
 

bysDVªkWfud Qkby ¼bZ&Qkby½ 

 

1. ifjp; (Introduction): - 

bZ&Qkby jktdkt ifj;kstuk esaa osc vk/kkfjr ekWMy gSA bZ&Qkby dk m}s’; laxBuksa@jkT; 

ljdkj ds foHkkxksa dh Qkbyksa dks isijysl fd;kZUou dh lqfo/kk iznku djrk gSA bl ekWMy ds 

mi;ksx ls dkfEkZd@vf/kdkjh vkWuykbu gh Qkbyks dk fuLrkj.k dj ldrs gSA 

 

2. fo'ks"krk, (Features): - 

 jktdkt ;wtj bl flLVe ls fdlh fo"k; ,oa foHkkx ls lacaf/kr i=koyh dks v‚uykbu 

çkslsl dj ldrs gS 

 Qkby dk ewoesaV] viMsV vkSj vU; lacaèkh tkudkjh v‚uykbu fey ldrh gSA 

 jktdh; dk;kZy;ksa esa Qkbyksa dk le;c) fuLrkj.k lqfuf'pr gks ldrk gSA 

 

3. bZ&Qkby iwokZo’;drk (Pre-requisties):- 

vf/kdkjh@deZpkjh dh jktdkt ,Iyhds'ku esa in ,oa dk;kZy; dh lgh eSfiax gksuk vko’;d 

gSA 

 

4. bZ&Qkby izfØ;k ds pj.k (E-File Steps):- 

Ã & Qkby dks jktdkt esa 'kq: djus ds fy;s fuEu LVsIl eq[; gS%& 

 

File Creation: - Existing QkbYl dks Qkby dh eq[; tkudkjh ds lkFk jktdkt esa ntZ 

(Create) djuk] tSls & Qkby uacj@Qkby fo"k; dksÃ Hkh Qkby flLVe esa ,d gh ckj 

ntZ gksrh gSA 

 
Adding existing File Documents:- Ã&Qkby ds fy;s ,fDlÇLVx Qkby ds fVIi.kh@ 

deSaV~l @ js¶+jsUl MkD;wesaV~l dks flLVe esa ntZ djukA 

 

File movement%&Ã&Qkby dks dkÆed @ vfèkdkfj;ks ds }kjk fVIi.kh@ deSaV~l ntZ 

djrs gq,s çkslsl djukA 

 

5. mi;ksxdrkZ (Users):- 



 

1. jktdkt ,Iyhds'ku esa de ls de ,d deZpkjh@vf/kdkjh dks foHkkx dh lHkh i=koyh 

dsUnzh;d̀r :i ls l`ftr (Create) djus ds Rights iznku fd;s tk ldrs gSA 

2. foHkkx mi;ksxdrkZ ds :i esa QkbZy dks izLrqr¼Put up½ djus okyk A 

3. fyad vf/kdkjh@deZpkjh tks QkbZy ewoesaV esa 'kkfey gks A 

6. bZ&QkbZy dh dk;Ziz.kkyh (e-File process flow ) 

1. Create File 
Ã&Qkby dks jktdkt esa 'kq: djus ds fy;s Qkby dk flLVe esa ntZ gksuk vko';d gS] 

ftlds fy;s uhps   fn, x, pj.kksa dk ikyu djs 

 
Path: Others >> Create File 

 

 



 

 File Creation: Loa; ds in ls QkbZy cukus ds fy, self  pqus rFkk fdlh vU; ds in ls 

QkbZy cukus ds fy, On Behalf  pqusaA 

 Post: ftl in ls QkbZy cukuk pkgrs gS ml in dk p;u djsaA 

 Department: p;fur in ds vuqlkj foHkkx Lor% iznf’kZr gksxkA 

 File Type: ekStwnk Q+kby ds fy, Existing File fodYi dk p;u djsaA 

 File Nature: bZ&Q+kby ds fy, Electronic rFkk fQftdy Qkby ds fy, Physical  fodYi 

dk p;u djsaA 

 Last NoteSheet Para No. of Physical File: ekStwnk fQftdy Qkby ls fVIi.kh dk vafre 

iSjk uacj ntZ djs 

 Physical File No.: ekStwnk QkbZy dk QkbZy uEcj MkysaA tSls F-(123)/DoIT&C/Estb/2019 

