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1. Introduction

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.

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.

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.

eFile, is a workflow based system that replaces the existing manual handling of
files with a 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.
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2. eFile Modules

Different sections that constitute eFile application are Receipts, Files, Dispatch,
Migrate Files, DSC, Settings, Notification and so on. Each section comprises of
different links that helps the user to easily utilize the functionalities of different
sections of the eFile.

2.1 Receipts

In eFile system the ‘Tappals/Inwards’ are represented by the term ‘Receipts’.
In eFile, receipts are created by the CRU (Tappal/Office section) which is further
attached with the file to get processed and approved from the higher authority.

2.1.1 Receipts (Tappals/Inwards) registration in eFile

The first process in eFile to register a Receipt is, scan the physically received
paper based receipts in to a pdf document and save it in the computer system. Then
perform the following steps in eFile application.

1. Click the Browse and Diarise ( [» erovse s Disrise
shown in Fig.eFile.1:

) option of Receipts menu, as

= eFlile etectronic fite systemyersion 5.5 04 earch Il ~dvanced | (2) @
Receipts =] ! !
» Browse & Disriss Step 1 P122d(Only PDF upto 60 MB): Step 2 Diary Details
»+ Inbox Classified Choose one ~ Sender Type Choose one ~
» Email Diarisation Delivery Mode* | By Hand ~| Language English -
b Created Mode Number Letter Ref No
> sent T L File Numbs
e* etter [~ ile Number
b Closed YPe" Step 3
By Me Received Date  |04/01/2018 Letter Date
} Acknowledgement VIP Choose one [~ Diary Date 04/01/2018
-+ Created VIP Name Choose one [~ Dealing Hands Choose One hd

-+ Sent

» Recycle Bin

Contact Details

[J Add to Address Book

Ministry Choose ane
} Initiated Action

Department Chaose ane
Files =

Name Designation
Migrate File =

Organization
Dispatch = Address 17
Dispatch 3] Address 2
L & Country INDIA ~| State Kerala bt
Settings 3] City Pincade
Notification (3] Mobile Landline
Ext Department [+ Fax Email

Category & Subject

Main Category* Choose one

Sub Category Choose One

Subject*

Enclosures

[]Customize Acknowledgement

Fig.eFilel

Step 4 Generate & Send
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2. Click the Upload File ( - ) button from the Browse and Diarise screen
to upload the scanned receipt.
3. Enter the essential details in all the mandatory fields in Browse and Diarise Page.

4. Click the Generate ( ) button on Browse and Diarise page to generate
a unique Receipt (Tappal/lnward) number.

There are 10 options provided, those are associated with an Electronic receipt
created:

| Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |

a) Send — User can use this option to send the generated receipts to other user
to work at a later stage.

b) Put in File — User can use this option to attach the generated receipt to an
existing live file.

c) Copy — User can use this option to copy the metadata fields automatically
and can edit the metadata fields as per requirement and by uploading a new
scanned receipt document the user can generate a new electronic receipt.

d) Dispatch — User can use this option to Dispatch the electronic receipt

e) Details — User can use this option to view the details of the
generated/received receipts such as Dispatch History, Referenced files,
Referenced Receipts and Detach Receipts.

f) Movement — User can use this option to track the Movements of the receipt
which automatically gets updated as Receipt moves further

g) Edit — User can use this option to edit the Metadata fields of the Receipt
before sending it to the intended recipient.

h) Attach Files — User can use this option to attach the receipt with the File.

1) Attach Receipts — User can use this option to attach the working receipt/
document with the other Receipt(s) irrespective of the receipt nature.

j) Generate Acknowledgement — User can use this option to generate an
acknowledgment to a created receipt.

2.1.2 Sending the Receipt for further action

By clicking on Send option the user can send the generated receipts to other
user to work at a later stage. As a result the following send window appears
(Fig.eFile.2). By providing the user address in ‘To’ field (Mandatory) the user can
send the receipt for further actions.
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| Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement | |

@Al (O Reporting Officer () Sub-ordinates (JRecent 5 (0 Send Back () In Channel (O Preferred List
Note: Name of the creator is highlighted in vellow colour
To Receipt Number Subject
M +-[_] 706421/2018/T Administrative Secretariat
Cc
(Use semicalon(;) to seperate recipients.)
Note : CC copies are non-editable (both pdf and metadata). Any change
in the
Main receipt will be reflected in the CC copies, till the time not put inside
the file
Set Due Date m|
Action Forward
Priority Choose one
Total 1000 | 1000 characters left.
Remarks

Cc — Used to send the copies of the receipt to different user. Multiple user address
can be entered by providing semicolon (;).

Set Due Date — Used to provide a due date indication to the recipient.
Action — Indication given to the recipient what action has to performed on receipt

Priority — The user can set the priority to process the receipt. (Immediate, Most
Immediate, Out Today)

Remarks — Remarks can be typed (if required) while sending the receipt.

All the above said entries are optional except ‘To” field.

2.1.3 Inbox

Inbox option contains the list of all the receipts that are received as an Inward
Correspondence. 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. Character ‘E’
symbolizes Electronic Receipt.

There are 12 Links provided under Receipt Inbox:
| Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt |

a) Send Back — This link helps the user to reply to the sender of the Receipt.
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b) Close — This link helps the user to close a receipt by providing the closing
remarks.

¢) View Draft — User can use this option to view the drafts that are already
created with receipt.

The remaining all other link’s functionalities are same as explained in 2.1.1

2.1.4 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.3. There
are 4 links provided under Sent Section of receipt:

= eFile Version 55 04 R IS Advance d | 0 @

ge . 10/10/2017 To 05/01/201
Receipts = Send | View | Copy | Generate Acknowledgement | I Handover  -- My Sent Receipts -- v
} Browse & D Computer Pull Back Tcon
O - WL - Receipt No. b Subject ~ Sender ~ Sent to ~SentOn ~Due On~ -
» Inbox (4) - 05/01/18
. [J M we E 70S601 @ zossoitzyzo17/1T Life Mission Panchayath deputy direcotr  SO-IT,IT 13/11/17 Initiate Action
» Email Diarisa tion 11:19
ARRANGEMENT OF WORKING CAPITAL 05/01/18
} Created O = E 705574 @ zosszazorzniT REG KUTTIADI COCONUT DS-IT,IT 11017 01/11/17 Initiate Action
Commissionera te of Rural 21/11/17
Sent X -
O E 705428 @ zos428/2017/1T Rural Development Development, AS-ITIT 02432 Initiate Action
¥ Closed O E 704208 B zo4208/2017/17 governance nee ded principal secretary AS-ITIT g;{ﬁ"” - Initiate Action
=By M : E—
O E 705574 B zosszajzo17/1T ‘;ES“NGEMENT OF WORKING CAPITAL \yr11aD1 cOCONUT DS-IT,IT giﬁéj” Initiate Action
» Acknowledgement RELAXATION IN POINTS OF SANCTION 26/10/17
705455/2017/1T -1T,
o O m E 705455 @ zosassjzo17/1T COMMUNICATION REG... babu DS-IT,IT 0203 28/10/17 Initiate Action
» Create
RELAXATION IN POINTS OF SANCTION SREENITHES,C 26/10/17
705455/2017/1T ’ Initiate Action
Vsent O E 705455 @ z0s4s5/2017/1T COMMUNICATION REG... babu DCKKD Daeat Initiate Action
Commissionera te of Rural 24/10/17 -
: 705438/2017/IT -IT, -
» Recycle Bin O E 705438 @ zosass/zo17/1T rural Development, CA-IT,IT 0218 Initiate Action
} Initiated Action
Files =)

Fig.eFile.3

View — User can use this option to list the Receipts depending upon its current state.
i.e. (Electronic, VIP References, All)

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 (‘D|) link. In case,
the recipient has opened the receipt, then pullback option is inaccessible.

2.1.5 Closed

Closed option contains a list of all the receipts that are marked as closed as
shown in Fig.eFile.4.

User can re-open the closed receipt anytime by clicking the Re-Open option.

