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6. WISd ¢ fHIT Y§8 Yorell (FTMS)
6.1 U= (Introduction)

Bred ¢fdh T Aot RIed (File Tracking Management System /FTMS) ITSTdTof
URATSAT & T8d d9 3METRT Hiedd &, FTMS &1 3£ |6l / I8 AR B
T @1 BTSell & Movement Td F9Idg FRARYT R R @7 fawm U&= &3+1 &
T A1 | SUATThT BRI BT BISal Bl b B Tdhd & |

6.2 faRIoATU (Features)

o SIS Yok 39 eed W (BT vy g faWnT 9 Hafe u=mael &1 SfhT &=
Jhare |

o  HISH BT HIHe, IUST 3R 3= Hadll SIHBHRI iTTelrs et Fael = |
o DRI BRI # BTgel BT FAAGE IR GHAREd 81 daar 2 |

3. SATETS ufsha
(Online RajKaj Process-flow)

e fawmT & e ot emar/

(Manual Process-flow)

T el fovmr @ fe) wRar 9

o~ C -
TH[d Wigel dI HYRU XAl

ST EIATR |

IPRN / HHART B U dAftad
yaTgferal & Ruid s faeid 9
yefRfa & ST aad 2 |

TS TATdel fhed TR OR o1 2 |
3P status S HRAT Bicd B

&l

fpddT foumT &7 g=maelt fbd R
R Iffgd ©, & status g foar
ST AehdT &

il Bl @ ol Haie @ o

BT ST T8I 2 |

ATl & HIHE DI SIbT TR
=

6.3 FTMS ATSId & IUINT H Yd—3UelTY (Pre-requisites)

AP / BHARY B ISThIS TelldI[ & Ug Ud HrATeld b der Jftr g
AP ¢ |

6.4 UHCIUATH UihaT (FTMS Process)
THETTATH UfhaT & Jd: e k0T 2 -

1. TATGel goid (Creation): TS YR ¥l f3qIT 3 “ifde WU & 94149 g=m@el &
W?ﬁmiﬁﬁﬁwmﬁ%ﬂmﬁiﬁﬁm@wﬁmw%mﬁw

SATTATS RTSTBTS TATh e H AT ol T YTaeT= fehar a1 3 |
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famT 5 it wu ¥ qd giod yamaferal o U EL.uA. ™. fshar H omar § erika
IS Y BIfFd, Tl B STHHRI JAT Blsd TR, Blsd [GdR0T / fawg anfe g
IR YA B Existing file e &1 799 3= Goad o= Gad ¢ | I8 fHd1 0
B & oI U IR fhar STy areft o7 § |
2. I£¥T (Purpose): o9 I B TGl TG DI SR § Al SABI DIy e
(Purpose) BT & | UH.SL.UA.GH. Ulhar § fl BiEall &l 382 & TR o0& a3 &
foTT define purpose &7 SUART {1 SITAT © |
3. B gaHc (File Movement): T3Tdel &1 A= wRI OR STaeddd] TIAR
HqIHe |

6.5B'Q'Hﬁj'l_6|9_c|'f(Users)

1. ISThIST Uil el H Udh AT Ydb | 37T dIiHeh| bl Giotd (Create) B & Rights
& {3 ST A © |

2. I STERTEHAT & WU H BIsd Bl U (Putup) S T |

3. fofoh SR / HHARI ST BIS el qavc H emfiet &l |

6.6 THCITHUT &l HIRIYU Efil(FTMSProcessFlow)

6.6.1 qv—léﬂ 1T (Create File)
P BIEeT BT b DR B 70 I BTl BT RIEH § ol BT 9TH 2
Srga forg < g 1T TRl &7 aTerd &
Path: Others >> Create File

Comyrar el ol feof e v b Femaslisgry mesd 4o adn o
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1. File Type: SUATTaHAT fhudl 1 HiS[aT /70 Physical BTSel @ foTy Existing File
fadhea &1 T o |

2. Post: 51T U & BIE o 99T 18 & S9 US BT II-ThN |
3. Department: T UE & AFAR fI9RT wict: walRid g |

4. Physical File No. : AIS[ET ®ISd &T WISd AR ST | oA F-
123)/DolT&C/Estb/2019

5. Physical File No(In Hindi): HIS[&T BTg el BT BIsel TR vl # STof |

6. Description: ®Tsel &1 faW &S &Y | Physical Type &7 939 &< Create File TR
et Y |
Note:- * aTel T fadedl &7 7=/ ¥R_1 ST 1fard & |

U IR BIscl g9 & 918 o1 BIol & gRT S Blsd B SfhT & folv T xR faar
SIRIATT | S&TEROT F-9(123)/Dol T&C/Estb/2019-00020, I 00020 RR<eH & gIRT 3ifel
SIRCS TN &

Create File W fdei® 371 W Bisal fdavvr, S, PUC, $T9C, Summary o9 311
JavoT yeRRia gt | it ! AT ®Isel File Tracking option H Ul BN S
3T T Uga Bl Path :- Inbox >> File Tracking