 Physical File No (In Hindi): ekStwnk QkbZy dk QkbZy uEcj fgUnh esa MkysaA 

 Short Code (If Any): Qkby dk Short Code ntZ djs 

 Subject Head: Qkby dk Subject Head ntZ djs 

 File Name: QkbZy dk fo"k; ntZ djsaA 

 

Note: * fpfUgr lHkh fodYiksa dk p;u djuk@Hkjuk vfuok;Z gSaA  

 

,d ckj QkbZy cuus ds ckn jkt dkt ds }kjk ml QkbZy dh Vªsfdax ds fy, ,d uEcj fn;k tk;sxkA 

mnkgj.k F-9(123)/DoIT&C/Estb/2019-00020,  ;gka 00020 flLVe ds }kjk vkWVks tujsVsM uEcj gS  

 

Create File ij fDyd djus ij Qkby fooj.k(File Details)] mís';(Purpose)] PUC, 

Draft, Noting tSls vU; fooj.k iznf’kZr gksxsaA l``ftr dh x;h Q+kby Inbox ds E-File 

option esa miyC/k gksxhA  

Path: Inbox>>E-File 

 

2. Conversion of Physical File to e-File: 
jktdkt esa igys ls ntZ dh gqÃ FTMS Qkby dks Ã&Qkby esa cnyus ds fy;s fuEu LVsIl 

dk ikyu djs% 
                Path: Others ->File Manager Report 



 

 

 

 ftl fQftdy Qkby dks :ikarfjr djuk gS ml Qkby dks lsysDV djs A 

 
 rRi’pkr "Convert to Electronic File" cVu ij fDyd djsA  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

    fQftdy Qkby dk vafre iSjk uacj ntZ djsA 

 

 
 

 

:ikarfjr dh gqÃ Ã&Qkby ds fy;s jktdkt uacj ogh jgsxk tks dh FTMS Qkby ds fy;s FkkA 

  lHkh Ã&Qkby jktdkt esa Inbox -> e-File fodYi esa miycèk jgsxhA 

3. File Details (Upload Legacy data) 
Ã&Qkby esa fQftdy Qkby ls ekStwnk uksÇVXl@MkD;wesaV~l dks tksM+us ds fy;s fuEu LVsIl dk 

ikyu djs% 

1. jktdkt esa Inbox -> e-File fodYi ls Ã&Qkby dks vksiu djs vkSj "File Details" LØhu dks 

vksiu djs] ;g vkidks Qkby ls lEcafèkr lwpuk,a feysaxs] tSls & Qkby uacj @Qkby 

fo"k;@Qkby LVsVl A 

 

2.  Ã&Qkby esa fQftdy Qkby ls ekStwnk fViI.kh;ks@MkD;wesaV~l dks tksM+us ds fy;s "Upload 
legacy documents" lsD'ku esa "ADD" cVu ij fDyd djs 

 

 

 



 

 

 

 

 
3 vki fuEu LØhu ls fQftdy Qkby ls ekStwnk fViI.kh;ks@MkD;wesaV~l dks tksM+ ldrs gS 

 

 
 

4. Purpose 
fdlh Hkh QkbZy dks fdlh mís’; dh iwfrZ ds fy, pyk;k tkrk gS] og m}s’; crkus ds fy, igys 

Purpose tab ij fDyd djus ds ckn Initiate Purpose cVu ij fDyd djsaA rRi'pkr~ lEcfU/kr 

lwpuk,a ntZ djds Initiate File ij fDyd djsaA 

 



 

