in Reports Section. (mijksDr fjiksVZ~l ds lEcU/k Reports [k.M esa le>k;k tk 

pqdk gS) 
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TRANSFER PROCESS (LFkkukUrj.k izfdz;k) 

File transfer interface, is a feature that will allow the transfer the Files/Receipts from one post (Active/Inactive) to another 
post (Active). (File transfer interface ,d lqfo/kk gS tks in ¼lfdz;@fuf"dz;½ ,d ls ,d vU; ¼lfdz;½ in dks 

i=kofy;ksa@izkfIr;ksa ds LFkkukUrj.k dh vuqefr nsrk gS) 

 
Process Flow in File Transfer Interface (File Transfer Interface esa izfdz;k izokg) 

 
Through this interface in eFile, the eOffice Administrator will be able to transfer files from one post to another post. (eFile 

esa bl bUVjQsl ds ek/;e ls eOffice iz'kkld ,d in ls nwljs in dks i=kofy;ksa dks LFkkukUrfjr dj ldsxk) 

1. Any user having the local administrator role in eFile will have the Transfer link in the Settings option available 
in the left-hand navigation menu. (eFile esa LFkkuh; iz'kklu dh Hkwfedk j[kus okys fdlh Hkh mi;ksxdrkZ dks ck;sa 

usohxs'ku ckj esa miyC/k Settings fodYi esa VªkalQj fyad izkIr gksxk) 

 

 
 
 

2. The local administrator managing this module will be able to search all employees from his/her department only in 
the “Transfer From” field. (bl ekWM~;wy dk izcU/ku djus okyk LFkkuh; iz'kkld ek= vius foHkkx ds dfeZ;ksa dh [kkst 

“Transfer From” QhYM ls dj ldrk gS) 

 
3. The local administrator user with File Transfer role will be able to Search all files/receipts for any Post. (i=koyh 

LFkkukUrj.k djus okyh dh Hkwfedk esa] LFkkuh; iz'kkld fdlh Hkh in ds fy, lHkh i=kofy;ksa@izkfIr;ksa dh [kkst dj 

ldrk gS)

Fig.1 fp=-1 
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4. The local administrator will be able to transfer all Files/receipts to Active employees having Active post 
only. (LFkkuh; iz'kkld dsoy lfdz; in j[kus okys lfdz; dfeZdksa dks lHkh i=kofy;kWa@izkfIr;kW LFkkukUrfjr dj 

ldrk gS) 

 

Fig.2 fp=-2 

Note: Administrator will be able to search all the employees (Active/Inactive) in    the Department. (iz'kkld 

foHkkx esa lHkh ¼lfdz;@fuf"dz;½ dfeZ;ksa dh [kkst dj ldrk gS) 

Note: Administrator will be able to search all the post (Active/Inactive) in the   Department. (iz'kkld foHkkx 

esa lHkh ¼lfdz;@fuf"dz;½ inksa dh [kkst dj ldrk gS) 

Fig.3 fp=-3 
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5. The local administrator will have to enter mandatory Remarks before transferring files/receipts or he needs to 

upload an Authorization Document for transferring the files/receipts. (LFkkuh; iz'kkld }kjk i=kofy;ksa@izkfIr;ksa 

dks LFkkukUrfjr djus ls iwoZ vfuok;Z fVIi.kh ntZ fd;k tkuk gksxk vFkok i=kofy;ksa@ izkfIr;ksa dks LFkkukUrfjr 

djus lEcfU/kr izkf/kdkj&i= viyksM djuk vko';d gksxk) 

 

 
 

6. Files from Inbox, Created, Parked and Closed will move to the recipient’s respective f o l d e r s . (Inbox, Created, 
Parked rFkk Closed ls i=kofy;kWa izkIrdrkZ ds lEcfU/kr QksYMlZ esa pyh tk;saxh) 

 
7. Dispatch Sent items would also be transferred along with other File/receipt components. (Dispatch Sent  i=kfn 

Hkh vU; i=koyh@izkfIr ?kVdksa lfgr LFkkukUrfjr gks tk;saxh) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig.4 fp=-4 
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vDlj iwNs tkus okys iz'u 

¼FAQ's½
Receipts 

iz'u % fdlh nLrkost dks fdl izdkj LdSu djsa \ 

mRrj % pj.k 1 % Receipts [k.M esa Scan & Create fodYi dks fDyd djsaA  blds QyLo:i Scan Page 

Ldzhu izdV gksxhA 

pj.k 2 % Scan Page Ldzhu ls Select Scanner  fodYi dks fDyd djsaA blds QyLo:i ,d

MkW;ykx ckWDl izdV gksrk gS tks LdSulZ dh lwph esa ls LdSuj p;fur djus ds fy, 

izsfjr djrk gSA 

pj.k 3 % LdSulZ dh lwph esa ls LdSuj p;fur djus ds i'pkr MkW;ykx ckWDl esa Select cVu dks

fDyd djsaA  

pj.k 4 % Scan Page Ldzhu ls Start Scan cVu dks fDyd djsaA blds QyLo:i LdSfuax ds fy, 

vko';d lsfVaXl djus gsrq ,d MkW;ykx ckWDl izdV gksrk gSA  

pj.k 5 % nLrkost dks LdSu djus ds fy, MkW;ykx ckWDl esa Scan cVu dks fDyd djsaA

iz'u % fdlh nLrkost dks LdSu djus dh vko';drk D;ksa gS \ 

mRrj % nLrkost dks mlds HkkSfrd Lo:i ls bysDVªkfud Lo:i esa cnyus ds fy, mls LdSu djus dh 

vko';drk gksrh gSA 

iz'u % fdlh u;s vkod i=kpkj dks Mk;jhd`r djus dh D;k izfdz;k gS \ 

mRrj % fdlh u;s vkod i=kpkj dks Mk;jhd`r djus ds fy, mi;ksxdrkZ }kjk fuEuor~ fdz;k;sa fd;k tkuk 

gksxk %& 

pj.k 1 % Receipts [k.M esa ck;sa gkFk dh vksj esuw esa Browse and Diarize ij tk;saA

pj.k 2 % viuh LFkkuh; gkMZ Mªkbo ls i=kpkj dks [kkstsa vkSj Upload cVu dks fDyd djsaA

pj.k 3 % i=kpkj ds izklafxd fooj.k vafdr djsaA 

pj.k 4 % ,d vf}rh; dzekad nsus ds fy, Generate Receipt cVu dks fDyd djsaA

fVIi.kh% fdlh HkkSfrd Receipt dks Mk;jhd`r djrs le; nLrkost dks viyksM fd;k tkuk vfuok;Z 

ugha gSA  

iz'u % fdlh Receipt dks Mk;jhd`r djrs le; dkSu lh QhYM~l dks Hkjuk t:jh gS \ 

mRrj % tks QhYM~l rkjkafdr (*) gSa] mUgsa Receipt Generate djrs le; Hkjk tkuk vfuok;Z gSA

iz'u % Browse and Diarize fodYi ds vUrxZr dsoy PDF Qkby dh gh D;ksa vuqefr gS\

mRrj % bl Lo:i esa i=koyh ladqfpr :i esa gksrh gS vkSj mldk lEiknu izfrcaf/kr gksrk gS ftlls lqj{kk 

lqfuf'pr gksrh gSA 

iz'u % Created [k.M esa dkSu&dkSu lh Receipts fey ldrh gSa\

mRrj % os lHkh Receipts ftUgsa l`ftr fd;k x;k gS] fdUrq fdlh vU; dks Hkstk ugha x;k gS] os lHkh Created 

