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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 Diarisatiaf 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 actionntade 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 revdutionary 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 Grievance©ARPG), Govt. of India.
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eFile Modules

Different sections that constitute eFileapplication 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.

&EOOO 1T &£ AlTh 1AO80O 1 Adedionofehle.00 ET x O OOA OEA OAAAEDO
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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 gegirocessed and approved from the higher
authority.

There are various links available under Receipts section which is mentioned below:
1 Browse & Diarise
a. Physical
b. Electronic
M Inbox

1 Email Diarisation

1 Created
M1 Sent
1 Closed

1 Acknowledgement

1 Recycle bin

, A @icGss the above points one bgne:
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Browse & Diarise

The Browse and Diarise link under receipts section includes two sub modules:

1. Physical

2. Electronic

, AO6O EAOA Al ET OO1T AOCAOGETT AAT OO OEAOA OOGA 11 AOI AOG T°

1. Electronic: In Electronic Module the browsing or uploading of the scanned document is mandatory and
then the Diarisation of scanned correspondence is done.

2. Physical: In Phydcal Module the browsing or uploading of the scanned document is not mandatory, only
the Diarisation of the received correspondence is done for tracking purpose.

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.

Classification levels are

T Normal
Confidential

1 Secret

1 Top Secret

Receipt without attachment can be puin Physical files only.
Physical/Electronic Receipt with attachment can be put in Electronic File.

Physical Receipt/ Document can be attached with in an Electronic Receipt and \\Mersa.

= =4 =4 =

Also, the receipt attached with other receipts can be send to onlye user at a time.
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1 Browse and Diarise (Bectronic R eceipts)

A user needs to perform the following steps:

| » Browse & Diarise

Step 1: Click the Electronic module under Browse and Diarise ( |) link of Receipts section, as

shown in Fig.eFile.1

ﬂ

» Browse & Diarise

' Physical
» Eler.:trr.}nic

b Inbox

+ demo

Email Diarisation
Created

Sent

Closed

vy ¥ v wv v

Acknowledgement
| b BecvcleBin |
Fig.eFile.1

Step 2: Select the Receipt and Click the Upload Fil_) button from the Browse and Diarise

screen to upload the scanned receis shown in fig.eFile.2

Upload(Only PDF upto 60 MB)* = Diary Details
I Classified Choose one ] we Choose One [+]
Delivery Mode* By Post [=] Lenguage English [=]
Mode Number Humber
Type Letter [] Lstternats il
B Received Date 06/09/2013 m Diary Date 06/09/2013
File Number Dealing Hands Choose One [+]
= Contact Details [ Add to Address Bogk
Ministry Choose one E
3 Department Choose one E
Name N. Dharam Singh
Designation Member of parliment
Organization
Addresst* New Delhi
Address 2
e-Mail
Country INDIA [=]
State Dalhi [=]
- a
< Step 3 , Pincode 110011
Mobile
Telephone
= Category & Subject
Main Category® AN & Demand [=]
Sub Category Choose One E
Recehpr
Subject*
4
gPL P Receipt 1001
Enclosures /Remarks T et neceien)
0 IL 0ot be chengeg ot L -
Fig.eFile.2
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1 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 fieldsis mandatory.

Step 3: Enter the essential details in all the mandatory fields iBrowse and Diarise Page.

Step 4: There are 3 buttons on while browsing & Diarising theletails. Thebuttons functionality is as under:

Generate

A Click theGenerate (
unique diary number.

) button (Fig.eFile2) on Browse and Diarise page to generate a

A If a user clicks onGenerate & Send () button: To generate ainique Diary
number and Sendit to the intended Recipient(Fig.eFile2).

A Generate & Copy ( SERERSFERER button: To generate aunique Diary numberand creating
a Copyof it (Fig.eFile2).

Copyright © NIC, 2013



Browse and Diarise (Physical Receipt)
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1 Actions on Receipt Browse & Diarise

There arel0 actions provided underReceiptBrowse & Diarise section:

1. Receive
2. Reply
3. Send

1 Pull back: 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 Bacl@l) link. In case, the recipient has opened the receipt,
then pullback option is inaccessible.