 
 

5. PUC 

fdlh Hkh dk;kZy; esa Mkd dk forj.k nks izdkj ls fd;k tk ldrk gS] igyk vkod&tkod 'kk[kk esa 

LdSu djds lacaf/kr dks jkt&dkt ,Iyhds'ku ds ek/;e ls forj.k fd;k tkuk rFkk nwljk lacaf/kr dks 

HkkSfrd :i ls Mkd forj.kA 
 

PUC tc Hkh fdlh dk;kZy; esa dksbZ Mkd] lacaf/kr dks HkkSfrd :i ls izkIr gksrh gS rks mlds fuLrkj.k 

gsrq mls QkbZy ij fy;k tkdj vfxze dk;Zokgh gsrq vuqØe esa Hkst dj dk;Zokgh iw.kZ djkbZ tkrh gSA 

bldk m}s’; fdlh fpêh@Mkd dks QkbZy ds lkFk tksMuk rFkk mldks Process djuk gS A  

 

fdlh PUC dks QkbZy ds lkFk Add fuEu izdkj ls fd;k tkrk gS%& 

 

 



 

 

o New Inward Receipt :  QkbZy ds lkFk u;h Mkd tksMus ds fy, 

 
 

o Add Dak from Inbox:  jktdkt ,Iyhds'ku ds ek/;e ls lacaf/kr dks izkIr gksus okyh 

Mkd dks QkbZy ds lkFk tksMus ds fy,  

 



 

 

o Add Other Attachment:  fdlh vU; izdkj dh lacf/kr PUC tksMusa ds fy, 

 

 

6. Draft 
 fVIi.kh ls lacaf/kr fdlh izk:i dks fuEu nks izdkj ls fVIi.kh esa yxk;k tk ldrk gS & 

 

 Online DFA(Prepare using in-built editor): jktdkt esa u;k izk:i cukus 

ds fy, bl fodYi dk p;u dj Draft Type p;u dj Prapare DFA ij fDyd 

djsaA 



 

 

 Offline DFA (Upload word (rtf, doc, docx) file): oMZ QkbZy esa cus gq, izk:i 

dks viyksM djus ds fy, bl fodYi dk p;u dj lacaf/kr izk:i dks layXu djrs gq, 

Upload DFA cVu ij fDyd djsaA 

 

 

layXu izk:i dk p;u dj mls fdlh Hkh dkfeZd }kjk Approve/Update fd;k tk ldrk gSA 

uksV % Approved Draft cannot be deleted. 



 

7. Noting 
Add Noting: Ã&Qkby esa fVIi.kh djus ds fy;s "ADD Noting" lsD'ku esa fodYi miyCèk gSA ;gka 

dkÆed@vfèkdkjh Qkby ls lEcafèkr fVIi.kh fy[kdj vkxs vfèkdkjh dks çsf"kr dj ldrs gSAAdd 
Noting es afVIi.kh djrs le; vki fViI.kh dh Q‚esZÇVx fn;s x;s fodYik sa ls p;u djds dj ldrs gS] 

tSls% rkfydk] M‚D;wesaV dk lanHkZ] fVIi.kh dks ,suksVsV djuk ;k cqysV Çcnq bR;kfn tSls dh LØhu esa 

n'kkZ;k x;k gSA dkfeZd }kjk dh xbZ fVIi.kh fy[kdj lso djus i’pkr~ nk;ha rjQ orZeku iSjk esa 

iznf’kZr gksxhA  

 

  
;fn vki pqÇunk uksÇVx gh MkmuyksM djuk pkgrs rks iSjk ds lkeus fn;s x;s psd c‚Dlsl rks 

lsysDV djds ÇçVj vkbd‚u ij fDyd djus ls pqus gq,s iSjk gh PDF Qkby esa MkmuyksM gksaxsA 