6.6.2 I é o faeRoT (File Details)

WIS BT open HR & d1& Blsdl Frd T File Details Tab # ugfRia
BrfY
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663 SeIY (Purpose)

el ot WISt & el Se=a &1 g & forg Iaman S 2, 98 Sged 9ar
@ fofy U8l Purpose tab TR fdeid &= @ q1q Initiate Purpose 91 TR
firetes o | TeaeaTe] SR AT &l dRa Initiate File TR fdetd o |

664 WIS H YRG! (PUC inFile)

foredY ot BRITeT # ST BT fAdRYT ST YR 3 AT S AahdT 8, Ugell Feferd

Bl AIfds $U A 16 IR Td AT MAH—oadh AT H ST DI Wh

PP FIEIT DT IST—hToT Uilb I & HEgH | faawor fbar S |

e PUCTE ¥ fHdl BIITeTT | Bls STdh, Fefeld oY Hifdd w0 I U gl
2 O 9 AR 7 SS9 Bl W forar Sie” 31| SrRiard! gg
A H A R FHRIAE gof w8 S 21 SHET Iged faed
RIS / ST Bl BISel B AT SiTST AT ST SfbT HRAT S |

e PUCH BIgd & A1 Add = YR 3 fohar Sirar 8:—

o Add new Dak: BTsol & AT Yifdd w9 I UK ST DI Slle- & [olT

B T e 3k TR e




o Add existing Dak : JSThTST UAThe[ @ ARIH 9 HaSd bl Y
21 dTel) ST BT Bls ol B AT s & forw

Path: PUC>>Add existing dak

e et sl TR s 2 [
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6.6.5 IR (Summary)
WIS WR B4 dlel JaHS Summary tab H UafRid 817 |

6.6.6 WIgd Aol (Send a File)

STARTRA] W & 39T A1 T o favmT # it o S1fSrasy / poamy
BT BT ol ST Fhall & | BIscel BT Uo7 & foT¢  Sent to >> Sent to
anyone 3i@H W fdadd X IR TfAd eI / HHan (T g
BIgel HOTAT dT8d &) Bl search BN, STHT TIAT HRT & 91 proceed TR
f¥eTh B, BIgdl TAMT BIHB B Inbox H Tl ST |

Path: Sent to >> Sent to anyone
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Mty Pmasm suberh o ore Slee arsd pick oe s e by Ry f ety

R e e
Fuab Cowrgraatoon Purted Departrmmt DR
P on Mutyss Pust =

e Pmane Sl - D TR

6.6.7 YIps foRe (Preferred List)
SUIRTE! ST ARSTRAT / HHarRAT & A1l 3ghA H Iff&haR BIsel

A FRAT & Sd! T My Preferred List ¥ 99T FahdT 8,98 Al Bl
qold 9T My Preferred List % UefRid grfl e wem & dwfid

ARABRY / HHANN BT a7 T fh Bre et A1 Ahdl & |

WIgel WoM @ 915 File Sender @ outbox @ File Tracking i@ # yaf¥fd
BRI |

e Y 3 TR fAsmer 2 [
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6.6.8 WIgdl RbIcT (Recall file)

U H Wil TS WIscl Bl ATGeDHdl B+ UR dTIH U ADBISC H o Bl
graer 1 far 7971 € | I8 BT recall option ®1 SUINT R {7 SITAT © |

Note:- ®BTgel &I sender §RT #dal dd da o recall fhar <1 doar @ 59 g Refia

ERT BIgdl RATg 781 &1 718 81 | recall %+ & SURId BISol gaiad | U1 81T 2 |
Path: Outbox >> File Tracking >> Recall

RPTel BIF & 91 Wl Inbox & File Tracking option # g gefid grfl |

6.69 UC H gl 9+ o (Create Part File)

519 YR Manual Ufshar § foxdT =mdell & Ufhani= 89 & R ST
Part File 99T} 370 AR H Aol Ol Ahdl & SUI THR IoThlol

AT e & FTMS 3 41 I8 UTaeT g9 b Tam 8 —
¥l BIEa B U BIed 99 @ foly Outbox @ File Tracking # SR

AHIRIT BIsel bl aI- dYP Create Part File 3@ W fFdd &Y | ure
WIS g1 & 918 AR BIgel & 19 H f Part File (...) S SIRAT |

Path: Outbox >> File Tracking >> Select File >> Create part file

D - FeT MR o TR e




Inbox ¥ ¥ WISd AT UIE BIgel QI & IURT BF TR UIS BIgel bl H4
Bl H 791 /Sl & foIv ure wrset § SufRerd Add To Main File 3T &
i & |

