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How to Create e-file 



Site login page of Demo site- Clerk login 



eoffice services



eoffice menu

Every days every time 
you should click on 

“Receipts”



Receipts –inbox 

Click on 
“Receipts”

Click on “Inbox”



How to read e-office file 

Computer 
generated 

number

Computer 
generated 

Receipt Number Receipt Subject 
Tappal/Receipt 
sender Name 

Officer send 
you to act 

on it 

Receipt send 
date & time 

Remarks if red is 
there no 
remarks  

Remarks if blue 
then  there is a 

remark 



How to read eoffice file 

Receipt send as a CC for 
information- need not 
to act on it- some time 
office may ask you to 
act on it or provide 

information to concern 
officer 



How to open the receipt 

Click on the 
receipt file  



Receipt details 

Receipt details which 
was written by inward / 

officer sent to you 

You can read the 
Tappal/Receipt paper 
which is scanned and 

shared with you  

By clicking 
this you can 

maximize the 
size of 
receipt  

Receipt 
movement 

deasil 



How to convert the receipt in to file  

If subject file already with the section - In manual 
system tappals will be tagged to 
Current/correspondence & write in the note file 
and submit to next officer  

If subject is new - In manual system will take file number 
from inward section and index the file cover page and 
tappals will be tagged to Current/correspondence & write 
in the note file and submit to next officer  



How to convert the receipt in to file  

Click this icon 
“Put in a file”  



How to convert the receipt in to file- if its old file   

Select respective subject file number 
which already dealing in your section 

(by clicking radio button) 

Click attach button to tag this 
tappals/receipt,  it will  goes in to 
Current /correspondence and tag 

there 



How to convert the receipt in to file- if you want to 
generate new file   

Click on “Create file”
icon it will popup “Non 
SFS” then click on that 



How to convert the receipt in to file- if you want to 
generate new file Cont….  

Select all relevant file index to 
your section through popups   

Write file subject 

Select category of the 
file though popups

Click “continue 
working” icon 



How do I check that receipt converted file or not-
click receipt – inbox    

Earlier there were 
two files

Now there is only one file left in 
your Receipt – inbox - means 

receipt/Tappal converted in to



For file where I need to search? 

Click on “Inbox”

OR

Click on  Created –
“Completed”

Give the file number 
and search 



My file traced 



Now I would like to write note in my file to submit 
my next officer what should I do?

Click on the file 
number 



Now  your file is opened –understand the screen

This is note file you can write by 
clicking “Add green note or Add 

yellow note”
This is current /correspondence 
file you can read Receipt/tappal

which you tagged to this file



Now  you can write note in file

This is note file you can write by 
clicking “Add green note and 

write notings in note file  



Now  you can write note in file

Noting 



To add Draft letter Click on “Drafts”, 
then it will populate “Create new 
draft” & “View draft”- now you 

would like add new darft then you 
need click on “Create new daraft”    

How to add draft letter to file?



Now you can write draft letter/Circular/Memo…to 
add file

This is the place you can write 
drafts or copy past from word 

file 

This side you need to fill the 
mandatory fields that to whom 

you want to send this letter



How to attach annexures to my draft letter?

By clicking this “Attach” button 
it will allow you to browse to 

your computer you can attach 
word /xls /PDF/JPEG files 



How to attach annexures to my draft letter and 
save the draft ?

Attachment tagged 

Then Click the “Save” button 

Use the tags before sending 
draft to next level Officer 



How to attach annexures to my draft letter and 
save the draft ?

Then Click the “view 
draft” button 



If you want to see 
draft click here 

Status of the draft id 
“DFA”- means Draft 

for approval”

Vesrsion of the Draft Date &time stamp -
Offers who sent this 

draft 

How to understand the attached draft letter to my 
file?



Now you wrote noting's, put up 
draft letter with attachments –
now you can send to next level 

officer by clicking “Send “ 
button 

How to attach annexures to my draft letter and 
save the draft ?



I need to send file to my next level officer for 
approval 

Add your next level officer 
name  and see the popup 

address select from that and 
fill next to that you want to 

send SMS to your officer 
click “SMS” and fill 

remaining boxes if required 

Click “DSC sign and send ”
Button means file is sent to 

your next level officer 



Click “Sent” Button means 
file is sent to your next 

level officer 

How to confirm that my file is gone to next level 
officer? 

Now you can see the 
file number date & 

time and status of the 
file in your sent box 



Case worker/Officer successfully 
send the file to next Officer 

Thank you
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Need to learn some more 
modules in e-filing system



When to use Green Note.
When to use Yellow Note.
Referencing of previous Note paras.
Referencing of Current file pages,
Referencing of other files Note paras/ current pages.
Link file 
Generating part file 
Creating legacy file 

Need to learn some more modules 



When to use Green Note?