National Informatics Centre (NIC) Page 7



eOffice Quick Reference Manual

To Re-open any Receipt user has to perform following steps:

Select the Closed receipt which needs to be Re-Open and click the Re-open
option available, as shown in Fig.eFile.4. As a result, a confirm message to re-open
the receipt will appear. The re-opened receipts will be moved to the inbox by clicking
on the OK button of confirmation message.

= eFile Version 5.5 04 search IS Advanced | 0 @
| Re-gpen | |
Receipt = é
' B aD [ Y Computer No ~ ~ Receipt No. ~ File No. ~ Subject ~ Closed On ~ Closing Remarks ~ Action B
rowse
Inb [ || 705595 E 705595/2017/IT E-stamping of documents 05/01/18 11:38 na action Re-open
» Inbox
[ || 705297 E 705297(1)/2017/IT Study ropert on climate study 09/10/17 12:19 urgent Re-open
» Email Diarisaf tion
) Created [1 363790 E 363790(1)/2016/IT TRAINING Climate change study report reg:- 30/03/16 03:02 I=a Re-open
rea
b Sent
} Closed
+By Me
» Acknowledgement
+ Created
+Sent
» Recycle Bin
» Initiated Action
Files (3}
Migrate File =
LEGEND Priority M Out Today B Most Immediate Bl Immediate & Action Initiated wr VIP References
2.2 Files

A File is a collection of related records which comprises of Receipts, Noting,
Drafts, References, and Linked Files.

2.2.1 Creating a new electronic file in eFile

Create New option under the Files section helps the user to create an
Electronic File.

To create a New File user has to perform the following steps:

1. Click on Create New option from the Left navigation panel under the File
section, as a result, File Cover Page screen appears. (Fig.eFile.5) Add File
No.

2. Enter the necessary details on the File Cover Page. Subject Description is a
Mandatory field along with File No

3. After filling the necessary details, click the Continue Working

( ) button to create a new file.
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As a result, file gets created, along with a unique file number based on the selection
of heads. (Fig.eFile.5.1)

Choose one w

Continue Working »

Fig.eFile.5

= eFile Version 5504 R - vanced | O @

Computer No: 156292 File No: TEST1/18/2018-1TD Subject: Administration

| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More | Quick View ‘
_— o+

LI e | Recent | AT ) ore

B |add Green Note | = |Add Yellow Note of = =+ Automatic Zoom *

Fig.eFile.5.1
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User can perform 11 different operations on a file, For instance:

Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More

a)

b)

f)

9)
h)
1)
)
K)

Noting — With the help of this feature user can view the existing notes in a
file. There are three different view options (View by Name, View by Date and
View All) available for the user.
Correspondence — With the help of this feature user can attach
correspondence/ Receipt to the working File.
Draft — With the help of this feature user can create New Draft and View
existing Drafts in the File.
Reference — With the help of this feature user can attach references
corresponding to the working File.
Link — With the help of this feature user can Link and delink other eFile(s)
to the working file. It contains 2 sub links:
Internal Files: - This sub link helps the user to link/delink any other file
from within the Organisation
Linked In Files: - This sub link helps the user to view other Files that are
linked from some other Organisation with the working file.
Details — With the help of this feature user can view the details file and also
can view the total number of part files created.
Movements — With the help of this feature user can have a track on the
Running File and can view all the movements.

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.

Send — With the help of this feature user can send the File to the Recipient.
Attachment —With the help of this feature the user can attach other related
Files or Receipts to the working file.

More — With the help of this feature user can Park or Close the working file.

2.2.2 Sending the File for further actions

By clicking on Send option the user can send the created file to other user to

work at a later stage. As a result, the following send window appears (Fig.eFile.6).
By providing the user address in ‘To’ field (Mandatory) the user can send the file for
further actions.

Fig.eFile.6
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Set Due Date — Used to provide a due date indication to the recipient.
Action — Indication given to the recipient what action has to performed on File

Priority — The user can set the priority to process the File. (Immediate, Most
Immediate, Out Today)

Remarks — Remarks can be typed (if required) while sending the File.

All the above said entries are optional except ‘T0” field. The user can also provide a
notification alert through email/sms to the recipient.

2.2.3 Inbox

Inbox option contains the list of all the Files that are received by the user for
further actions. User has to click the File No. to view the Content of the file
(Notes/Correspondence/Draft etc.).

The following Fig.eFile.7 shows the File inbox listing Screen.

= eFile Version 5.5 04 Search FSI Advance: d | 0 @

| Date Range : 10/10/2017 To 05/01/2018
Receipts = | Receive | Send Back | Send | View | Move To | More | Hierarchical View | My Files - |
Files =] O ~ Computer No File Number N Subject ~ Sent By ~ Sent On ~Due On~ Read On v Remarks *
» Inbox (5 E 155637 . accountss SO-IT,IT 05/01/18 12:38 -
b TEST1/1254/2017-ITD B
+g‘u°bsr‘r;‘w;tii;ﬂ:§aflar O E 156287 TEST1/14/2018-1TD =) newfile ASST-ITD,IT 04/01/18 02:37 - 04/01/18 02:40 ]
[m] E 156285 TesTi/1zs2018-1mo L 4 newfilel ASST-ITD,IT 04/01/18 02:05 - 04/01/18 02:10 B
» Created m] E 156277 TesTiiorzoigrmo [t New file US-ITIT 03/01/18 03:32 - 03/01/18 03:34 ]
Draft:
» Drafts m] E 156245 TEST1/1374/2017-ITD &7 1T Department ASST-ITD,IT 27/12/17 03:14 - 27/12/17 03:20 B
Completed
= eme [m] E 153954 TESTi/771/2017-T0 53 common SO-IT,IT 27/12/17 12:42 - 27/12/17 12:45 B
» Parked 0 E 156111 TEST1/1367/2017-1TD abed SO-IT,IT 21/12/17 10:53 - 21/12/17 10:54 ]
» Approval Requests m} E 153964 TEST1/774/2017-1T0 5 547 genera | transfer ASST-ITD,IT 18/12/17 02:54 - 18/12/17 02:55 ]
» Closed [m] E 155954 TEST1/1361/2017-1TD dgbv SO-IT,IT 15/12/17 03:51 - B
» By Me m] E 155952 TESTi/1359/2017-1TD 5 Test CA-IT,IT 15/12/17 03:02 - ]
Submitted Filesfor | [] M1 E 155945 TEST1/1358/2017-1TD rural development CA-ITIT 15/12/17 02:48 - 15/12/17 02:48 B
* Reopening Approval
[m] E 155398 TEST1/1355/2017-1TD Animal Husbandry Department ASSTITD,IT 13/12/17 02:03 - 13/12/17 02:05 ]
» RMS Inbax =] P 155840 TEST1/1342/2017-ITD fghfguhgyj SO-ITIT 04/12/17 12:47 - 04/12/17 12:50 B
» Sent m} E 155824 TESTi/1335/2017-170 & abeytuu y7 IS-ITIT 29/11/17 10:40 - 29/11/17 01:54 ]
¥ Conversions m} E 155775 TEST1/1306/2017-1T0 5 &7 report on climate change study SO-IT.IT 25/11/17 05:05 - 25/11/17 05:05 i) v
+ Drafts
» Completed
» | Craste N LEGEND Priority M OQutToday M Most Immediate M Immediate & Action Initiated i Other Department Er Files with Draft
reate New
[C} Draft Note Yellow Note External Files

Fig.eFile.7

=

m The Priority of the file (Blue — Out Today, Red — Most Immediate, Green
— Immediate)
The file with Yellow Note

= File with Draft

[* File with Note in draft Stage

& File with attachment (Other Files/Receipts)

2 The Remarks provided by the sender while sending the file can be viewed
by clicking on this icon.

I e
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User can perform 12 different operations on a file, which is opened form the
inbox

| Send | Send Back | Putin aFile | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt |

2.2.4 Various actions performed in an electronic file

The various operations that can be performed on electronic file which is opened from
the Inbox are as follows (Fig.eFile.8).