Path: Inbox >> File Tracking >> Select part file >> Add to Main File

6.6.10 HISa fSHIT (Dispose File)

BISSl & HIHe & U Se2d Yl 8 TR B el DI (ST fhdT ST & |
Path: Inbox >> File Tracking >> (select and open file) >> Actions >>
Dispose

e Y 3 TR fAsmer 2 [



fSWIST T g8 WIS el Bl : put-up B & foly TR ST WBIsel Bl
Waﬂfﬁopenaﬁ

R T e 3k TR e



6.6.11 BTl Ul /Ul H STl (File in Await/Park)
ST BIg Bisd [Hl AU/ a1 & oIk | Afad 89 & HIROT aadd
H o™ H T8l 31 I8! © 3R S fbedl MeiRa wwamafe & gwend Sue I
BTH | AT B FTIAT © O I FeiRa orafdy & forv await &= ez Srar
=

Path: Inbox >> File Tracking >> (select and open file) >> actions >> await

Await &1 TS BIgell &I gl Inbox & File Tracking H await e H T
ED

e Y 3 TR fAsmer d



Await BTsd Bl FTRT G99 3 qd S H o & forg aaid await BIge
BT I BB open D |

Path: Inbox>> File Tracking >> Awaited/parked >> (select and open file)

6.6.12 WIS WIoi (Search File)

39 fAded BT SUIRT fdll BIse Havie @ R &1 S+ & forg fhar smar
%Iﬁﬂﬂmiﬂ_ﬁﬁparametersiﬁﬂﬁaﬂmﬁﬂﬂ?ﬂmﬁﬁ@ﬁ
S Fhd § |

- K T e 3k TR e



6.6.13 SferiIeH (Delegation)
RNl gRT favmT # ooe e ARt @Rl & o= wWfbg
MABRNT / HHAR BT Delegate B HAhd 2 |
Path: Employee Corner >> Delegation >> Delegated by Me
New ¢+ WR fdeTd &N T2T delegation TR fSTd STed

Delegate :- ST®T B AT T © | (SSTR0T — fAoh Afra)
Delegator :- [T STfEIBRI BT BRI AT 7 | (SETERVT — e, wma+ |fea)

Delegattee @ Inbox >> Delegated Worklist # I &1 wefefd gt foraa forg
I Delegator §RT 37 epd fepar T =

Path: Inbox >> Delegated Worklist

e et sl TR s 2
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6.7 RUIc (Reports)

Userwise Pending File and Dak Report

g RUIE famT # 5 IfeRY / FHaN! & U BTsel @1 Pendency &7 faavor
gef¥d el &

Path: Management Info. System >> File & Dak Management >> Userwise
Pending File and Dak Report

Userwise pending File and Dak Report

E':-rmrr et RIS Qg E:;r::: L 1™

= From 0l a7 3031 B % |00 My T " '3':";“" Frig w
e

Hicte Flmwrerie marked mith 3 ww candeay

Swbert cobarnm to be displaped in S veper! B it Dwsalert

B e B e v B Cirgatie L rmdials B e v B ras

Progress Report—My Department- File

g8 RuUe fedr favmr & forg wefe gord / Arsd Sifaaw1iRal &l JTeTdrst
TATH e TR fPRT / Brafed & T Ioid &1 T g all dl Rure Uafia &l
g

Path: Management Info. System >> File & Dak Management >> Progress Report —
My Department- File

_30 Ja= Wit 3k FaR fasmer
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Fiogieas Rogsi (For Filea)
'_.-_... S ] g -
[ From BB T ey SRR L)
s Pasastisms s i bad @b 5 e sanilemay
L e AL TP T T R A r———ry
-] L] i . -]
B i Bsiie Witrres | BErenet Menna | Mive  Brene | st

6.8 THCIUAYH W HAMRIT AT B ST aTel 92 (FAQ's)
e WIS SfhT RiReHd H JoR &I Biecl dal <@l ol Al 8 ?
IR BIsal Inbox >> File Tracking ¥ <X ST Al © |

TST—ahTol  Fofl T BTsof Outbox H ST ST Fahdl B |
Yo:  NTol—hIol H BIsel H g1 ?

SR NToI—hTol | BIsol 9919 & o0 Ioi—ab1oT § Others >> Create File &T a9
P |

e Y 3 TR fAsmer 3 [
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U BIgdl 3T &¥ ol (Send) ?
SR WIgd @iel- & 9gard Send To >> Send To Anyone fdded &1 Ta+ de—

Employee Search # \AHIIT AIBRT / HHARI BT Search & select W faaid
X |

- E T e 3k TR e
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e I B U &RA B SMaIdhdl Bl & 89 Al ® Add to
Preferred List fd@ed & gRT Preferred list IR &Y ST Tobell © | 399 BIo ol IS
P W Jd & IR FHERIT SABNT / HHANT Pl Search B I TALIHAT 2l
|

go:  ISI—hIol H BIsel Y Gl ?

SR: Iol—dhIol H SYERS WX IURT Search (Magnifying Glass) fadwed &1 a4
PN 3iR required parameters @ 3R TR HISl @I |

Y T S

-

g T H S WIsel Create &8 &N/ A9 BIsdl o BIsel TRR HU YT
PY?

IR: AT 3 9 BIgel GioTd dHR / TR TG B & oY gavel Jaiqar
DHealdhd Bl el |

e Y 3 TR fAsmer 33 [