1 Ausercanforward receipt to multiple recipients by using semi colon as separators.
4. Putin File

T )& ATU &EI A EO OAEAOAT AAATAOOAAEAA xEOE OEA OAA,
user needs to detach the referenced File.

5. View
A Unread
A Read
A Physicall
A Electronic
A All

6. Move To
7. Copy

8. Close

1 The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to
be dispatched first then the receipheeds tobe closed.

9. Dispatch

10. Reminder

Copyright © NIC, 2013



Quick Actions:
1 Latest Remarks )

5 Reply ()
1 Forward ()
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Inbox

Inbox option contains the list of all the receipts that are received as an Inward Correspondence/DAK.

1 User has toclick the Receipt number to view the receipt. As a result, the user can view the content of
receipt along with the details.

f Nature of Receipt can be verified from the characted %dd O Gvlich is written before the receipt
number.

1 CharacterO®& I AT 1 EUAO %l AAOOI T EA 2AAAEPO xEAOAAO AEAC

The steps to view Inbox Receipt are as under:

Step 1: Click onO) 1 Aifk@ifider the Receipts section to view all the Inbox receipts, by. As a result tHapox
Receipts screen appears, as shown in Fig.eFii.

Date Range : 15/08/2013 To 13/09/2013 -
Recepts A m.\.\PutmaﬂMhoveTo|Capy Close spatc emm ISI\S‘M’ Herarchical View.u ece|pts

} Browse & Diarse Computer , e Quik
v v Regept No. v voubject  vSender  vSentBy v Sent On .
3 Physcal o "0 Action
. g I PLPRecept  (PLPRecet  EHARAT CHINDARKARJTSECY(OLT)-  0/09/B301:42 B4
3 Electronic P154%60  154960/2013/JTSECY(DLT-CMD g? Attachments 01 10l a0 o ¢
Sian 1 ) AJAY TULSHIRAM FULMALL MEV- QY3080
} Inbox ‘ P |) Anewm smonon g}’ Attachments test fast (TECH L o ¢

3 demo

Fig.eFile.3

Step 2: Select the receipt to which action needs to be performe(Fig.eFile3)
Step 3: A user can perform any of the below mentioned actions:

There are 10 actionsprovided under Receipt Inbox (Fig.eFile3)

1. Receive
2. Reply
3. Send
4. Putin File
5. View
1 Unread

! Read

1 Physical

Copyright © NIC, 2013
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1 Electronic

1 Al
6. Move To
7. Copy
8. Close
9. Dispatch
10. Reminder

Additional Actions: While opening Electronic / Physical receipt a user canview 4 additional actions
including of aboveactions as highlighted in fig. eFile4

' Send | Reply | Put in a File | Copy | Dispatch | Details |[Movements Edit | Close ||V]ew Draft |At'tach File |At'tad1 Receipt | |
= + AutomaticZoom * ‘ =IReceipt Detals
it ReceiptNo: 150727/2013/CMO File No:
- From: fest Designation:  fest
Main Category . Adverfisement Sub Category:
Address : fest Sent Date : 02/09/13 01:06 PM
Letter .
Reference No: L s
. Enclosures |
Subject: fest Remarks:
Fig.eFile.4

a) View Draft

1 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.

b) Movements
c) Attach File
d) Attach Receipt

Quick Actions: (Fig.eFile3):
1 Latest Remarks () - Shows latest remark given on any particular receipt.
1 Reply ( - It facilitates the user to reply to the sender of the receipt.

1  Forward (

) - Forward a particular receipt to one or more recipient at a time.

Refer to theActions on Receipts sectionfor details.
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Email Diarisation

During Email Diarisation, email should have been sent to therge from NIC Email. User should select the email from
NIC Email inbox and Select optioMove To eFile button.

To perform Email Diarisation to eFile process, user has to perform:

Step 1: Click theNIC email link, as shown in Fig.eFilé:

aSce

O semeduia

D wetitication

1 Pecsnmnet Cornes

Fig.eFile.5
As a result,NIC email opens.