H eFile Version 550 Advanced | 0 @

Computer No: 153981 File No: DIRECT/591/2017-C5-C Subject: Land Assignment ﬁ
| Nating | Carrespondence | Draft | References | Link | Detals | Movements | Edit | Send Back | Send | Attachment | Mare ( d)
+ i (0 -
4 P ( ToC M Recent W Al ](Prevmus Nutmgs} p x

B AddGreenote | = AddVellow Note # ¢ | 14 of 4 Note(s) » » = ' afomlc ioom -
PR il | ~
ﬁm} | W nemp2m
H ' IO s LBNASRS daajieim,
c:mmgmmmnﬂmamﬂ 00 m}mﬂm&”ﬂ.}- Wil ey, g, allid - sanm,
Gaand ; 0474 1794961,
- 06/07/2017 11:40 AM (5CDR g-anuls ddokin@gmil.com
(C5-C-DIR) fho; li-3ts oot w0200
Note 42 RO pnnlys) ADBAGSA,
: ook

Fig.eFile.8

() Writing Green Note

Commonly used method for writing notes in a file. Green Note cannot
modify/delete/cancel after the file is forwarded for further actions.

The user can use ‘Add Green Note’ Button to write the green note in a file.
User will be getting an editor with limited formatting tools; and can type the notes in
English as well as in local language (Malayalam). The typed notes will be auto saved.

(b) Writing Yellow Note

Rarely used mechanism for writing note in a file. It is rough noting
mechanism. The yellow note can be Edited/Discarded/Confirmed. Once the yellow
note gets confirmed, noting gets finalized and saved to main Green sheet noting of
File.

National Informatics Centre (NIC) Page 12



eOffice Quick Reference Manual

The user can use ‘Add Yellow Note’ Button to write the yellow note in a file.
User will be getting an editor with limited formatting tools; and can type the notes in
English as well as in local language (Malayalam). The typed notes will be auto saved.

At a time only one noting will be active, either yellow note or Main Green
sheet note.

(c) Viewing the previous note

While typing the new note (green/yellow) in file the user can view the
previous notes of the file by clicking on the ‘Previous Notings’ Button.

(d) Quick view Button

By using this tool, the user can view the Correspondence/ Draft/Previous
Notes of the file in separate window while typing the new note (green/Yellow). A
convenient mechanism to view the file’s Note, correspondence and Draft
simultaneously.

(e) TOC/Recent/All

TOC — Table of Content of Correspondence/Issues in the File. (List view)
Recent — This options shows the recently attached Correspondence/
Issues in the File.

All — This option shows all the Correspondence/Issues in the File.

2.2.5 Creating a new Draft in a File

To create a new draft in a file first the user has to open the concerned file and
chose the link Draft — Create new Draft; as a result the following window with a
word editor will be opened (Fig.eFile.9) then perform the following steps.

1. Provide the Meta data about the draft by entering the entire mandatory field
in ‘Draft details’ and ‘Communication details’ category.
2. The user can prepare the draft by opting any one of the three methods
available.
(i)  Directly typing the draft content in editor itself
(i)  Choose the draft template from the ‘Choose From Template’
option and add the draft content in it.
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(iii)  Use the ‘Upload File’ option to upload the draft file prepared
separately by using Microsoft Word / Open Office word
processing applications

3. Click on ‘Save’ Button to save the draft. (Draft’s are not auto saved like notes)

The user can use ‘Quick View’ option to view the notes file/correspondence
file/other drafts in file while preparing the draft.

To attach any other supporting document along with draft the user can use
‘Attach File’ option.

E eFile verion 55,04 PN - | () @ ©
-

Computer No: 153281 File No: DIRECT/551/2017-C5-C  Subject: Land Assignment M
| Naoting | Correspondence | Draft | References | Link | Detalls | Movements | Edit | Send Back | Send | Attachment | More | ‘
Method 2 |
New Draft Page Size| A4 g, Choose from Template(s) Jiy |Draft Details |
. u - f v v
BIUS EEZE Fomasv LineHeight ~ Paragaph ~  pratod 3 Draft Type New/Fresh Classified Choose one
Verdana . - Draft Nature® Choose One ~ | Prefix Choose One
ErE-EE 4 A XDhE R Xixl_Q© g 1. Languags* English v
LE- A~ A~ & 3 Englsh~ B "% Land Assignment
A Subject *
Method 1 : Direct typing the draft content Total 1000 | 985  characters left.
Communication Details
e—————————————
Ministry Choose one
Department Choose one
Name Designation
Organization
Address 1~
ﬂ Address 2
Country INDIA v State Kerala v
City Pincode
Mobile Landline
Fax Email
Add More Recipient(s) ~ Clear
Attachments
Note :

Use #ApprovedBy# For Approver Info.
& Use #ApprovedByName# For Approver Name

< L4 Use #ApprovedByDesignation# For Approver Designati
. Use #ApprovedBy SectionName# For Approver Section Name.
p»span Words: 0‘ Use #ApprovedDate# For Date of Approval.

Use #DocumentNumber#For Document Number.

Save

Fig.eFile.9

2.2.6 Approving and dispatching the draft

To approve a draft in file the authorised user has to open the concerned file
first. Then by using link ‘Draft — View draft’ the user can open the draft by clicking
on the draft No. As a result the user can view the draft content and the Meta data
about the draft in the following screen (Fig.eFile.10).
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1.

The user can use ‘Edit’ button to edit the draft content as well as the Meta
data about the draft before approving if necessary. The user can use ‘Quick
View’ option to view the notes file/correspondence file/other drafts in file
while editing the draft content. If the draft’s get edited the user can use the
“Save” Button save the draft.

By clicking on the ‘Approve’ button the user can approve the draft. One
the draft get approved no further change can be possible in the approved
draft.

= eFile version 5504 T - () @ @

Computer No: 153981 File No: DIRECT/S91/2017-C5-C  Subject: Land Assignment

| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | More | [ quick view ]
Draft No. : DFA/139948 - V 1.0 Draft Status : DFA El w Approve.
Draft Details 2 ' 1
Tt Draft Type Reply Classified Choose one
Draft Nature* Letter Prefix Choose one
Language* English
Life Mission
Subject *

Total 1000 | 588  characters left.

& 705601(2)/2017/T
GOVERNMENT OF KERALA Receipt Number : Reply Type Choose one
o
No:DIRECT/591/2017-C5-C
Department Communication Details
Thiuvananthapuram,
Dated:#ApprovedDates Ministry T
Depatment Choose cne
to &
|, SecmEsy to Govenment Name Panchayath deputy direcatr Designation
sw,

Organization
Sub: Life Mission I Address 1+ Thiruvanathapuram
Ref:

Address 2
UIFE mission of Govemment of Kerala is aimed at providing house to all Pouseless Country 2R State [==h
famiies in the state. The mission envisages award of financial assistance (3.5 lakhs c fincod
for General, 4.0 lakns for SC/Fishermen and actual cost for ST familes) to those ity incode
houseless families who are in possession of land. For those who are landless (and Mobi Landi
houseless) mission wil construct flats/ apartments and wil handover keys to the obile andline
beneficiaries. LIFE mission Is special and dfferert as & aims not only to provide
houses, but ako envisages providing sustainable Iveliood for the familes by Fax Email

viding skl

providig sidl traning. Add More Recipient(s) ~ Clear

Vaurs Fathuly.

Fig.eFile.10

An approved draft can be dispatched. As result the user will be getting a dispatched
window as follows (Fig.eFile.11).