You can directly use Green 
note By Clicking “Add Green 
Note” and continue writing 

the notings (if you think that 
there is no changes in 

notings)and send the file to 
next level officer for further 

action. 



When to use Yellow Note?

You can directly use Green 
note By Clicking “Add Yellow 
Note” and continue writing 

the notings (if you think that 
there is some changes in 

notings by next level 
officer)and send the file to 

next level officer for further 
action. 



How to convert Yellow note to Green note ?

Now you can write draft 
notings and send to 
next level officer for 

making some changes. 



How to convert Yellow note to Green note ?

After completion of note 
writing before sending 

next level officer Pls click 
on the “submit” Button 



Now you can send Yellow note Officer 

Now you can see 
the version of the 

note 

Date of 
note 

Name of the 
officer who 

created



Next level officer got Yellow note

Now Officer know that this file has yellow 
note it needs to be edited and send back to 
officer again to convert Yellow note to green 

note 



How to edit Yellow note by officer?

By clicking this “Edit” officer can 
edit the yellow note submitted by 

his officer 



How to edit Yellow note by officer?

Now Officer edit the note



Send back edited Yellow note to his officer to 
convert Green note 

Edited text , 

After completion of edit Officer 
should click “submit” button to 

save the final note  



Send back edited Yellow note to his officer to 
convert Green note 

Now you can see 
the version 1.1 of 
the edited note 

Edited Date 
of note 

Name of the officer 
who edited note 



Send back edited Yellow note to his officer to 
convert Green note 

Now you can see 
the version 1.1 of 
the edited note 

Edited Date 
of note 

Name of the officer 
who edited note 

Send back this file by clicking “Send 
Back” button and send back the 

file to officer



Covert edited Yellow note to green note at case worker login

To Convert Yellow note Green note 
after all corrections , you click 

“Confirm” button 



Covert edited Yellow note to green note

Successfully converted Yellow note 
in to Green Note, now you can 

send final file to next level officer 
for further action  



When to use Green Note.
When to use Yellow Note.
Referencing of previous Note paras.
Referencing of Current file pages,
Referencing of other files Note paras/ current pages.
Link file 
Generating part file 
Creating legacy file 

Now you can able to use provision in e- filing 

Thank you 
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Referencing of Note paras/Current 
paras in notefile



Referencing of Note 
paras/Current paras in 

notefile.



How to reference paras in Current or note file 

Fore referencing the current file 
page number 4 in this file- select 
the C/4 (means current file page 

No.4)   

Click “reference” button to set the 
page numbers for hyperlink to 

note referencing 



How to reference paras in Current or note file 

You will find referencing window 



How to reference paras in Current or note file 

Enter current page number as 4 
and click Ok button 



How to reference paras in Current or note file 

Now your successfully able to refer 
the current page 4 hyper link 

means Officer can click on this  
hyper link ad read the references 

coted by you  



Referencing Local 
references for file.



How to reference other files like Xls sheets/PDFs/JPEGs scan copies

Click on “Reference”  button you 
will get another popup is “Local 

reference”  click that button 



Now you can upload local file for 
reference by clicking “Upload file”

How to reference other files like Xls sheets/PDFs/JPEGs scan copies



Now you can upload local file for 
reference by clicking select the file 

How to reference other files like Xls sheets/PDFs/JPEGs scan copies



Now you can click “Local references button” to 
see the uploaded file. If you want see just click 

on the file name it download to read the 
uploaded file.

How to reference other files like Xls sheets/PDFs/JPEGs scan copies



Now you can able to do Referencing of 
Note paras/Current paras in notefile.

Thank you 
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Legacy file creation



Creation of legacy file 

• Scan you your old file as guidelines given by CRD 

✓ Current file separate

✓ Note file separate

• Create a folder with file number & subject 

✓ Keep PDF Current file with file name   
Current _ file No_  Section _Designation _ Year

✓ Keep PDF Note file with file name   
Note_ file No_  Section _ Designation _ Year



Generating current file PDF as receipts 

Select “ Brows & 
Diarise”



Window will be visible to generate receipts

Click “Upload file” and it 
will  direct you to browse 
the file. Open the folder 
already created by you 
and upload current PDF 

file 



Creation of legacy file 

Write Dairy 
details 

Write Contact 
details 

Write Category 
of subject 

Just Click 
“Generate”



Creation of legacy file 

See the receipt 
details 



To see created receipts 

Select “ Created ”



Details of generate receipts

You are successfully 
generated receipt 

Subject Subject Category Time of generate



File creation

We would like to generate 
new Legacy file . So Pls click 
on “Create file” and select 

“Non-SFS”

Click on “Put in a file”



File creation

We would like to generate 
new Legacy file . So Pls click 
on “Create file” and select 

“Non-SFS”
We would like to generate 

new Legacy file . So Pls click 
on “Create file” and select 

“Non-SFS”



File creation

We would like to generate 
new Legacy file . So Pls click 
on “Create file” and select 