Step 2: Select the Receipt which needs to be moved to eFile Amaition.(Fig.eFile6)

e@ffice 0 Arwtmal] Your Lawt kgin At Tue, 30.08-2011 0333 IM

MHeme DOivisions State Units Projects Library Training Download Forms Manuals Dsenren [
B Compose nai il Fetch Unmads ll Sync Foder [l Desets losn o ol Move ol Move B efile
23 INDOX (4089) IRgOX
- / [ Subject Fram Date wFile Status
e Systerns 10 De moved o the new
=) SxationyS/W s —axapi 14:25 Mot Sent l
- = (0) :m,m;a v-ﬂ(;nwmr—‘ = Ivheth remat 14.09 Nt Sent
S5 SINURS 06 DN IOWIE. 10 U IO - tuicamit 1124 Mot Sent
B Legin Noofatens (644) kxationyS/W s
RE [Ons-mquest] Rmquest for URL P
O3 PovsdiySpam (0) Sepping L3drvye 10 46 Mot Sent
- e Re Ropd: Eoffice apphcaton for
) Sent (0) thae ~dsandeep Jand 10.40 Mot Sent
2 Tew (0) [ B Reganting Two Servers in [DC _api 1027 Mot Sent
) vabeoiorsizin (40) eleave Script LIankn b 1010 Mot Sent
Guialines Mew LIsandeep pand 04:10 Mot Sent
r
Pansgerereoy Dummy instance for Funjb —3sanacep Jand 0224 Mot Sent
Rmquest for URL Magiping L3%amg Kumar Pate Sep 01,2011 04 07FM Mot Sent
Frtcn Unmads [l Sync Foaser [l Detete Aaie e o] Move B Move 1 ef il

Fig.eFile.6
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Step 3: Click theMove To eFile button to move the selected recipt to eFile application.(Fig.eFile7)

D khetwal] Your Lawt kign at Tue, 30-08-2011 0335 P

Home Divisions Stals Units Prajacts Ubtary Teaining Download Farms Manusis

B0 Compose Mall

£3 INBOX (4089)

- INBOX

o Subject From Date wFile Status

. Re Systems o be moved & the rew

C3 Owans (0) S et _axapn (T8 Sert

3 Logn Neefcatons (644) Detais of ecfMoe machnes LIwcbhe aeat 1409 Mt Sant
Pt Syserns 5 be moved B e new

23 PosatiySpam (0) Yocatkn/S/W & Saagu 1 ot Sent

- RE: [Dovs-regquest] Reguest for UL

Sert (0 046 ot

-] o) pradicion “3orvem 1 ot Sa

52 Tewn () Re Mo Regd Buffice s0picaton fo

= PONIA pay ~dardeep Jand 1040 Nt Sent

S ==bmnicesnicin (40) [ A Regardng Twe Servers in (DG Iap 10:37 oot Sant

Mansge Folders aloave Scrot LN tamar 1018 Mot Sant
Gusdetines New ~sandeen Jang 0410 Mot Sant
Ourmenry instance for Pungs _3andecp Jans BT ot Sant
Regunst for URL Mappeng SESar) Kumar ot $ep 01,2011 04:07 P Mot Sent
I ST SETTH erryree— N T

Fig.eFile.7

As a result, sent meszge appears at top (Fig.eFil@).

Step 4: dick the Home link to move to theHome Page of eOffice Portal, as shown in Fig.eFi&.

eoﬁlce P khetwal| Your Last logis at Tue, 30-08-2011 03:55 PM
.

m Divisions Stale Units Projects Lidrary Teaining Downlead Forms Manusis Psaarch E

5 Compose Mall 1 messages efile-d
o e () [N ST TN ey rm— Y TN
s INBOX
0 Subject from Date eFile Status
. Re: Systems o be moved b the new
o Dafs () ateVS/W i 3 Sent
O Loge heeficatens (§44) Detads of ecffice machines Jshethe amat w9 Mot Sent
o Fud: Systems b be moved & the rew
3 PebadiySpem (0) RatoVS/W 5. gt 1N Mot Sent
- RE: [Dr-equest] Request hr LRL a
U 7 o4
o3 Sent(0) [ 0 1046 Mt Sent
5 Ten(0) Re R fegd: Eoffice apphcation fir
o nothl ey _wedeey pnd 1040 Mot Sent
9 mbenainc () Re: Regurdng Two Servers i 100 3k 1wy Mt Sent
Manage Folders [ tleave Scigpt Saniit tomar 1018 Mot Sent
[ Gudelnes New dandeep and 04:10 Mt Sent
Dumey ingance ke Punisd Juedeep pnd nnN Nt Sent
Requedt for URL Mapprg ISan) Kumat Patn Sep 01, 2011 04.07PH Nt Sent