— - -
| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | More | ‘
Draft No. : DFA/139948 - \/ 1.0 Draft Status : Approved

]
Draft Details
e Draft Type: Reply Classified Choose one
File No.DIRECTIS9172017-C5.C. - Draft Nature Letter Prefix Chaose one
Language® English
Life Mission
Subject *
Total 1000 | 988 characters left.
o 705601(2)/2017AT
GOVERNMENT OF KERALA Receipt Number , Reply Type Chaose one
=
No:DIRECT/591/2017-C5-C
rtment Communication Details
Thinwaranthapuram,
Dated:05/01/2018 Ministry G Ee
Department Choose one
to G
Secsetary to Governmert Name Panchayath deputy direcotr Designation
sv,
Organization
Sub: Life Mission ] Address 1+ Thiruvanathapuram
"
Re Address 2
LIFE mission of Gavemment of Kerola is aimed at providing house to all houseless. Country INDIA State Kerala
famies in the state. The mission envisages award of financlal assistance (3.5 lakis. o Pincod
for General, 4.0 lakhs for SC/Fishermen and actual cost for ST familes) to those ity incode
Pouseless familes who are in possession of land. For those who are landiess (and Mosil Landi
houseless) mission wil construct flats/ apartments and wil handover keys to the. lobile andline
beneficares. LIFE mission is specil and dfferent s & aims not oy to provide
houses, bu also envisages providing sustanable IveMood for the fomiies by Fax Email
providing kil training. Add More Recipient(s) | Clear
Vours Fakhiuly,
50-1T
secTion orraceR Attachments B
Far Secretary to Government
Approved for Issue,
Note :
Section Officer. Use #ApprovedBy# For Approver Info
Use #ApprovedByName# For Approver Name
~|  Use #ApprovedByDesignation# For Approver Designation.

Uss #ApprovedBySectionName# For Apprper Section Name.
Use #ApprovedDate# For Date of Approval.] | 1 2
Use #DocumentNumbe ré#For Document Ni V. ber.

Dispaich By Self | Dispatch By CRU | DSC Sign
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1. Dispatch by Self — The user can self Dispatch the approved draft
2. Dispatch by CRU — The user can dispatch the approved draft through CRU.
(Central Registry Unit/Dispatch section).

2.2.7 Closing the file

To close a file the user can use the close option from the | more |  Link.
More — Close File — Close.

As a result the following window (Fig.eFile.12) will appear. After providing
the closing remarks the user can ‘Close’ button to close the file.

A2/161/2016-ITD

™ chooea ona |

Fig.eFile.12

2.2.8 Linking and Attaching of Files/Receipts

Link a File

In eOffice, a file can be linked to another file (may be AD file or the section
file itself). While linking, a copy of the file is attached to the corresponding file and
not the original file. The original file remains in the Inbox itself.
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Open the file from inbox list by clicking on file No. which is to be processed
by linking another file. Then perform the following steps.

1. Click on option ‘Link’

2. Choose the first option “Internal files”

Computer No: 154339  File No: TEST1/910/2017-1TD %

= eFile version 5.5_04 Search Fl Advanced | @ @

Subject: Ping Report

| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send |Attachment | More |

Quick Noting + | [5] X Internal Files

- ——

Referred In Files
Last Saved 05-01-2018 03:10:45 PM

B 7 U S EE =EE fFomats~

Fig.eFile.13

~
* For referencing correspondence, lick on "All" tab.

Line Height ~  Paragraph ~
serif > 16px -
ErE-EE 6§ aX¥ha B XX -0Q06 I%
Lim~- A~ A~ & 5 Engish @ -3
h’est - Linking....
File A

!

2 e

(" Toc ) Recent || Al ) Previous Notings |

= + Automatic Zoom *

File No.AHD/1126/2017-K2

PROCEEDINGS OF THE DIRECTOR OF ANIMAL HUSBANDRY, VIKAS BHAVAN,

Animal Husbnadry Department - Establishment - Sri Aboo.C.P, Chemist, CDIO Palode

reverted as Assistant Field Officer and posted at Emakulam District - Sanctioned — Orders issued
[MDM&WOI?-Q

Dated, 16.01.2017.

Read - 1. G O(P)No.183/06/AD dated 11.04.1996

2. Letter No.C-1994/2016/Estt. Dated, 02.11.2016 of the Chief Disease
Investigation Officer, Palode

3. This office circular of even No. Dated 28/11/2016.

3. A new window (Link/Delink) appears on the right side. Click on “Attach”

= eFile version 5.5 04 Search

Computer No: 154339  File No: TEST1/210/2017-1TD [5¢ Subject: Fing Report

PSR Advanced | @ @

| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send |Attachment | More |

Quick Noting + |E| x

Test - Linking....
File A

© ~=

f

[ Gui vew
[ TC | Recent | Al ) Prewious Notings | e,

Last Saved 05-01-2018 03:15:13 PM O T T e, T T ety | Link/Delink

B J US E E == Fomas~ LneHeight ~ Paragraph ~ Choose One [«

Verdana - ldpx . O ~ File Number ~ Subject v -

= = Attach

E-E-EE N0 aXDhB B XX -Q0 % [ptaen ]

I B~ A~ A - & } English~

|'

Fig.eFile.14

4. Select the file which is to be linked from the list of files which are there in your

‘inbox’ or ‘completed’ folders displayed in the new window.
5. Then Click on “Attach” Button.
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= eFile Version 5.5 01 szarch L G)

Computer No: 154339  File No: TEST1/910/2017-1TD @ Subject: Ping Report

,A.ltadmm | More
Search File For Atiach [ 7€ ) Recent ) Al |[Previous Notings | a8
Year 2018 ~ Search Link/Delink
E— ink/Delin
Computer No File Number Subject
QE 156290 TEST1/17/2018-1TD ahsdyyuwagbdwg - -
O ~ File Number ~ Subject 7 7
Olufi—y 156289 TEST1/16/2018-1TD FPyYWSYYYYYYYYYYyyyyyd
Attach

QE 156287 TEST1/14/2018-1TD newfile

QE 156285 TEST1/13/2018-1TD newfilel

QE 156277 TEST1/10/2018-1TD New file

Attach

<<l >>> 1

6. The list of Linked files is shown in right hand side with file nos.

= | epile woimss N - | () ©

Computer No: 154339 File No: TEST1/910/2017-1TD B Subject: Fing Report
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | More | ‘
Qulck Nong v []) X f ToC N- Recent N’ Al ]fPreviaus Nutings]
A . '
Last Saved 05-01-2018 03:24:04 PM * For referencing correspondence, dlick on "All" tab. Link/Delink
BJUS EXEEE Fomats~ LneHeight ~ Pamgraph  ~ Choose One v
Verdana v | . O = File Number ~ Subject v
= o o % B IESTLA42018-TID newfile
EvE-EE A aXDEB A XX =005 T -
Attacl
LE'A'A'@EEHQMSh' @v(
A
Test - Linking....
File A
Fig.eFile.16

7. The linked file can be viewed in read only mode in a new window by clicking
on the file no.

Delink a File

Open the file from inbox list by clicking on file No. Then perform the following
steps.

1. Click on option ‘Link’
2. Choose the first option “Internal files”
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3. Click the check box near the file number
4. From the “Choose one” option select ‘Delink’
5. A confirmation message appears and click “OK” to delink the file.

= e pr—mn 0 © ©

Computer No: 154339  File No: TEST1/910/2017-1TD % Subject: Ping R =
| Noting | Correspondence | Draft | References | Link | Details | Movements File delink alert |
Quick Noting - | (] 6 Are you sure to delink the document Al gy
oK Cancel ) )
Last Saved 05-01-2018 03:31:05 PM * For referencing correspondel Link/Delink
B 7 U S E E EE Fomats~ LneHeight ~ Paragraph ~ Delink v
serif -~ 16px - 5 O ~ File Number ~ Subject - -
— _ E TEST1/14/2018-1TD newfile
E-E-EE & A Xl H x X —0Q0060 J% T
LmE- A-BA- &3 edih- ©-¢ = 4
~ 3
Test - Linking....
File A
1]

Fig.eFile.17

Attach a File

Attach file mechanism can be used to process a transfer file from one section
to other section or it can be used to process a reference file coming from another
department. The original file will be attached to the routine file when the users do
this process. The attached file should be detached to close the routine file.