[k.M esa fey ldrh gSaA 

iz'u % le;c) Receipts D;k gSa \
mRrj % os Receipts ftuds fy, vki }kjk frfFk fu/kkZfjr dh xbZ gS vFkok fdlh vU; }kjk vkids fy, frfFk 

fu;r dh xbZ gksA 

iz'u % ge ikorh ¼Acknowledgement½ dSls ns[k ldrs gSa \

mRrj % pj.k 1 % Receipts [k.M esa ck;sa gkFk dh vksj esuw esa Acknowledgement ij tk;saA

pj.k 2 % ftl ikorh dks Hkstk tkuk gS] mls p;fur djsaA 

pj.k 3 % ByPost link dks fDyd djsa] blls ,d pdf i=koyh cu tk;sxhA

pj.k 4 % mi;ksxdrkZ vc pdf i=koyh dks lqjf{kr dj ldrk gS vFkok [kksy ldrk gSA

iz'u % fdlh Receipt dk lapj.k dSls Kkr djsa \

mRrj % pj.k 1 % Inbox vFkok Sent Item esa] lEcfU/kr Receipt ij tk;saA

pj.k 2 % Receipt dks [kksyus ds fy, Receipt dzekWad dks fDyd djsa

pj.k 3 % ml fof'k"V Receipt ds lajpj.k dks ns[kus ds fy, Movements VSc dks fDyd djsa

iz'u % bZ&esy Mk;jhdj.k D;k gS \ 

mRrj % bZ&esy Mk;jhdj.k] bZ&vkWfQl mi;ksxdrkZ dks mlds ,u-vkbZ-lh- esy vkbZ-Mh- ls i=ksa vFkok bZ&esy 

dks lh/ks bZ&Qkby ,Iyhds'ku esa ykus dh lqfo/kk iznku djrk gSA  

iz'u % Receipt Inbox ls Receipts dks i=koyh esa dSls j[ksa \

mRrj % pj.k 1 % ftl Receipt dks j[kk tkuk gS] mldk p;u djsaA 220



 pj.k 2 % Put in a File fyad dks fDyd djsaA  blls i=kofy;ksa dh ,d lwph izdV gksxhA 

 pj.k 3 % ftl i=koyh esa p;fur Receipt dks j[kuk gS] mls p;fur djsaA 

 pj.k 4 % Attach cVu dks fDyd djsaA 

 fVIi.kh% ,d ls vf/kd Receipts dks ,d gh le; esa i=koyh esa ugha j[kk tk ldrk gSA  

   

iz'u % D;k ,d gh le; esa ,d ls vf/kd Receipts dks i=koyh esa j[kk tk ldrk gS\ 

mRrj % ughaA 

   

iz'u % D;k bysDVªkfud vkSj HkkSfrd Receipts ij ,d gh le; ij fdz;k;sa dh tk ldrh gSa \ 

mRrj % ugha] bysDVªkfud vkSj HkkSfrd Receipts ij dsoy u;k QkWyks&vi cuk;k tk ldrk gSA 

   

iz'u % mi;ksxdrkZ Inbox esa ekStwn fdlh Receipt ij dksbZ dk;Zokgh djus esa D;ksa l{ke ugha gks ikrk gS \ 

mRrj % HkkSfrd Receipt dh n'kk esa] fdlh dk;Zokgh gsrq] igys mls izkIr fd;k tkuk pkfg,A dksbZ dk;Zokgh 

djus gsrq mi;ksxdrkZ }kjk Receipt p;fur djds Receive fyad dks fDyd fd;k tkuk pkfg,A   

   

   

iz'u % ,d Receipt dks fdlh vU; Receipt ls dSls lEc) djsa \ 

mRrj % pj.k % 1 ftl Receipt ls vU; Receipt dks lEc) fd;k tkuk gS] mls [kksysaA 

 pj.k % 2 Attach Receipt fyad dks fDyd djsaA 

 pj.k % 3 ftl Receipt dks lEc) fd;k tkuk gS] Receipts dh lwph ls mls p;fur djsaA 

 pj.k % 4 Attach Receipt cVu dks fDyd djsaA 

 fVIi.kh % mi;ksxdrkZ }kjk fdlh bysDVªkfud Receipt ls HkkSfrd ,oa bysDVªkfud nksuksa izdkj dh 

Receipt dks lEc) fd;k tk ldrk gS] fdUrq HkkSfrd Receipt ls dsoy HkkSfrd Receipt dks gh lEc) 

fd;k tk ldrk gSA  

   

iz'u % D;k mi;ksxdrkZ }kjk i=koyh dks Receipt ls lEc) fd;k tk ldrk gS\ 

mRrj % gkWa A 

   

iz'u % mi;ksxdrkZ }kjk i=koyh dks Receipt ls fdl izdkj lEc) fd;k tk ldrk gS\ 

mRrj % pj.k % 1 ftl Receipt ls fdlh i=koyh dks lEc) fd;k tkuk gS] mls [kksysaA 

 pj.k % 2 Attach File fyad dks fDyd djsaA 

 pj.k % 3 ftl i=koyh dks lEc) fd;k tkuk gS] i=kofy;ksa dh lwph ls mls p;fur djsaA 

 pj.k % 4 Attach File cVu dks fDyd djsaA 

   

iz'u % ;fn mi;ksxdrkZ }kjk dksbZ Receipt ,d ls vf/kd izkIrdrkZvksa dks i`"BkWafdr dh tkrh gS rks D;k mu 

lHkh dk dzekWad ,d gh gksxk \  

mRrj % ugha] eq[; Receipt dzekWd ewy izkIrdrkZ dks izsf"kr dh tk;sxh vkSj mldh i`"BkWadu izfr;kW vU; 

izkIrdrkZvksa dks izsf"kr dh tk;saxhA   

mnkgj.kLo:i ;fn ewy Receipt dzekWd X gS rks <To> QhYM ds izkIrdrkZ dks Receipt dzekWd X izkIr 

gksxk rFkk vU; izkIrdrkZvksa dks X(1), X(2), X(3) vkSj blh dze esa Receipt dzekWd izkIr gksxkA  