 
8. Send File 

dkÆed @ vfèkdkjh }kjk Qkby esa fVIi.kh djus ds i'pkr dkÆed @ vfèkdkjh Qkby dks 

vxys ysoy ij çsf"kr djrk gSSSA Qkby dks çsf"kr djus ds fy;s fuEu LVsIl dk ikyu djsA 

QkbZy dks Hkstus ds fy, Sent to anyone  vkWI’ku ij fDyd djs vkSj lEcfU/kr 

vf/kdkjh@deZpkjh ¼ftUgsa vki Q+kby Hkstuk pkgrs gS½ dks search djsa] mudk p;u djus ds 

ckn proceed ij fDyd djsa] Q+kby p;fur dkfeZd ds Inbox esa pyh tk,xhA 



 

  Path: Sent to anyone  

 
 

Employee Search c‚Dl ls dkÆed@vfèkdkjh dks pqus ftls Qkby çsf"kr djuh gSA 

 



 

 

 
9. Preferred List 

mi;ksxdrkZ ftu vf/kdkfj;ksa@deZpkfj;ksa ds lkFk vuqØe esa vf/kdrj QkbZy ewoesaV djrk gS 

mudh lwph My Preferred List esa cuk ldrk gS] ;g lwph QkbZy Hkstrs le; My Preferred List 

esa iznf’kZr gksxh ftlds ek/;e ls lEcfU/kr vf/kdkjh@deZpkjh dks fcuk lpZ fd;s QkbZy Hkst 

ldrs gSA 



 

 

 

Q+kby Hkstus ds ckn File Sender ds outbox ds E-File vkWI’ku esa iznf’kZr gksxh A 

 

10. Recall file 

 inkuqØe esa Hksth xbZ QkbZy dks vko’;drk gksus ij okil vius vdkmaV esa ysus dk izko/kku Hkh 

fd;k x;k gSA ;g dk;Z recall option dh mi;ksx dj fd;k tkrk gSA  

 Note: - Qkby dks dsoy rc rd gh recall fd;k tk ldrk gS tc rd fjlhoj }kjk Qkby 

fjlho ugha dh xbZ gksA 

 

Path: Outbox >>E-File>> Recall 



 

 
 

fjdkWy gksus ds ckn QkbZy Inbox ds E-File option esa iqu% iznf’kZr gksxh A 
 

 

 

fjdkWy gksus ds ckn QkbZy ds uksfVax lsD’ku esa fjdkWy lacaf/kr “This file has been recalled by 
authority name” fVIi.kh ntZ gks tk;sxhA 

 

11. Create Part File 
ftl izdkj Manual izfØ;k esa fdlh i=koyh ds izfØ;k/khu gksus ds dkj.k mldh Part File 
cukdj vU; izdj.k esa pykbZ tk ldrh gS mlh izdkj jktdkt ,Iyhds'ku ds e-File esa Hkh 
;g izko/kku fuEukuqlkj fd;k x;k gS & 

  

fdlh QkbZy dh ikVZ QkbZy cukus ds fy, outbox ds e-File es atkdj lEcfU/kr QkbZy dk   



 

p;u djds create part file vkWI’ku ij fDyd djsaA ikVZ QkbZy cuus ds ckn lEcfU/kr QkbZy 

ds uke esa gh Part File(…) tqM tk;sxkA 

 

Path: Outbox >>E-File>> Select File >>Create part file 

  

Inbox esa esu QkbZy rFkk ikVZ QkbZy nksuksa ds mifLFkr gksus ij ikVZ QkbZy dks esu QkbZy esa 

etZ@tksMus ds fy, ikVZ QkbZy esa mifLFkr Add To Main File vkWI’ku ls fyad djsaA etZ gksus ds 

ckn ikVZ Qkby dk fooj.k PUC lsD’ku esa Part File  esa iznf’kZr gksxkA  

 

       Path: Inbox>>E-File>> (Open part file) >> Add to Main File  

 

 

 