1. After Opening the routine file, click on the option Attachment — File

= eFile version 5.5 04 Search IS Advanced | G) @

Computer No: 154332 File No: TEST1/$10/2017-1TD 52 Subject: Ping Report *
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send |Attachment | More |

Quick Noting = \a x

R Previous Notings | oI
Last Saved 05-01-2018 03:37:23 PM * For referencing cerrespondence, click on "All" tab. 2 = +  Automatic Zoom *
B 7 US E E =E = Fomas~ LineHeight ~  Paragraph ~ File No.AHD/1126/2017-K2
serif +  16px - aase

E-EC-EE & a XD B X, X —-—0Q00 I
LiE- A-A- ®H Egishe @ -2

PROCEEDINGS OF THE DIRECTOR OF ANIMAL HUSBANDRY, VIKAS BHAVAN,
THIRUVANANTHAPURAM

. Animal Husbnadry Department - Establishment - S Aboo.C P, Chemist, CDIO Palode
Te<r - |l inkina

Fig.eFile.18

2. Click on Attach File

= eFile version5.5_0a Search Advanced | 0 . @

Computer No: 154333 File No: TEST1/210/2017-1TD [3  Subject: Fing Report

‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send ‘Attachment | More | |
File Number : TEST1/910/2017-TTD Subject : Ping Report

Opening Date : 29/07/17 10:38 Remarks :

Main Category : Sub Category :

Previous Reference : Later Reference :

Attached / Detached File(s) [ Attach File Detach File

O ~CNo. ~ File Number ~ Subject ~ Attached By ~ Attached Date ~ Attached Remarks ~ Detached By ~ Detached DET ~ Detached Remarks -

Fig.eFile.19
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3. Select the file to be attached from list and click on Attach button, give the remark
and click ‘OK’

= eFile version 5.5 04 Search FSBl Advanced | o

Computer No: 154339 File No: TEST1/910/2017-ITD % Subject: Ping Report

" Noting | Ci dence | Draft | | Lﬂ File attach alert
EEERE AL DR Are you suidto Attach the file?
File Number : TEST1/910/2017-ITD PR @
Opening Date : 29/07/17 10:38 Year 2018 -~
Main Category : comi] Remarks ™ ject
Previous Reference : ocE 1562 dyvuwagbdwa
O E 1562 YWSYYYYYYYYYYYYYY Y4
. oK Cancel
Attached / Detached File(s) OE 1562 === ok | il Attach File Detach File
O ~CNo. ~ File Number -subject -4 OF b : hed Date ~ Detached Remarks -~
Oy 156277 TEST1/10/2018-ITD New file
<< <l B e

Fig.eFile.20

4. The attached file’s details will listed as shown in (Fig.eFile.21) below. The file
can be opened in separate window in read only mode by clicking on file no

Computer No: 15433% File No: TEST1/210/2017-1TD Ié Subject: Ping Report

e e — o)

| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | More |

File Number : TEST1/910/2017-ITD Subject : Ping Report

Opening Date : 29/07/17 10:38 Remarks :

Main Category : Sub Category :

Previous Reference : Later Reference :
Attached / Detached File(s) Attach File Detach File
O ~ CNo. ~ Eile Number ~ Subject ~ Attached By ~ Attached Date ~ Attached Remarks ~ Detached By ~ Detached Date ~ Detached Remarks

[] E 156277 TE5T1f1ﬂ[2cl1B-lTD New file S0-1T 05/01/18 03:48 attach

Fig.eFile.21
Detach a File

1. After opening the file click on ‘Attachment ->File’, Select the file to be
detached from list and click ‘Detach File’.

= eFile version 5.5 04 Search oIl Advanced | G) @

Computer No: 154338 File No: TEST1/910/2017-1TD B  Subject: Ping Report ‘ ﬁ
| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send ‘Attachment | More | ‘
=" File L1
File Number : TEST1/910/2017-TTD Subject :
Receipt
Opening Date : 29/07/17 10:38 Remarks :

Main Category : Sub Category :
Previous Reference : Later Reference :

Attached / Detached File(s)

Attach File Detach File

O ~ CNo. ~ Eile Number ~ Subject  ~ Attached By ~ Attached Date ~ Attached Remarks ~ Detached By ~ Detached Date ~ Detached Remarks =+
E 156277 IEST1/10/2018-1TD New file 50-1T 05/01/18 03:48 attach

if

Fig.eFile.22
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2. Give the remarks and click ‘OK’. The detached file be stored back to inbox

= eFile Version5.5_04 Search

Computer No: 154339 File No: TEST1/910/2017-1TD [ Subject: Ping Report

| Noting | Correspendence | Draft | References | Link | Details | Movements
File Number : TEST1/910/2017-ITD
Opening Date : 29/07/17 10:38
Main Category :

Previous Reference :

Attached / Detached File(s)
a ~ CNo.
M E 156277

~ Eile Number
TESTL/10/2018-1TD

~ Attached By
SQ-IT

~ Subject
New file

File detach alert

o Advanced | G) @

[¥]

Are you sure to detach the file

/=

Remarks *

o

5 o | e ]

05/01/18 03:48 attach

Fig.eFile.23

| _quakvien |

Attach File Detach File

~ Detached By ~ Detached Date ~ Detached Remarks

2.3 File Migration

File Migration is the process of converting the old physical files in to
electronic files which can be processed in eOffice application. To Migrate file the

user can perform the following

steps.

Follow Stepl if doing file migration first time else follow step2.

1. Click on "Folder Permission™ under “Migrate File" option in the eOffice main
menu to set folder permission to the user in Document server of the eFile
application to access the concerned old physical files which are scanned and
stored in the server. Click on “Save” Button after choosing the department,
section, name and file folder from the drop down list (Fig.eFile.24). After
setting the folder permission (one time process) perform the following steps.

E eFile Version55 04

ot 1) @ §

Permission for section to the user for migration
Receipts ]
Department IT DEPARTMENT v
Fil E
= = Secton TTRANNGT »
Migrate Fil =
] A ACSIT - ACSHT y
} Create New
y Created Folders
+ Draft O | &&00K A
+ Completed O 5 Admin
Falder u ND
Permissions O S asstrg!
: s g U8
Dispat +
e = 0 egmEso
Dispatch [+ H 55
DSC & u E
d 509
Settings [+ 0 98
Notification  [%) H o .
Ext Department [+ Save
- I
Fig.eFile.24
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2. Select "Create New" option in "Migrate File" menu. Choose your seat number
in the "File Number" option.

E eFile Version 5.5 04 Search

o 0 @)

Receipts ®
Files ®
Migrate File =

» Create New

-+ Draft Choose One ~
» Completed BW-D2-Fin. BW-D2
b Folder Permissions BW-E1-Fin. BW-E1
Dispatch & ADMM-A1-Fin. Admn-Al
TEr & ADMN-A2-Fin. Admn-A2
ADMN-A3-Fin. Admn-A3
DSC =
. ADMN-A4-Fin. Admn-Ad
Settings £
ADMN-B1-Fin. Admn-B1
Notification = .
ADMN-B2-Fin. Admn-82
Ext Department [ ADMN-B3-Fin. Admn-83

ADMN-B4-Fin. Admn-84
ADMN-C1-Fin. Admn-C1
ADMN-C2-Fin. Admn-C2
ADMN-C3-Fin. Admn-C3
EXP-A1-Fin. Exp-Al

Fig.eFile.25

3. Click the "Browse" button to select the file for migration. Select the file from
the list which is to be migrated. You can use the file search facility to search
the file by providing the Physical file number in the "Search" box. Then click
the “Import” button.

b Creates CECRCHER e Ea 28
+ Draft
« Compits ] Bowse

» Folder Pesmissions

Dispatch =
Search File

Dispatch =
0S¢ ) .
— s Sections File Number

-

— Finance-Estt-C4
Notification = 23975\ Estx-CA013\Fin

TSABL\ESTT-CA\ 20100 Fin

Ext Department (<) 3

- ”3‘?757{5;:'.{4‘.2013!--'1

0775\ Este-Ca\ 2012\ Fin
43675 6s0-CA\ 2014\ Fin
19756\ Este-CH\ 01 WFIN
$5750-Est2-C4-2013-Fin
19756\ Estr-Ca\ 201 3\ Fin
87573 Es-CA\01 2 Fin
19756\ Este-C4\ 201 3\Fin

Fig.eFile.26
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A new panel will appear on the left side showing 'source' on the upper side and
'Destination’ on the lower side. Now we've to transfer the scanned documents from

the source (Server) side

eFile version5.5 04

to the Destination (efile) side. (Fig.eFile.27).