   

iz'u % ;fn Created [k.M ls dksbZ Receipt foyqIr gks tkrh gS] rks og dgkW feysxh \ 

mRrj % mi;ksxdrkZ }kjk Created [k.M ls Receipt foyksfir fd, tkus ds i'pkr og  Receipts  ds Recycle 

Bin [k.M esa pyh tkrh gSA  

   

 

iz'u % 

 

D;k Receipt dks LFkk;h :i ls foyksfir fd;k tk ldrk gS \ 

mRrj % gkWa] tc mi;ksxdrkZ }kjk Created [k.M ls Receipt foyksfir dh tkrh gS rks og  Receipts  ds 

Recycle Bin [k.M esa pyh tkrh gSA mi;ksxdrkZ }kjk Receipt dks ogkWa ls delete (image) fyad dk 

mi;ksx djds LFkk;h :i ls foyksfir fd;k tk ldrk gSA  

   

iz'u % D;k foyksfir Receipt dks Recycle Bin ls iquLZFkkfir fd;k tk ldrk gS \ 

mRrj % gkW] foyksfir Receipt dks Recycle Bin ls Receipts  ds Created [k.M esa iquLZFkkfir fd;k tk ldrk gSA 

   

iz'u % D;k ikorh Hkstk tkuk vfuok;Z gS \ 

mRrj % ugha] lkekU; :i ls dsoy oh-vkbZ-ih- i=ksa dh izkfIr Hksth tkuh pkfg,A 

   

   

iz'u % mi;ksxdrkZ }kjk bysDVªkfud Receipt rFkk HkkSfrd Receipt esa fdl izdkj vUrj fd;k tk;s \  

mRrj % bysDVªkfud vkSj HkkSfrd Receipt nksuksa dks dze'k% "E" rFkk "P" v{kjksa ls foHksfnr fd;k tkrk gSA 
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iz'u % Quick Actions D;k gSa \ 
mRrj % Quick Actions os lqfo/kk;sa gSa tks fcuk i=koyh@ Receipt [kksys gq, mi;ksxdrkZ dks fdz;k;sa djus dh 

lqfo/kk iznku djrs gSaA  

   

iz'u % Legends D;k gSa \ 
mRrj % Legends fofHkUu jax uksVs'ku dk mi;ksx djds fdlh Receipt dh izkFkfedrk dk izfrfuf/kRo djrs gSaA  

   

iz'u % u;k QkWyks&vi dSls cuk;sa \ 

mRrj % pj.k 1 % Mark As link ds vUrxZr New Follow up fodYi pqusaA  

 pj.k 2 % Follow up dh egRrk] dh tkus okyh dk;Zokgh rFkk dk;Zokgh frfFk ,oa le; vafdr 

djsaA 

 pj.k 3 % Save cVu dks fDyd djsaA  

 pj.k 4 % ftl Receipt gsrq u;k Follow up cuk;k tkuk gS] mls p;fur djsaA 

   

iz'u % Inbox esa Copy fodYi D;k gS \ 

mRrj % ;g fodYi mi;ksxdrkZ dks ewy Receipt ds esVkMkVk dh izfr cukus dh lqfo/kk nsrk gS vkSj Receipt 

l`ftr djus ds i'pkr ,d vf}rh; dzekWd iznku dj nsxkA 

bl fodYi dh lgk;rk ls mi;ksxdrkZ }kjk vYi la'kks/ku ds lkFk Receipts dks fofHkUu vU; 

mi;ksxdrkZvksa dks Hkstk tk ldrk gSA  

   

iz'u % mi;ksxdrkZ }kjk Receipt dks dc cUn fd;k tkuk pkfg,\ 

mRrj % mi;ksxdrkZ }kjk dk;Z'khy Receipt ij dk;Z iw.kZ gks tkus ds i'pkr Receipt dks cUn fd;k tkuk 

pkfg,A  

   

iz'u % D;k mi;ksxdrkZ }kjk Sent [k.M ls Receipt dks vxzlkfjr fd;k tk ldrk gS\ 

mRrj % gkWa A 

   

Files  
 
iz'u % Non SFS mode esa ubZ i=koyh dSls cuk;sa \ 

mRrj % nks izdkj ls i=kofy;kWa cukbZ tk ldrh gSaA   

HkkSfrd eksM   

 pj.k 1 % i=koyh [k.M ds vUrxZr ck;ha vksj ds esuw esa Create New (Non SFS) ij fDyd djsaA 

 pj.k 2 % ftu fofHkUu enksa ds vUrxZr i=koyh [kksyh tk ldrh gS] mudk p;u djsaA 

 pj.k 3 % fo"k; dk laf{kIr fooj.k nsa] vU; vko';d fooj.k Hkjsa vkSj Continue Working ij fDyd 

djsaA  

  

bysDVªkfud eksM ¼HkkSfrd i=koyh ds leku izfdz;k½ 

iz'u % SFS rFkk Non SFS i=kofy;ksa esa D;k vUrj gS \ 

mRrj % SFS & i=koyh dzekWad dsoy ekudhd̀r enksa ds vUrxZr l`ftr fd;k tk ldrk gSA  

Non- SFS & i=koyh dzekWad eqDr izokg :i ls cuk;k tk ldrk gS  

   

iz'u % D;k uksfVaXl dks fizaV fd;k tk ldrk gS \ 

mRrj % gkaW] fizaV izkIr djus ds fy, mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxkA 

 pj.k 1 % i=koyh [kksysa vkSj uksfVax Hkkx esa tk;saA 

 pj.k 2 % fizaVj fpUg dks fDyd djsa vkSj uksV'khV fizaV djus ds fy, Notings fodYi dks pqusaA 

   

iz'u % Created [k.M esa dkSu&dkSu lh i=kofy;kWa fey ldrh gSa\ 

mRrj % os lHkh i=kofy;kWa ftUgsa cuk;k x;k gS] fdUrq fdlh vU; dks Hkstk ugha x;k gS] os lHkh Created 
[k.M esa fey ldrh gSaA 

   

iz'u % fdlh i=koyh dk lapj.k dSls Kkr djsa \  

mRrj % pj.k 1 % Inbox vFkok Sent Item esa] lEcfU/kr i=koyh izfof"V  ij tk;saA 

 pj.k 2 % Receipt dks [kksyus ds fy, File dzekWad dks fDyd djsa 

 pj.k 3 % ml fof'k"V i=koyh ds lajpj.k dks ns[kus ds fy, Movements VSc dks fDyd djsa 

   

iz'u % fdlh fof'k"V i=koyh dks dkSu O;fDr cUn vFkok ikdZ dj ldrk gS \ 

mRrj % dsoy ml fof'k"V i=koyh ds l`td }kjk gh mls cUn vFkok ikdZ fd;k tk ldrk gSA 