“Non-SFS”

Now you can create new 
Electronic file cover page and 

select all relevant to your 
section  

Write description of old file 
so that you can find easily

Click on continue working 
button after filling of relevant 

information 



File creation 

We would like to generate 
new Legacy file . So Pls click 
on “Create file” and select 

“Non-SFS”

Click “OK”



To see created file 

Select “ Created ”



Created  file details 

We would like to generate 
new Legacy file . So Pls click 
on “Create file” and select 

“Non-SFS”

You are successfully 
created file  

Subject Subject Category Time of generate



Legacy file receipt generated

Click “Add Green Note”



Adding note file to legacy file 

Click here to view full 
window 



Adding note file to legacy file 

Add notings

Click “Attach” button to attach our old 
PDF note file to legacy file  



Adding note file to legacy file 



Adding note file to legacy file 

You are successfully attached previous 
note file to legacy file 



Adding note file to legacy file 

Now you should select “send” button  



Adding note file to legacy file 

Now you should select your own ID (self 
ID) to create legacy file 



Successfully created legacy file 

Now you should select your own ID (self 
ID) to create legacy file 

You are successfully 
created legacy file  

Subject Sent by Time of generate



Successfully created legacy file 

Click the old note file to download and 
see the notings



Thank you
Let us start e-office in new year 



e-office Training Manual
To maintain transparency, improve efficiency & effectiveness of the 

organization    

Link the file for references



Link the file for 
references.



Linking of internal files for reference 

Click on “Link”  button you will get 
another popup is “Internal file link/
External file link/Referred file link” 

click “Internal file link” 



Linking of internal files for reference 

Click on “Attcah”  button you will get 
another window to select the file 



Linking of internal files for reference 

Click on select radio button & click 
“Attach”  to attach select the file 



Linking of internal files for reference 

You successfully attach the reference file 



Linking of internal files for reference 

You successfully attach the reference 
file. Now you can see the  attached file 

by clicking on file number 



Linking of internal files for reference 

Just you can see the Note file and 
current file in the reference file you cant 

edit or delete the file 



Link the file for references.

Thank you 
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Generating part file 



Generating 
part file 



Creating part file which are already in circulation 

Click on File “sent” for viewing sent 
file 

Click on radio button for which you 
would like to create part file 

Click on “Create Part” button to 
create part file 



Creating part file which are already in circulation 

See the file number before creating 
part file& confirm

Click on ‘Create Part” button 



Creating part file which are already in circulation 

You are successfully created part file 



Successfully Generating part 
file 

Thank you 
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How to approve the draft 



How it looks in officer’s login- my file 2783 ? 

Click on “Inbox”



In Eofficer D- Joint Director login  - my file 2783 ? 

Officer Knows that this 
file has draft letter 



Opening of officer received file 

By click 
the file 



Officer opened the received file - looking at draft 
attached  

By click the file 
icon officer can 

see the draft 



Now the Officer opened the attached draft letter

Officer would like edit the 
draft by clicking this and 

save the draft

After edit /as it is officer 
can approve the letter



Now the Officer opened the attached draft letter

After edit /as it is officer 
can approve the letter

After reading the text 
office should click the 
OK button to approve 

the draft 



Now the Officer approved the attached draft letter

Now the status has been 
changed to “Approved”

from “DFA”



Officer approved the attached draft letter and wrote 
notings

Officer notings by 
clicking on “Add Green 

note”



Now Officer send back the file to section for dispatch

Now the officer sending back to 
officer to dispatch the letter to 

concern- by clicking “Send Back“
button 



Now Officer send back the file to section for dispatch

If select “send back” option 
automatically address will be 

picked up by the system officer 
can click “SMS” to quick action 

by clerk  Click “SEND” Button means 
file is sending back to your 

clerk 



Click “Sent” Button means 
file is successfully sent back 

to his clerk for action

Now you can see the 
file number 2783date 
& time and status of 
the file in your sent 

box 

How to I confirm that my approved file is gone 
back to clerk login? 



Officer successfully send 
the file back to 

Officer/Case worker



How do Clerk find the file sent by Officer back 2783 ? 

Click on “Inbox”



Now the clerk find the file 2783 ? 

Clerk  Knows that 
this file has 

approved letter 



Now clerk has to understand the file notings and 
finding approved letter 

Officer is given 
notings that letter 

approved & 
dispatch 

By click the file icon 
office can see the 
approved letter 



Now clerk can see the approved letter 



Now clerk can send this letter by self or outward

Clerk her/him self 
can send the letter 

or can send through 
our ward 



Now clerk opted to send this letter by self 

By email also can 
dispatch this letter / 

by post 



Selected by post 

Download the 
approved letter and 

send by post 

Now clerk opted to send this letter by self 



Now clerk can see the whether letter is dispatched 
or not by clicking dispatch – sent



Officer successfully dispatch the 
approved letter

Thank you 