Receipts (¥) | | Seurce Files
Files = ||/ ISSUE [ select Al
_ = C9-Notes-2016-45840-6.pdf
Wi de =] | [RECEIPT == T
} Create New
» Draft
» Completed (C9-45840-16 Browse
b Folder Permissions
Dispatch =
Dispatch ]
L = Choose One
= - +
s @ o
Notification = Destination Files
Ext Department [+] Issue
ote
Receipt u
Reference
Verify Details

Fig.eFile.27

4. Click on the Notes folder in the Source Side and select all the scanned files.
Click the 'Notes' folder in Destination side and click the Down arrow Symbol
in the middle. Continue these steps for all the 'Receipts’, 'lIssues’ and
'‘References’ if any. Now enter the details of the file like 'Description’,
‘Category' and 'Opening Date'. Then click the 'Continue Working' button. As a
result the following window appears.

5. Enter the metadata for the receipt and issues (Mandatory Fields should be
filled) by clicking the 'Edit' icon corresponding to it as shown (Fig.eFile.28).

» Foldar Permissions

Dispatch (=)
Dispatch (£3]
osc = L’-, -
Settings & £22

K
Motification = | :{ ¥ e
Ext Dopartmont (%] ‘

[Py Aequest Re adv Levoal Evnelade., b

| NewFileNo: Number not generated Oid File No:

Rgctear o Hgh Gout 35 buela

Shpect b b led by o DT By
. WPC hes Laese presenlis] i

P Adv BT Moo n ich vt fo bt
Peph b te Bwt Acjorded. Hewe i
S Krgastial cppow beloe de cod el
Bl Ade v rvoc suleised by Ld

75484/ESTT-C4/2010/Fin

e & Notings | correspondences | References edt | mnalize migration
Files = Migrated Table of Content
ShgrarE TS c s N\ SINo Correspondence No  Subject Type  SentBy Actions
b Create New < =
» created B R L £ 1.pdr N/A Recept  N/A > ﬁ [+ [+ |
Soles axloe
+ Completed Subs WP() 20266 of 2010 Fled by [ Save Sequence

5m.PT Baby agodsl the
order of Acmsteling Vesndor

Leense b o1 ¢y Damodlarn

0 ety e bhe bl xeeived
" infvened

& Wbc en Hhe

Ane Court™

D G e <boe

tivewmazlavies e
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6. After filling the Meta data, click the 'Generate' button (Fig.eFile.29). After
generating the receipts and issues click the 'Finalize migration' option.

eFile e tue spnem

= '.m

p— O] Mengs | l Frisee Mg won !
o - Upload(Only POF upto 60 MDY Diary Detalts
Sorate Pile =) Closalcy Chosse wire =] Languege Englah -]
Cedery
» Croate Vew U.:-‘.\:' 0y risns =l Lotter et Mo
» Crastod
N FHE S COURT OF SOIATLEEOF T SIATE OF KERALA kg
e P ) e Cv s I Fie Number  TS4LESTT-C420104
_/,{,Af Type® Lemar =l  Letver Date 2]
Recives b2l Diary Dase caCADNS
83 7 S Date
17 i eyt o
Clapatzh 2 O / vie Choowe cne -l oy Choose One -
i i { Yor” Hanas i
o - s Iy .
itw A rs VIR N Chooss one -
- ige - T I
o ey ek B PG by, S prisrand Sy Advasen Contact Detalis Add 1o Address Book
norsicaran - - /e RS
v - Mawstry Choose one -
— . - A ot P =
Cupartront | Choose cne -
Yo 63 Sany oot e APy Bt (. Come S0y Ied your =
Avecen o0 Bowrgh semeres swherised By Ww N IRAIIAN Tow A8 e ” o s
. T s v be el e S, [10] 1D ame® 7Y bicaamecs’.
¥ O panceten
ANt of s gl W wny Sl b Pl w bl "‘*"A‘d
[O—p— Adaress |
™ Ao D
d ot oy
LT P X < -I A Courtry NOIA - ate Voor s -
[T Langtre
Ermat

Category & Subject

Mar Catogory”  nance -

} Croose One =

WM C) 29208 of 2010

0 Caregory

Endomsres

P - |

Fig.eFile.29

7. Click the “OK” button in the Confirmation box that appears. Migrated file is
created and the Migrated Notes will be shown as a link in the Noting side and
the receipts will be shown in the correspondence side.

Computar Na: 84357 _Fila No: Extt-

36/2015-FIN _Old Filo'No 75484/ESTT-C4/2010/Fin __Subject: Wh(c) 20368 of 2010 filed by Sri. 0.3. Baby

ST (@ | [ Meting | Correspondence | Dfaft | ences | Lnk | Detalls | Movements | Edit | Send | Attachment | More |
Files = & Pl *» (T 7ec (" meeent (AN ( Previous Notings OIS
R = Bl |Add Green Note | =/ |Add Yellow Note
» Create New
o RS 186407/ 2015/FIN-ESTILGom 157 1099

eated FileUploads1430R079114821 .pdf .

Dt 05/05/20 L 0R PM ASWATHY P IN THE HIGH COURT l"'nbsélj’l)ﬂ T“"?X:Tl OF KERALA

o Compiad Migrated Notings ((ESTT-C4,FIN)) ® *ro =
» Folder Permissions ; Z|é

I Prutoner BT

Dispatch =
Dispatch =
DsC =]
Settings =
Notification E3]
Ext Dapartment (%] e betalf of 1w petwidne

You arr hareby roprsted 0 appeiy budors Ous Cown aither theou;
Advocate or
manr. The case will S posd am o ster 7019

Diough somerne satimited by law te

Teprerent
lio,

Alfiduvis of he reqpendent if 3wy sueld be Bind within
e

L Vowrs fachiyliy,
Jeole R A

¥
mln Court of Kerale, ———
Emakuam

To Regurar

Fig.eFile.30
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2.4 Other useful features available in eFile

There many other useful feature available with eFile. Few are explained
bellow.

2.4.1 Searching and Tracking of Files/Receipts/Dispatch

By using “Advanced” search option the user can search all the
files/Receipts/Dispatch which are all processed in eFile.

= eFile Version 5.5 04 Search Il advanced | () @
Receipt Dispatch

ﬁCrealmn YeaﬁZCHE ﬁ Origin | Internal v

Nature | All " Physical Scope | Section v Electronic
Scope

Section hd

Basic Parameters Advance Parameters

Computer No File No. Subject

Output Fields: Clan [ Computer No FIFile Mo [ Subject I Location [ Opening Date M Currently With M section

Day(s) [ status [ Closing Remarks
Search Files

[] Department [ Forward Remark M Pending

Fig.eFile.31

The user can search the Files, Receipts, and Dispatch by using the tabs ‘File’,
‘Receipt’ and ‘Dispatch’ respectively.

By providing the ‘basic parameters’ like Computer No./File No./Receipt
No./Dispatch No. or Subject the user can track the records.

User can also use ‘Advanced Parameter’ to search and track the records more
precisely and effectively.