   

iz'u % fdlh i=koyh dks cUn@ikdZ djus ds i'pkr mls iqu% [kksyk tk ldrk gS \ 

mRrj % gkWa]  

 pj.k 1 % i=koyh [k.M ds Closed/Parked VSc ds vUrxZr i=koyh dk p;u djsaaA  
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 pj.k 2 % Mark As link ds vUrxZr Make Active fodYi dks fDyd djsaA  

 pj.k 3 % vH;qfDr;kWa vafdr djsa vkSj OK cVu dks fDyd djsaA 

   

iz'u % Inbox esa delete fodYi D;ksa ugha gS  \ 

mRrj % Inbox esa i=kofy;ka foyksfir ugha dh tk ldrha] D;ksafd lapj.k esa vkSj izfdz;k ds vUrxZr jgrh gSaA 

vr% mudk irk yxk;s tkus dh vko';drk ds dkj.k] mi;ksxdrkZ }kjk mUgsa file/receipt from inbox  

ls foyksfir ugha fd;k tk ldrkA  

   

iz'u % mi;ksxdrkZ }kjk Inbox esa u;k folder cuk;k tk ldrk gS \ 

mRrj % gkWa] Inbox [k.M esa Move to folder fodYi gSA  u;s QksYMj cukus vkSj lEcfU/kr QksYMlZ esa i=kofy;ksa 

ds izcU/ku gsrq bl fodYi dk mi;ksx fd;k tk ldrk gSA 

   

iz'u % ;fn dksbZ i=koyh fdlh O;fDr dks =qfVo'k Hkst nh xbZ gS rks vxyk dne D;k gksxk \ 

 

mRrj % ftl O;fDr dks i=koyh Hksth xbZ gS] ;fn mlds }kjk i=koyh dks vHkh rd a[kksyk ugh x;k gS rks 

Files [k.M ds  Sent mi&[k.M ls Pullback  fyad dk mi;ksx djds mls okil fy;k tk ldrk gSA  

blls i=koyh izs"kd ds Inbox esa vk tk;sxhA  

   

iz'u % le;c) i=kofy;kWa D;k gSa \ 

mRrj % os i=kofy;kW ftuds fy, vki }kjk frfFk fu/kkZfjr dh xbZ gS vFkok fdlh vU; }kjk vkids fy, 

frfFk fu;r dh xbZ gksA 

   

iz'u % ;fn esjs }kjk i=koyh cukbZ xbZ] fdUrq mls fdlh vU; dks Hkstk ugha x;k gS rks og dgkWa feysxh \  

mRrj % ;fn mi;ksxdrkZ }kjk i=koyh dzekWad l`ftr fd;k x;k gS rks i=koyh Files ekWM~;wy ds vUrxZr 

Created [k.M ds Completed mi [k.M ls izkIr gks ldrh gS] vU;Fkk Drafts mi [k.M esa gksxhA  
   

iz'u % fdlh Receipt dks igys ls gh izsf"kr i=koyh lssa fdl izdkj tksM+k tk ldrk gS\ 

mRrj % pj.k 1 % Files ekWM~;wy ds vUrxZr Create Part section dks fDyd djsaA  

 pj.k 2 % ftl izsf"kr i=koyh esa i=kpkj dks j[kk tkuk gS] mls Browse djsaA 

 pj.k 3 % Create Part cVu dks fDyd djsaA 

 pj.k 4 % Correspondance fyad dks fDyd djsaA 

 pj.k 5 % Attach cVu dks fDyd djsaA 

 pj.k 6 % ftl receipt dks j[kk tkuk gS] mls p;fur djsa vkSj Attach cVu dks fDyd djsaA 

 fVIi.kh % i=koyh lUnHkZ j[kus okyh receipts dks i=koyh esa ugha j[kk@lafoyhu ugha fd;k tk 

ldrkA  

   

iz'u % fcuk i=koyh [kksys D;k ;g Kkr djuk lEHko gS fd fdlh i=koyh esa ihr fVIi.kh ¼yellow note½ gS 
vFkok vkys[k cuk;k x;k gS \ 

mRrj % gkWaA   

 ;fn i=koyh esa dksbZ vkys[k igys gh cuk fy;k x;k gS rks og i=koyh dzekWad ds lEeq[k ,d NksVs 

gjs vkys[k fpUg ¼small green draft icon½ }kjk iznf'kZr gksxkA  

;fn i=koyh esa dksbZ ihr fVIi.kh igys gh cuk yh xbZ gS rks og i=koyh dzekWad dh ihr jax dh 

i`"BHkwfe }kjk iznf'kZr gksxkA  

   

iz'u % D;k bysDVªkfud receipt dks HkkSfrd i=koyh ls lEc) fd;k tk ldrk gS \ 

mRrj % ughaA  vVSpesUV ;qDr receipt dks HkkSfrd i=koyh rFkk bysDVªkfud i=koyh ls lEc) fd;k tk 

ldrk gS] tcfd vVSpesUV jfgr receipt dks dsoy HkkSfrd i=koyh ls lEc) fd;k tk ldrk gSA  

   

iz'u % D;k fyad dh xbZ i=kofy;ksa esa ¼Linked Files½ mi;ksxdrkZ }kjk ifjorZu fd;k tk ldrk gS \ 

mRrj % ughaA  fyad dh xbZ i=koyh dsoy iBuh; eksM esa gksrh gSA 

   

iz'u % D;k bysDVªkfud i=koyh dks HkkSfrd i=koyh ds :i esa ifjofrZr fd;k tk ldrk  gS\ 

mRrj % ughaA  leLr uksfVaXl vkSj i=kpkj ¼;fn dksbZ gksa½ dh LdSfuax ds i'pkr dsoy HkkSfrd i=koyh dks 

bysDVªkfud i=koyh ds :i esa ifjofrZr fd;k tk ldrk gSA 

iz'u % i=kofy;ksa dks D;ksa ikdZ fd;k tkrk gS\ 

mRrj % dHkh&dHkh ,slh fLFkfr gksrh gS fd Inbox esa ekStwn i=koyh ij dke dj fy;k x;k gS vkSj i=koyh 

dh vko';drk dqN le; i'pkr gksxh] rks mi;ksxdrkZ ds ikl viuh isUMsUlh gVkus ds fy, 

i=koyh dks ikdZ djus dh lqfo/kk gSA 

   

iz'u % File Inbox ls i=koyha dks fdl izdkj ikdZ fd;k tkrk gS\ 

mRrj % pj.k 1 % ftl i=koyh dks ikdZ fd;k tkuk gS] mldk p;u djsaA 223



 pj.k 2 % More Action fyad ds vUrxZr Park File fodYi ij fDyd djsaA 

 pj.k 3 % i=koyh ikdZ djus ds fy, fVIi.kh vkSj vuqLekjd frfFk Vkbi djsa rFkk OK cVu dks 