12. Dispose File 
QkbZy ds ewoesaV ds i'pkr mís'; iw.kZ gksu ij QkbZy dks fMLikst fd;k tkrk gSA 

 

Inbox >>E-File>> (select and open file) >> More>> Dispose 

 



 

 

 

 

fMLikst+ dh x;h Qkbyksa dk fooj.k ns[kus ;k fMLiksl dh x;h Qkby dks iqu% fd;kZfUor djus ds 

fy;s fuEu LVsIl dh ikyuk djs% 

Path: Others >> Disposed (E-File) 

 

ftl Qkby dks vki iqu% fØ;kfUor djuk pkgrs gS lEcfU/kr fMLikst QkbZy ds uacj ij fDyd 

djds [kksys vkSj "Open File " fodYi dks pqusA 

 
 

 
 



 

 

 

 

13.  File in Await/Park 
tc dksbZ QkbZy fdlh fu.kZ; @ lwpuk ds bUrtkj esa yfEcr gksus ds dkj.k orZeku esa dke esa 

ugha vk jgh gS vkSj mls fdlh fu/kkZfjr le;kof/k ds i'pkr mlds iqu% dke esa vkus dh 

lEHkkouk gS rks mls fu/kkZfjr vof/k ds fy, await dj fn;k tkrk gSA 

 

Path: Inbox >>e-File>> (select and open file) >> More >> Await 
 

 

 

 

 

     Await dh xbZ QkbZyksa dh lwph Inbox ds e-File esa await lsD’ku esa izkIr djsa  

 



 

 
 

Await QkbZy dks fu/kkZfjr le; ls iwoZ dke esa ysus ds fy, lEcfU/kr await QkbZy dk p;u djds 

open djsaA 

 

  Others >> Awaited/ Parked(E-File) >> (select file) >> Open file 

 

 

 
14. Search File 

bl fodYi dk mi;ksx fdlh Q+kby ewoesaV dh fLFkfr dks tkuus ds  fy, fd;k tkrk gSA 

 



 

 

 

flLVe }kjk pkgs x;s parameters dks ntZ dj vki fdlh Hkh QkbZy dh fLFkfr tku ldrs gSA  

 

 

 

15.  çfrfufèk eaMy@Msfyxs’ku (Delegation):- 
     vf/kdkfj;ksa }kjk foHkkx esa vius dqN fof’k"V dk;ksZa dks vU; lEcfU/kr vf/kdkjh@deZpkjh  dks        

     Delegate dj ldrs gSA  

 

        Path: Employee Corner >> Delegation >> Delegated by Me 

 
       New cVu ij fDyd djsa rFkk delegation lEcfU/kr fMVsy Mkysa  



 

  Delegate (ftldks dk;Z lkSaik x;k gS) ds fy, mlds jktdkt ,Iyhds'ku vdkmUV es Delegated  

  Worklist esa dk;Z iznf’kZr gksxsa ftudks mlds }kjk Delegater (ftlus dk;Z lkSaik gS) ds vk/kkj  

 ij fd;k tk ldsxk 

 

  Path: Inbox >> Delegated Worklist 

 

 
16.  fjiksVZ (Reports):- 



 

Userwise Pending File and Dak Report  
;g fjiksVZ foHkkx esa fdlh vf/kdkjh@deZpkjh ds ikl QkbZy dh Pendency dk fooj.k iznf’kZr 

djrh gS 
Management Info. System >> File & Dak Management >>Userwise Pending File and 

Dak Report 
 

 
 

 

 

Progress Report – My Department- File 

;g fjiksVZ fdlh foHkkx ds fy, ,Mfeu ;wtlZ @ uksMy vf/kdkfj;ksa dks jktdkt ,Iyhds'ku ij 

foHkkx@ dk;kZy; ds lHkh ;wtlZ dh leLr QkbZyksa dh fjiksVZ iznf’kZr djrh gS 

   Management Info. System >> File & Dak Management >>Progress Report – My 

   Department- File 
 

 

 

 