E eFile version 5.5_04 Search L Advance: d | 0 @
Receipt Dispatch

Creation Year | 2018

Origin | Internal v
Nature | Al v Physical Scope | Section v Electronic | . ction v
Scope
Basic Parameters Advance Parameters
Computer No File No Subject
Category | Select Main Category - Sub Category ~ Select Sub Category v Classified | Choose one v
Previous Reference Later Reference Creation Date ) i}
Old Phy File No
File Heads | Select Basic Head ~ Select Primary Head ~ Select Secondary Head ~ Select Tertiary Head v
Select Department ~ Select Section w
@® Received From  OSent To
Date E m Remarks Action | Choose one v
Output Fields: Oan £ Computer No E4File Na £ Subject 4 Location [J Opening Date & Currently With £ Section O Department 4 Farward Remark 4 Pending

Day(s) [ status O Closing Remarks

Fig.eFile.32
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2.4.2 Parking

The user can park the file using the park feature of eFile system. Parked link
contains a list of all the Files that are temporary closed and work will be done later

stage. Pendency of file will be removed if any file is parked. Parked files can be made
active at any point of time.

The files received in ‘Inbox’ can be parked by performing the following steps.

1. Open the file form the ‘Inbox’ by clicking on file number.

2. Click on the ‘Park File’ option in the ‘More’ link, as a result a parking
confirmation window appears

3. Provide the Parking due date and Parking Remarks and Click ‘OK’
Button.

The parked file will be listed in ‘Parked’ folder of the Main menu ‘Files’.

= eFile version 5.5 04 Search PR Advanced | G) @

Computer No: 154339  File No: TEST1/910/2017-1TD % Subject: Ping Report

“ Noting | C dence |Drait | | Link | Details | Movements ‘Edﬂ | Send Back | Send | Attachment | More |
[ Quick Ny — i Close File
Parking Confirmation —
Do you want to park the following file(s)? cllils
L5tS Computer No File No. Subject Park File History
B X | ~
154339 TEST1/910/20171TD Ping Repaort L Merge Details 2 NO.AHDM126/2017-K2 10111
Vel
= parking Due Date* lia)
; OF THE OF ANIMAL VIKAS BHAVAN
Lx THIRUVANANTHAPURAM

Parking Remarks® Animal Husbnadry Department - Establisnment - Sri.Aboo.C.P, Chemist, CDIO Palode
hveried as Assistant Field Officer and posted at Emakulam Disirict - Sancioned — Orders issued.

(o) No.avo/uzenzoira Dated, 16.01.2017.

Read - 1. G.O(F)No. 183/96/AD dated 11.04.1996.
2. Latter No.C-1994/2016/Estt. Dated, 02.11.2016 of the Chief Disease
Investigation Officer. Palode

3. This office Gircular of even No. Dated 28/11/2016.
4. G.O(F) No 506/P&ARD dated 22.02.2006.
5. Order No.K2-32766/2016/Estt. Dated 16.01.2017 of the Director of
Animal Husbandry, Thiruvananthapuram
6. Letter No.C-1994/2016 dated, 02/02/2017 of the Chief Disease
Investigation Officer. Palode.

Fig.eFile.33

The Parked files can be un parked

Parked Files
Receipts = Unparking Confirmation
Status | Due As On All
Files =
» Inbox (6) @
+ abed Unpark Remarks *
Submitted Files for
Closing Approval s (I‘io_mm + v Flle "k
» Created e | DK | | Eancel e
148759 E Azl Edit Due-Date
-+ Drafts ;
O 149141 E A2/103/2016-1Tp S2TNG new akshaya  56,00,5016 off Edit Due-Date
-+ Completed center
» Annrowval Ramects

Fig.eFile.34
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2.4.3 Pull Up

The pull up operation can be performed on both the Files and Receipts of
other user’s (in same section/in just one hierarchy down).

In case of Files this action can be performed on files which are there in other
user’s inbox/parked/personal folder created under inbox.

In case of Receipts this action can be performed on receipts which are there
in other user’s inbox/ personal folder created under inbox.

In order to pull up a file/receipt, a user needs to select a source user from the
Hierarchical View. By clicking on the hierarchical View list, the user can select the
name of concerned employee from whom the file/receipt is to be pulled up and also
to see the list of files to be pulled up.

Once the file (which is being pulled up) has been located, by using the Pull
up link/icon (pull) the user can Pull Up the file by providing Pull up reason in the
remarks window. (Fig.eFile.35).

e : 13/06/2016 To 08/09/2016
Receipts = | Pullup Wiew | Pull-Up Confirmation Hiararchiczl Viaw ASST-[TD,ASST-IT w |
= TIOUTET "
= - ue On v Read On ]

o Sl ;" DITEF + File Mumber Subiect Pl his file il move to yourinbag Semon Remark
* Inbox (£) - ﬁ
— . o e 27/06/16
| E 149437 CS-ADL/ /2016170 & =xam dem Full up oS Ll
+3bad 02:10
2:/06/16
Submitted Files for| [ sz156202006-1m0 svs e Py o
losing &ap o
Z3/05/16 ]
» a0 salary P, L]
- C: 07/07/1
- . Cancel fo7/
. O £ 149961 =nd 1ot pajarl
* Completed o 3/07/16 oo
11530
arked c 3 1307/ v
0 E 150543 dumm el 03:33 *
» Approval Requests 07/
e & 0 E 149029 Case ag; hachakary SO-ITIT ::-?i & B
Fig.eFile.35

As a result the pulled up file/receipt will be available now in file's/receipt’s inbox
of the user.

2.5 DSC (Digital Signature Certificate)

A Digital Signature Certificate 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.

eOffice user has to get a digital signature (optional) in USB token from any of the
certifying authorities like Sify SafeScrypt, e-Mudhra, or (n)Code. For using the DSC
token the user has to register the DSC (one time process) using the option DSC
Registration under DSC section. To register a new DSC ‘Signing Certificate’ link
is used. The registered DSC information will be listed as shown in (Fig.eFile.36).
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| If slaning Certificate
Receipts +
Certificate Information
Files 4
_ | Mo, Certficate Type  Validty Enroll Date User Name Dehitivation Date
bl B Preatha V 5's e-Mudhra Sub G for Class 2 Individual
U e Signing 011218 02040 02/12(16 12127 DO-IT 09/08/17 0303 Ativate
L c &' dhra ub G for Class 2 Individual
P U §'s e-Mudhra Sub GA for Class 2 Indivi
. p LreamaluEeiiohia sub bATortlass SIENEUE coning 011316 0240 D3/03A170R05  OD-IT - Deadivate
Dispatch £ 20410
DSC E] I
} DSE Registration
Settings 4
Hotification 4
Ext: Department el
Fig.eFile.36

Note: User has to properly install drivers and the Java Packages for the DSC USB
Token in the system before registration.

3. Validating Digital Signature

If the Digital Signature is showing as a question mark with unknown validity,
right click the signature and Select "Validate Signature™ and perform the following
steps.

View Signed Yersion

Compare Signed Version to Current VYersion

Properties...

Fig.eFile.37

1. Click on "legal notice" from the new window
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2.

Signature Validation Status

Signature validity is UNKNOWRN,

- The Document has not been modified since this signature was applied.

- The Signer's Identity is unknown because it has not been included in your list of Trusted
Identities and none of its parent Certificates are Trusted Identities.

lLegaI Motice. Signature Properties... ] [ Close

Fig.eFile.38

Select "Signer legal notice

Signature Properties

-
% Signature validity is UNKNOWWR.
O

| Summary || Document || Signer | DatefTime | Legal |

when wvalidating digital signatures, vou should evaluate the version of the document that was signed
and the Signer Identity. Click Signer Legal Motice to review important information relating to Signer
Identity, including legal terms and conditions that apply should vou rely upon any signature created
using the Signer Identity.

You should always view the original signed document to see what was signed (yvou can do this by clicking
view Signed Yersion in the Document tab). Other tools available in the Document tab can help vou
analyze what has changed since the document was signed; however, these tools are not a substitute
For viewing the original signed document.

Some documents may contain content that can affect the document's on-screen and printed
presentation. You can get a description of such content by clicking ¥iew Document Integrity Properties.
In most cases the content is harmless (For example, a JavaScript used For Form calculations). ¥You should
wverify that a document with such content comes from a trusted source and that only permitted changes
have been made to it before trusting it.

[ Signer Legal Motice... J [ View Document Integrity Properties... J

Select The tab "Trust" Fig.eFile.39

Certificate Viewer

This dialog allows you ta view the details of a Certificate and its entire issuance chain. The
details shown correspond to the selected entry.