fDyd djsA 

   

iz'u % ikdZ dh xbZ i=koyh dk iwoZ oR̀rkar dSls tkusa \ 

mRrj % pj.k 1 % ftl i=koyh dk iwoZ o`Rrkar Kkr fd;k tkuk gS] mldk p;u djsaA  

 pj.k 2 % More Action fyad ds vUrxZr Park File History fodYi ij fDyd djsaA 

   

iz'u % Files module ds Created [k.M ds vUrxZr Drafts vkSj Completed ds chp D;k vUrj gS \ 

mRrj % tc mi;ksxdrkZ }kjk ,d ubZ i=koyh cukbZ tkrh gS vkSj mldk dzekWad l`ftr gks tkrk gS rks 

i=koyh Completed mi [k.M esa vk tkrh gS vkSj ftl i=koyh dk uEcj l`ftr ugh gksrk] os Drafts 

mi [k.M esa jgrh gSaA 

   

iz'u % D;k i=koyh izkIr gq, fcuk ml ij dksbZ dk;Zokgh lEikfnr dh tk ldrh gS \ 

mRrj % HkkSfrd i=koyh izkIr gq, fcuk ml ij dksbZ dk;Zokgh ugha dh tk ldrh] fdUrq bysDVªkfud i=koyh 

dh fLFkfr esa] fcuk i=koyh izkIr gq, ml ij dk;Zokgh fd;k tkuk lEHko gSA  

   

iz'u % ihr fVIi.kh D;k gS \ 

mRrj % ;g ,d izdkj dh fVIi.kh gS tksfd vukSipkfjd :i ls mi;ksxdrkZvksa ds e/; cukbZ tkrh gS vkSj 

vfUrehd`r gks tkus ds i'pkr mls vfUre gfjr fVIi.kh ds :i esa ifjofrZr fd;k tk ldrk gSA 

   

iz'u % ihr fVIi.kh fdl izdkj cuk;sa \ 

mRrj % pj.k 1 % ubZ bysDVªkfud i=koyh cuk;sa vFkok File Inbox ls og i=koyh pqusa] ftlesa ihr 

fVIi.kh cukbZ tkuh gSA 

 pj.k 2 % i=koyh ds ckbZa vksj] Add Green Note fyad ij fDyd djsaA 

 pj.k 3 % ihr fVIi.kh esa fo"k;&oLrq dh izfof"V djsa vkSj Save cVu ij fDyd djsaA 

iz'u % D;k vU; i=kofy;ksa dks dk;Z'khy i=koyh ls fyad fd;k tk ldrk gS \ 

mRrj % gkWa] fdUrq fyad dh xbZ i=kofy;kWa dsoy View eksM esa gksrh gSaA  mi;ksxdrkZ }kjk dksbZ dk;Zokgh 

fyad dh xbZ i=kofy;ksa ij ugha dh tk ldrhA dsoy mudk lapj.k vkSj fooj.k gh lqyHk gSA  

  

iz'u % [k.M i=kofy;kWa D;ksa cukbZ tkrh gSa \ 

mRrj % dsoy HkkSfrd i=kofy;ksa ds gh [k.M cuk;s tkrs gSaA  ,slk ;g lqfuf'pr  djus ds fy, fd;k tkrk 

gS fd HkkSfrd i=kofy;ksa dk vkdkj NksVk vkSj lqxe jgsA  

   

Dispatch  
 
iz'u % D;k i=kpkj dks ,d gh le; esa cgqr ls O;fDr;ksa dks izsf"kr fd;k tkuk lEHko gS  \  
mRrj % gkWaA  Dispatch Ldzhu esa Add More Recipients fyad dks fDyd djds mi;ksxdrkZ }kjk cgqr ls 

O;fDr;ksa dks i=kpkj izsf"kr fd;k tk ldrk gSA   

   

iz'u % 'Dispatch by Self' rFkk 'Dispatch by CRU/DND' ds e/; D;k vUrj gS\ 

mRrj % Dispatch by Self  ls vk'k; gS] ftl mi;ksxdrkZ }kjk vkys[k cuk;k x;k gS Lo;a mlds }kjk i= 

izsf"kr fd;k tkukA   

Dispatch by CRU/DND ls vk'k; gS i= dks fdlh laxBu ds CRU/DND vuqHkkx }kjk izsf"kr fd;k 

tkukA   

   

iz'u % fMLiSp djrs le; D;k mi;ksxdrkZ }kjk igys ls cuk;s x;s vkys[k dks LFkkuh; iz.kkyh ls eFile 
application esa paste fd;k tk ldrk gS \ 

mRrj % gkaW] iznRr editor dh lgk;rk ls mi;ksxdrkZ }kjk igys ls cuk;s x;s vkys[k dks LFkkuh; iz.kkyh ls 

eFile application esa paste fd;k tk ldrk gSA  

iz'u % HkkSfrd receipt dks fdl izdkj fMLiSp djsa \ 

mRrj % pj.k 1 % ftl HkkSfrd receipt dks fMLiSp fd;k tkuk gS] mldk p;u djsaA 

 pj.k 2 % Dispatch fyad dks fDyd djsaA 

 pj.k 3 % vfuok;Z QhYM~l dh leh{kk djsa] ;fn muesa dqN ifjorZu fd;k tkuk gSA 

 pj.k 4 % Add More Recipients fyad dks fDyd djds vU; izkIrdrkZ tksM+sa ¼;fn vko';d gks½  

 pj.k 5 % vU; nLrkost Browse vkSj attach djsa ¼;fn vko';d gks½ 

 pj.k 6 % Receipt dks vUrr% fMLiSp djus gsrq Dispatch by Self vFkok Dispatch by CRU/DND 

cVu dks fDyd djsaA  

 fVIi.kh% ;fn CRU/DND }kjk fMLiSp fd;k tk jgk gS rks CRU pqusa vkSj send cVu dks fDyd djsaA 

   

iz'u % CRU/DND }kjk fMLiSp djrs le; D;k Mkd fooj.k rFkk vkmV jftLVj ds fooj.k Hkjk tkuk 

vko';d gS \ 
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mRrj % ughaA   

   

iz'u % D;k mi;ksxdrkZ }kjk Receipt fMLiSp djrs le; vU; nLrkost lEc) fd;k tk ldrk gS \ 

mRrj % gkWaA  mi;ksxdrkZ okWfNr nLrkost dks Dispatch Ldzhu ds ry esa Browse vkSj i= fMLiSp djrs le; 

mlds lkFk lEc) dj ldrk gSA  

   

iz'u % Receipt fMLiSp ds i'pkr mi;ksxdrkZ dks fMLiSp dzekWd dgkWa ij izkIr gksxk \ 

mRrj % mi;ksxdrkZ }kjk ftl {k.k i= fMLiSp fd;k tkrk gS] fMLiSp dzekWad mlh i`"B ij iznf'kZr gks tkrk 

gS] vU;Fkk mi;ksxdrkZ mls ckbZa vksj Dispatch ekWM~;wy ds Sent mi&ekWM~;wy ds vUrxZr ik ldrk gSA  