fen boeass | Sy foer | ek [uo o ad e b | Hoe befie -

Fig.eFile.8
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Step 5: As a result, Home Page of eOffice Port@llick theeFile Link to move into eFile Application (Fig.eFil&), as
a result, eFile application opens as shown in Fig.eFie.

Yout Last lopn at Tue, 30-08-2011 03 55 M|

Plearch & E

rojects  Library Training Dewnload Forms Manuals

Home Divisions jm’}
I

| Browie Application oM Dash Board

Weak's Quote.

T sould ghve 21 the wedlth of the modkd, and all the deeds of all the hemes, for one thue vieon." "« Henry David Thoreau

3 ¢ Tour [Seta)
Knowledge Managenent B, personnel B Pending O schedute @ Notitication
System
. s o\ Boumonit ¢ For the doy TSN

3 File Tocng Sysem eiptuTies(efde * For the week (0) o ACK Alert

3 Prrsonn e HR Admin

> Tansfer Reguest
E Hotico Board
+ SANS The Coraenaus Secunty Vuinerabity Alert
Pudlished dy: Sh Seerva® R0 C on 01092011
+ Sugpest New Beand Narme for ePrcuement Sofaten of NIC

Published by: Suchtm on

£3p, Apply Online®) + Implemertacon ot SSDG preet in Algie
Published by: S Adwsh Kumae Agansal on 03/09/2011
l(vﬂ'ﬁ\ « Approved Meutes of PEC 233 Mecting held on 25-08:2011

Fig.eFile.9

Step 6: Click the Email Diarisation link and then click the moved receipt from theNIC eMail Section to diarise it

(Fig.eFile.10.

[ T T e —

Plagta e (=

¥ Uhear Beiing =)

et

Fig.eFile.10
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Step 7: As a result,Diarisation page appears Diarise moved Receipt and click thé&senerate Receipt (

cQflice e 4 . L eap—

Fig.eFile.11

Copyright © NIC, 2013
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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.

The steps to view created Receipt are as under:

Step 1: Clickon O # O A Aix Aniér the Receipts sectiornto view all the created receipts, by As a result theCreate

Receipts screen apears, as shown in Fig.eFile2t

e = | Send | Put in a File | Copy | Dispatch | View Hierarchical View My Receipts E
P Browse & Diarise f v ComputerNo + Receipt No. v ~ Subject ¥ Subject Category ~ Created On
+ Physical O P 155238 155238/2013/CMO Attachments ~ wer AICC Gen. Secy. 06/09/13 04:40 PM X
»Bectoric T E 155152 155152/2013/CMO & Atachments  ff Bills Payment 04/09/13 04:47 PM X
b Inbox [ E 155128 155128/2013/CMO & Attachments Test Appointment and othe... 04/09/13 12:40 AM X
*+demo L‘ E 155127 155127/2013/CMO & Atachments  dsds Bils Payment 04/09/13 12:34 AM X
b Email Diarisation A E 155124 155124/2013/CMO & Attachments  qfbhafh  Board and Committee 04/09/13 12:16 AM x
[0 E 155123 155123/2013/CMO ﬁ Attachments off ACR related matters 04/09/13 12:08 AM X
b sent O E 155021 155021/2013/CMO ﬁ Attachments asdafa Secretary(CM) 02/09/13 12:41 AM X
t E‘Ojeﬂd P T E 154981 154981/2013/CMO & Attachments  sdf ACS to CM 30/08/13 11:50 AM X
Fig.eFile.12

Step 2: Select the receipt to which action need® be performed
Step 3: There are5 actions provided underCreated Section of receipt:

1. Send

2. Putina File

3. Copy
4. Dispatch
5. View

A Physical
A Electronic

A Al

1 If user wants to dispatch a receipt from the Created section then the receipt will first move to inbox of
that user and then fromthere, it can be dispatched.
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Step 4: While opening a Created Receipbelow highlighted actions(Fig .eFile.1B) can be performed:

There are 9 actions provided when opening up aCreated receipt (Physical / Electronic):

Upioad|Only POF upto 60 ME) = Diary Details
«  [EContact Detalls Add 1o Addrass Book]
= Category & Subject
Fig.eFile.13

1. Send

2. Putin aFile

3. Copy
4. Dispatch
5. Detalls

6. Movements

7. Edit
1 Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mode.
8. Attach File

9. Attach Receipt
1 Physical Receipt/Document can be attached with in an ElectronReceipt and ViceVersa.

1 Also, the receipt attached with other receipts can be send to only one user at a time.
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Quick Actions: - There are one useful link given undeCreated Section of receipt:

x  Delete ()- Deletes the selected receipts, as a result deleted receipt moves Recycle Bin section of
Receipts.

Refer to theActions on Receipts sectionfor details.
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Sent
Sent option contains a list of all the receipts that are sent as aatward correspondence

Step 1: Click on Sentink under the Receipts sectiorto view all the sent receipts As a result theSent Receipts screen
appears asshown in Fig.eFile.2:

i 5 | ”Send | View | Copy | Reminder | Handover | -- My Sent Receipts - H
» Browse & Diarise
U - Lampute; Receipt No. v v Subject v Sender v Sent to v Sent OH'M
+ Physical No On
T IR T
* Bectroric 0 E12394  123942013/CHOTAPAL) ¢ Attachments TEAVERAR RAE AL AL TR onk LS oy
ey ! DESALCMO(CMRF) 03:29 PM
¥ Inbox 0 PiS24  155214/2013/HSG-TOPANI2  Attachments GPF ADVANCE Adu.Prakashchandra - SUNIL 20913 oy
* demo <§Tﬂpz:r| SUNIL 12/09/13
e e v E 15777 1ST77/2013/CMO(TAPAL) 4 Attachments e s fhataag  dant DESAL B 0520 BM °
mall Liansation
d [ B 172570013/CMOTAPAY 4 Attachments aﬁaﬁmi M ng% CHO(CHR) éé’ gg’;ﬁ A
b Create 1 :
SUNLL 12/09/13
[ P155198  155198/2013/CMO(CMRE Attachments ' DESALCMO(CMRE] 020~ )
b Closed () P16318  16318/2013/CMO(TAPAL Attachments m@?ﬁa‘ mm@zrgﬁw Fwfde ams iy LR &
I > DESALCMO(CMRF) 03:29 PM
b Acknowledgement el ..
Fig.eFile.14

Step 2: Select the receipt to which action needs to be performed.
Step 3: A user can perform any of the below mentioned actions:

There are4 actionsprovided under Sent Section of receiptas highlighted in the above Fig .eFile4l

1. Send
2. View
3. Copy

4, Reminder

Step 4: While opening a senReceipt Physical), below highlighted actions(Fig .eFile.5) can be performed:

Send | | Copy || Detaits||[Movements]| Soo T Handover __ sy Sent Recepts - v_
[=IReceipt Details

Receipt No : 155237/2013/CMO File No :

From : dsf Designation : dsfs

Main Category : AR matters related to Medical Centre Sub Category :

Address : sdfsd Sent Date : 10/09/13 11:44 AM

Letter Reference No : Letter Date :

Subject : dsfds Enclosures / Remarks:
=IMovement Details
Sent By ~ Sent On ~ Sent To ~ Action ~ Remarks ~ Received On
EOFFICE ADMINISTRATOR,CMO 10/09/13 11:44 AM EOFFICE ADMINISTRATOR, CMO

Fig.eFile.15
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There are5 actions providedwhile opening a particular Sent Electronic Receipt (Fig.eFile.B)

Fig.eFile.16

1. Send

2. Copy

3. Details

4. Movements

5. View Draft

Refer to theActions on Receipts sectionfor details.
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