[ 1shows all certification paths Found

General || Details Revocation@Palicies Legal Mokice

Legal Disclaimer

walidation of a digitally signed document may require
Certificate-related services provided by independent
third-party service wendors (ses Issust's User Motice below).
Adobe does nok provide any warranties of any kind with
respeck ko digikally signed documents, Certificakes used ko
creats digitally signed documents, and any related services.
For Further infFormation, please rewview the Acrobat or Sdobe
Reader End User Licenss Agresment and the Issusr Certificake
Information and Policy Statement.

Certificate Policy Stakement
Issuer's User Mokice:

FokE awvailable

< I >
v The selecked certificate path is walid.

The path validation and revocation checks were done at 2014/09(25 12:17:57 +05'30"

f=]'4

Fig.eFile.40
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4. Click "Add to Trusted Identities" and press OK

Cer

cate VWiewer

This dialog allows you to wiew the details of a Certificate and its entire issuance chain. The
details shown correspond to the selected entry.

[ showe all certification paths Found
Seneral || Details | Rewocation | Truske Policies || Legal Mokbice

This certificate is nok truskted.

Trusk Sekkings

Sign documents or data
Certify documents

Exscubte dvnamic conkent that is embedded in a
Zertified document

Execukes high privileges JawaScripks that are embedded in
a Certified document

X XKK

|_Add ko Trusted 1dertities. ..

< >
— The selected certificaks path is walid.

The path walidation and rewvocation checks were domne at Z014/09025 12:1 757 +05'30°

L] 2o

Fig.eFile.41

2. Select " Verify Signature"

Signature Properties
"
C’E‘/ﬂ% Signature walidity is LIRKRSW,
=

Surmmary || Docurment || signer || DatefTime | L=aal

wehien walidating dig al signatures, wou should swvaluate the wersion of the docurnent that was sigred
w. lick Signer Legal Motice Eo rewviess important infFormation relating to Signer
TASMEIEy, Inchadirg legol Eorme and condiblons Ehat Spiiv Shold wou rely Lhan S Staratire crontad
using the Signer Tdenkit.

You should alvways wiews the ariginal signed document Eo see whak weas signed (wou can do Ehis by clicking
wisws Signed Wersion in the Document Eab). Other tools awvailable in Ehe Docurment Eab can help wou
analyze whakt has changed since the documenk vwwas signesd; howveswer, these tools are Nok a substituks
For wiewing the original signed docurent.

Some documenks may conktain conktent thak can affeckt the document’'s on-screen and printed
presentation. You can gek a description of such conktent by clicking Wieve Documenkt Integrityw Froperkies.
In most cases the content is harmless (For example, a JavasScripk used For Form calculations). Yoo should
weriFw that a documenkt with such content comes=s From a trusted source and that only permitted changes
hawe been made Eto it beFore Erusting ik,

|_Signer Legal riokice... || [ wiew Document Integricy Propercies. .. |

d;;y Signature | | Close ]

Fig.eFile.42
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3. Now this signature is Valid

’§ignature alid

Digitally signed b

39:41 IST

Fig.eFile.43

4. Clearing of Java Cache

Clearing of Java Cache will enable the user to put digital signature without
any time delay.

Linux/Ubundu System

Open the terminal window by pressing alt+Control+T keys together on
keyboard then Type the command “jcontrol”. As result the java control panel
window appears. Now click on Settings.

Env ac<<i<fance

Java Control Panel

General Java Security Adwvanced

About
View version information about Java Control Panel.

About...
Network Setctings

Network settings are used when making Internet connections. By
defFault, Java will use the network settings in your web browser.
Only advanced users should modify these settings.

Network Settings...
Temporary Internet Files

Files you use in Jawva applications are stored in a special Folder For
quick execution later. Only advanced use elete Files or
modify these settings.

Jawva in the browser is enabled. See the Se Mc;diFy settings For temporary Files

Fig.eFile.44
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1. Click “Delete Files”

Seneral java Security Adwvanced

A boutc

Temporary Files Setcttings

= iKeep temporary Files on my computer.

Location
Select thhe location where temporary Files are kkept:

Shome/user/ . java/deployment/cache qggnge---

Dislk Space
Selaect the compression level For Ja R~ Files: None ~

Set the amount of disk space For storing temporary Files:

sS=27eS - MEe

Delete Fil Restore Defaulces |

S

| (=1 = | | cancel

Fig.eFile.45

2. Click OK

General | Java Security Adwvanced

About

E Keep temporary fFiles on my computer.

Location

Seleg Delete Files and Applications >

/hon ange...
[ /1 Delete the Following Files?
Disk Sp:
seled = Trace and Log Files =
B cached Aapplications and Applets
Seb-t Iinstalled Applications and Applets e
-~ MB
| OE | CGancel
Delete File | Restore Defaults
| oI | | cancel
oKk | | cancel Apply

Fig.eFile.46

Windows System
Open Java from the Control Panel Window by performing following steps.

Select run from the start menu or press Windows key+R on the keyboard. Type
“control” command and click OK.

1. Click on settings
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Java Conirol Panel

A
X

Java || Security || Advance&}

About

Wiew version information about Java Control Panel.

Mebwork settings are used when making Internet connections. By default, Jawva will use the network
settings in vour web browser. Only advanced users should modify these settings.

Metwork Settings

[ rebtwork Settings... ]

Temporary Internet Files

Files wou use in Java applications are stored in a special Folder F
advanced users should delete Files or modify these settings.

quick exec n later. Only

l Settings... ] [ Views. .. ]

Jawa in the browser is enabled. See the Security tab [rAodify settings For tempo

L OK ] [ Cancel ]

Fig.eFile.47

2. Click on Delete files

Java Control Panel

General | Java || Security | Advanced |

About

Wiews wersion information about Jawva Control Panel.

Temporary Files Settings @

Keep temporary fFiles on my computer.:

Location

Select the location vwhere temporary Files are kepk:

i\,Local Settingsiapplication Datal\SuniJaval\Deploymenticache ! [ “hange... ]

Disk Space

Select the compression level For JAR Files: INone ~ ]

Set the amount of disk space For storing temporary fFiles:

Delete Files... [ Restore Defaults ]

| Delefe temporary Jawva Files
L OK J [ —anc=l

[_ OK J [ Cancel ]

Fig.eFile.48
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3. Now press OK

Java Control Panel

General LJava || Security | advanced |

About

Wiews version information about Java Control Panel.

Temporary Files Setiings

Keep temporary Files on my computer.
Delete Files and A lications >
Location PP L I
Select the |
i iles?
\Local Setd & Delete the Following Files? @
Disk Space Trace and Log Files
Select the d Cached applications and Applets ~
Set the am [ Installed applications and Applets
ves 5| e
[ OK ] [ Cancel J
. - - ftcore Defaults I
[l OK l] [ Cancel ]
[ OK ] [ Cancel ] Apply
Fig.eFile.49

5. eFile MIS Report

eFile MIS Report is a new module added in eOffice application; can be used
to generate various kinds of reports for decision making. This module include MIS
reports like Personal Register (PR) of an employee, Monthly business statements,
pendency report, GO registers, Dispatch registers etc.

This module can be accessed by clicking on the link ‘eFile MIS Report’ in
the home page of the eOffice application.

e@ffice eFile MIS Reports

& e0ffice Administrator eOfficcADMIN ~
A DIGITAL WORK PLACE SOLUTION

File Receipt Dispatch + VIP = Miscellaneous ~ E-Post CSV Generation ~ Report Permission 7A Report Description

L3 Ly
File Closed » CRU Dispatch

File Conversion » Dispatch Register »

eFiles Created eFiles Moved

1 o | e o | |
File Migration » i o o -

File Parked » eFiles Pending (16) Receipt Pending (497)

>10days >20days > 30days 10days >20days >30days

File Forwarded ¥ Go Register »

File Pendency »
File Pendency »
File Received »
File Register F

File Summary Report

Fig.eFile.50
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