   

iz'u % bysDVªkfud Receipt esa vkys[k laLdj.k D;k gS \ 

mRrj % tc mi;ksxdrkZ }kjk dksbZ vkys[k cukdj vU; bZ&vkWfQl mi;ksxdrkZ dks Hkstk tkrk gS vkSj rc 

fdlh iwoZ fufeZr vkys[k esa iqu% dqN ifjorZu fd;s tkrs gSa rks laLdj.k cuk;s j[kk tkrk gSA  

mnkgj.kLo:i ;fn ^d^ mi;ksxdrkZ }kjk ,d vkys[k V 1.0 cukdj vU; bZ&vkWfQl mi;ksxdrk ^[k* 

dks Hkstk tkrk gS vkSj ;fn ^[k* }kjk mlesa dksbZ ifjorZu fd;s tkrs gSa rks vkys[k dk laLdj.k 

ifjofrZr gksdj V 1.1 gks tk;sxkA   ,slk mi;ksxdrkZvksa }kjk vkys[k esa fd;s tkus okys ifjorZuksa dks 

le>us ds fy, fd;k tkrk gSA  

   

iz'u % D;k mi;ksxdrkZ }kjk iwoZ fufeZr vkys[k dks foyksfir fd;k tk ldrk gS \ 

mRrj % gkWa] mi;ksxdrkZ }kjk bfPNr vkys[k dk p;u djds vkSj Delete fodYi dk mi;ksx djds iwoZ fufeZr 

dks foyksfir fd;k tk ldrk gSA  

   

iz'u % bysDVªkfud i=koyh esa vkys[k dSls cuk;sa \ 

mRrj % bysDVªkfud i=koyh esa vkys[k cukus gsrq mi;ksxdrkZ }kjk fuEu fdz;k;sa fd;k tkuk gksxk %& 

 pj.k 1 % bysDVªkfud i=koyh [kksyus ds fy, i=koyh la[;k ij fDyd djsaA 

 pj.k 2 % Draft fyad ds vUrxZr Create New Draft dks fDyd djsaA 

 pj.k 3 % Reply fodYi pqusa] ;fn i=koyh esa ,dkf/kd receipts gSa vkSj mi;ksxdrkZ fdlh fof'k"V 

receipt/nLrkost dk mRrj izsf"kr djuk pkgrk gSA  

 pj.k 4 % vfuok;Z QhYM~l dh leh{kk djsa] D;k muesa dksbZ ifjorZu okWafNr gSA 

 pj.k 5 % Add More Recipients fyad dks fDyd djds ¼;fn vko';d gks½ vU; izkIrdrkZvksa dks 

tksM+saA    

 pj.k 6 % vU; nLrkost ¼;fn vko';d gks½ Browse vkSj attach djsaA 

 pj.k 7 % mi;ksxdrkZ editing field esa fdlh iwoZ fufeZr vkys[k dks paste dj ldrk gS vFkok iwoZ 

ikfjHkkf"kr vkys[k ds VsEiysV~l dk mi;ksx dj ldrk gSA  

 pj.k 8 % Save cVu dks fDyd djsaA  

 pj.k 9 % Approve cVu dks fDyd djsaA 

 pj.k 10% vko';drkuqlkj Dispatch by Self vFkok Dispatch by CRU/DND dks fDyd djsaA 

   

iz'u % D;k bysDVªkfud eksM esa vkys[k dks loZizFke vuqeksfnr fd;k tkuk vko';d gS\ 

mRrj % gkWa] fcuk vkys[k vuqeksfnr fd, gq, mi;ksxdrkZ }kjk mls fMLiSp ugha fd;k tk ldrk gSA  

   

iz'u % D;k vkys[k vuqeksnu ds i'pkr mls lEikfnr fd;k tk ldrk gS\ 

mRrj % ughaA  

   

iz'u % fuxZr receipts ij d`r dk;Zokgh dk fooj.k fdl izdkj Kkr fd;k tk ldrk gS\ 

mRrj % fuxZr receipts ij d`r dk;Zokgh dk fooj.k mi;ksxdrkZ }kjk ckbZa vksj portlet esa fMLiSp [k.M ds 

sent mi ekWM~;wy ds vUrxZr Kkr fd;k tk ldrk gS 

 pj.k 1 % ckbZa vksj portlet esa fMLiSp [k.M ds sent mi ekWM~;wy dks fDyd djsaA 

 pj.k 2 % d`r dk;Zokgh dk fooj.k ns[kus gsrq] fuxZr receipt ds lEeq[k fLFkr fpUg dks fDyd 

djsaA 

   

iz'u % ‘Issued and Sent’ rFkk ‘Issued and Dispatched’ ds ek/; D;k vUrj gS\ 

mRrj % tc i= fdlh fufnZ"V O;fDr dks vfUre :i ls izsf"kr dj fn;k tkrk gS rks mls ‘Issued and 

Dispatched’ dgk tkrk gSA  fdlh bZ&vkWfQl mi;ksxdrkZ }kjk ;fn i= Hkstk x;k gS fdUrq vfUre 

:i ls izsf"kr ugha fd;k x;k gS rks mls ‘Issued and Sent’ dgk tkrk gSA   

 
 
DSC (Digital Signature Certificate)  
iz'u % Digital Signature Certificate D;k gS \ 
mRrj % Digital Signature Certificate (DSC) HkkSfrd vFkok analog izek.ki= dk bysDVªkfud Lo:i esa izfrLFkkuh gSA vk/kkj 

dkMZ] okgu ykblsUl] ikliksVZ bR;kfn HkkSfrd izek.k&i=ksa ds mnkgj.k gSa tksfd fdlh O;fDr dh igpku ds izek.k ds :i 

esa dk;Z djrs gSa] ftlds fy, og cus gSaA  

mnkgj.kLo:i] ,d okgupkyd dk ykblsUl] ml O;fDr dh igpku eksVj okgu pykus ds fy, izdV djrk gSA  blh 
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izdkj ,d fMftVy lfVZfQdsV bUVjusV ij lwpukvksa vFkok lsokvksas rd igqWap vFkok nLrkostksa ij fMftVy gLrk{kj gsrq 

bysDVªkfud Lo:i esa izLrqr fd;k tk ldrk gSA  

    

 

iz'u % 

 
Digital Signature Certificate dh vko';drk D;ksa  gksrh gS \ 

mRrj % ftl izdkj dqN nLrkostksa ds fy, HkkSfrd gLrk{kj dh vko';drk gksrh gS] mlh izdkj bZ&Qkby 

,Iyhds'kUl esa gfjr&i.kZ esa bysDVªkfud Lo:i esa gLrk{kj gsrq fMftVy flxuspj lfVZfQdsV~l dk 

mi;ksx fd;k tk ldrk gSA  

   

iz'u % Digital Signature Certificate fdlds }kjk fuxZr fd;s tkrs gSa \  

mRrj % ykblsUl'kqnk lfVZQkbax vFkkWfjVh Digital Signature Certificate fuxZr djus gsrq vf/kd`r gksrs gSaA  

;wih,ylh buesa ls ,d gS ftls www.uplc.in ij lEidZ fd;k tk ldrk gSA  

   

iz'u % bZ&vkWfQl ds fy, fMftVy flxuspj lfVZfQdsV~l ds dkSu&dkSu ls izdkj gSa\ 

mRrj % bZ&vkWfQl iz.kkyh ds fy, fuEu nks izdkj ds fMftVy flxusplZ laLrqr fd;s tkrs gSa% 

Js.kh % 2 blesa fdlh O;fDr dh igpku ,d fo'oluh;] iwoZlR;kfir MkVkcsl ls lR;kfir dh tkrh 

gSA  

Js.kh % 3 ;g mPpre Lrj gS] tgkWa O;fDr dks iathdj.k izkf/kdj.k ¼Registering Authority½ ds le{k 

Lo;a dks izLrqr djuk vkSj viuh igpku izekf.kr djuk gksrk gSA  

   

iz'u % fMftVy flxusplZ dk bZ&vkWfQl ds vfrfjDr Hkh vU; dksbZ mi;ksx gS\ 

mRrj % bls vU; dk;ksZa gsrq Hkh] tSlsfd vkidk fjVuZ Hkjus ds fy, mi;ksx fd;k tk ldrk gSA  

   

iz'u % fMftVy flxuspj lfVZfQdsV dh oS/krk vof/k fdruh gS \ 

mRrj % lfVZQkbax vFkkWfjVh] mlds fuxZeu dh frfFk ls ,d vFkok nks o"kZ dh oS/krk lfgr fMftVy 

flxuspj lfVZfQdsV tkjh djus gsrq vf/kd`r gSaA 

rFkkfi budh le;lhek fofHkUu dkj.kksa ls Hkh lekIr gks ldrh gSA mnkgj.kLo:i Mh-,l-lh- dh 

le;lhek] lsokfuòfRr dh frfFk ls Hkh tqM+h gSA  

   

iz'u % fMftVy flxuspj dh fof/kd fLFkfr D;k gS \ 

mRrj % lw0izkS0 vf/kfu;e esa iznRr izkfo/kkuksa ds vuqlkj fMftVy flxuspj U;k;ky;ksa esa fof/kd :i ls 

Lohdk;Z gSaA Hkkjr esa lw0izkS0 vf/kfu;e 2000 }kjk fMftVy flxuspj dks dkuwuh oS/krk iznku dh xbZ 

gSA  

iz'u % D;k fMftVy :i ls gLrk{kfjr fdlh nLrkost dks lk{; ds :i esa fof/kekU; ekuk tk ldrk gS\ 

mRrj % gkWaA Hkkjrh; lk{; vf/kfu;e] 1858 dks lw0izkS0 vf/kfu;e 2000 dh rtZ ij la'kksf/kr vkSj ifjofrZr 

fd;k x;k gSA  

vr% gLr&fyf[kr gLrk{kj }kjk gLrk{kfjr HkkSfrd nLrkost dh HkkWfr gh ,d oS/k fMftVy flxuspj 

}kjk gLrk{kfjr fdlh bysDVªkfud nLrkost dks fof/kekU; lk{; ds :i esa Lohdkj fd;k tk;sxkA  

   

iz'u % oS/krk vof/k ds i'pkr fMftVy flxuspj lfVZfQdsV~l dk D;k gksrk gS\ 

mRrj % oS/krk vof/k ds i'pkr fMftVy flxuspj lfVZfQdsV lekIr gks tkrk gSA  bls uohd`r djkus ds 

fy, vxszrj funsZ'kksa gsrq tkjh djus okys izkf/kdjh ls lEidZ djsaA   

   

iz'u % fMftVy flxuspj dk mi;ksx djrs le; D;k lqj{kk lko/kkfu;kWa j[kuh pkfg,\ 

mRrj % Mh-,l-lh- ikloMZ }kjk lajf{kr gSA  fcuk foQy gq,] vkjfEHkd ikloMZ cny nsaA vius fMftVy 

flxuspj okys ehfM;k dks lqjf{kr j[ksa vkSj viuk ikloMZ fdlh Hkh O;fDr dks u crk;saA    

   

iz'u % fMftVy flxuspj lfVZfQdsV fdl izdkj dk;Z djrk gS \  

mRrj % Mh-,l-lh- Public Key Infrastructure (PKI) ij dk;Z djrk gS tksfd lwpuk dks ,fUdzIV djus vkSj 

fMfdzIV  djus dk ,d ifj"d`r] xf.krh; fl) rjhdk gSA  

mnkgj.k ds fy,% cSad esa ykWdj rd igqWapus tSlkA  

   

iz'u % eSa vius fMftVy flxuspj lfVZfQdsV dk bZ&Qkby ,Iyhds'ku ds lkFk iathd`r djuk pkgrk gWa] 

bls fdl izdkj d:Wa \ 

mRrj % pj.k 1 % Mh-,l-lh- iath;u ds fy, eFile ds ckbZa vksj ds esuw esa Mh-,l-lh- VSc ds vUrxZr DSC 

Registration ij tk;saA  

 pj.k 2 % lcls Åij nkfguh vksj ds dksus esa Signing Certificate fyad dks fDyd djsaA  

 pj.k 3 % foUMks esa fn[k jgs lfVZfQdsV dks pqusaA  

 pj.k 4 % lfVZfQdsV dks ,Iyhds'ku ds lkFk iathd`r djus gsrq OK fDyd djsaA 

   

iz'u % fMftVy flxuspj lfVZfQdsV dh PIN dSls cnysa \ 

mRrj % fMftVy flxuspj lfVZfQdsV dh PIN cnyus ds fy, fuEuor~ fdz;k;sa djsa% 226



 pj.k 1 % All Programs -> Safesign -> Token Administration ij tk;saA 

 pj.k 2 % Certificate dks pqu dj ekml dk nkfguk cVu fDyd ¼right click½ djsaA 

 pj.k 3 % Change PIN dks fDyd ¼right click½ djsaA 

   

iz'u % 'Sign & Send' dk vfHkizk; D;k ;g gS fd mi;ksxdrkZ }kjk i=koyh dks vius okLrfod gLrk{kj ls 

gLrk{kfjr fd;k tk jgk gS \ 

mRrj % ughaA  'Sign & Send' dk vFkZ ;g gS fd mi;ksxdrkZ }kjk i=koyh dks fMftVy gLrk{kj ls 

gLrk{kfjr fd;k tk jgk gS vkSj fVIi.kh dh fo"k;oLrqr ,fUdzIV gks tkrh gSA  

   

iz'u % D;k e-File ykWxbu ds nkSjku eq>s Mh-,l-lh- esa Iyx bu djuk gS \ 

mRrj % gkWaA  bZ&i=koyh mi;ksx ds nkSjku Mh-,l-lh- dks fujUrj Iyx bu j[kuk vfuok;Z gSA  

iz'u % D;k gksrk gS tc esjk Mh-,l-lh- [kks tk;s\  

mRrj % ;fn Mh-,l-lh- [kks tk;s rks mi;ksxdrkZ dks u;k Mh-,l-lh- izkIr djus ds fy, vFkZn.M lfgr izi= 

Hkjus dh vko';drk gksxhA  

   

iz'u % esjk Mh-,l-lh- dke dj jgk Fkk] fdUrq vpkud flLVe mls igpku ugha jgk gSA  D;k leL;k gS \  

mRrj % Mh-,l-lh- dks fdlh vU; USB port esa yxk;sa vkSj ns[ksa fd D;k ;g dke djrk gSA  

    
 

Search 
iz'u % Inbox esa dksbZ fo'ks"k i=koyh dSls [kkstsa \ 

mRrj % Basic Search dk mi;ksx djrs gq, mi;ksxdrkZ Receipt/File Number vFkok subject esa Vkbi dj ldrk 

gSA  

 pj.k 1 % File Inbox [kksysaA  

 pj.k 2 % Basic Search QhYM esa] okWfNr i=koyh dh la[;k Vkbi djsaA 

 pj.k 3 % Search cVu ij fDyd djsaA  

   

iz'u % D;k ikdZ dh xbZ vkSj cUn dh xbZ i=kofy;ksa dks [kkstk tk ldrk gS\ 

mRrj % gkWaA 

   

iz'u % Advance Search D;k gS \ 
mRrj % Advance Search, ,Iyhds'ku esa miyC/k fof'k"V [kkst lqfo/kk dk ,d foLrkj gSA ;g mi;ksxdrkZ dks 

laxBu esa dgha Hkh fdlh Hkh receipt i=koyh vFkok fcUnq dk irk yxkus dh lqfo/kk iznku djrk gSA  

   

iz'u % Search rFkk Advance Search esa D;k vUrj gS \ 

mRrj % Basic search: [kkst djus dh ;g lqfo/kk mi;ksxdrkZ dks Inbox/Sent/Created  vFkok Parked [k.M esaa 

ekStwn fdlh Receipt/File dks [kkstus esa lgk;rk djrh gSA   

Advanced search: [kkst djus dh;g lqfo/kk mi;ksxdrkZ dks laxBu esa dgha Hkh fdlh Hkh receipt 

i=koyh vFkok fcUnq dk irk yxkus dh lqfo/kk iznku djrh gSA 

   

iz'u % Advance Search esa D;k dksbZ vfuok;Z QhYM gaS \ 

mRrj % ughaA fdUrq [kkst vkjEHk djus gsrq de ls de ,d QhYM dks Hkjk tkuk pkfg,A 

   

iz'u % D;k Advance Search esa dsoy ,d QhYM esa gh fooj.k dh izfof"V djus ls i=koyh vFkok receipt 
dk [kkstk tkuk lEHko gS \ 

mRrj % gkWaA izfof"V fd;s x;s fooj.kksa ds vk/kkj ij [kkst dk ifj.kke iznf'kZr gksxkA lHkh QhYM~l esa izfof"V 

fd;k tkuk vfuok;Z ugha gSA  

General  
iz'u % eSa bZ&vkWfQl dSls ,Dlsl d#W \ 

mRrj % Internet Explorer [kksysa vkSj address bar esa bZ&vkWfQl ,Iyhds'ku dk URL Vkbi djsa rFkk login Ldzhu 

esa User name vkSj ikloMZ Vkbi djsaA  

   

iz'u % D;k eSa viuk ykWx bu vkbZMh vkSj ikloMZ cny ldrk gwW \ 

mRrj % dksbZ mi;ksxdrkZ viuk vkbZMh vkSj ikloMZ Lo;a ugha cny ldrk] vfirq blds fy, admininstrator 

dks lEidZ fd;k tkuk gksxkA 

   

iz'u % eq>s e-file ds fy, lEcfU/kr lkW¶Vos;lZ vkSj user guide dgkWa ls fey ldrk gS\ 

mRrj % lEcfU/kr lkW¶Vos;lZ vkSj user guide, e-file iksVZy ls izkIr fd;s tk ldrs gSaA 

   

iz'u % fof'k"V Receipts vFkok i=kofy;ksa ds voyksdu gsrq le;kof/k dgkWa ij lsV dh tk ldrh gS \ 

mRrj % mi;ksxdrkZ }kjk] tks le;kof/k og pkgs] 'kh"kZ ij iznRr Date Range esa lsV dj ldrk  gSA  

iz'u % Pullback vkSj Pullup ds chp D;k Hksn gS \   227



mRrj % Pullback : dk vk'k; fdlh izsf"kr receipt/i=koyh dks] tc rd izkIrdrkZ }kjk mls [kksyk u x;k gks] 

okil ysus dh izfdz;k ls gSA   

Pullback : dk vk'k; fdlh izsf"kr receipt/i=koyh dks] ;fn izkIrdrkZ }kjk mls [kksyk tk pqdk gks rc 

Hkh cyiwoZd okil ysus dh izfdz;k ls gSA  

   

iz'u % Hierarchical view D;k gS \   

mRrj % ;g view mi;ksxdrkZvksa dks viuh i=kofy;ksa vkSj receipts ds lkFk&lkFk muds vuqHkkx dh 

i=kofy;ksa ds Hkh voyksdu dh lqfo/kk nsrk gSA  

   

iz'u % D;k eq>s HkkSfrd i=kofy;ksa dk dksbZ jftLVj cukus dh vko';drk gS\ 

mRrj % ughaA  ,Iyhds'ku esa fjiksVZ iznku dh tkrh gSa] tks mi;ksxdrkZ dks fdlh fof'kV  vof/k ds fy, 

fjiksVZ izkIr djus dh lqfo/kk nsrh gSA  

   

iz'u % D;k fjiksVZ~l dk fizaV&vkmV fy;k tkuk lEHko gS \ 

mRrj % gkWaA 

   

iz'u % D;k mi;ksxdrkZ fdlh vuqHkkx dh fjiksVZ ns[k ldrk gS \ 

mRrj % gkWaA 
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