SoldRiip BIgd (S—PBse)

1. UR=™ (Introduction): -

$—HIgdl GBI IRIATSAT § d9 IMRT dfedl 2 | S—hIsdd &l g3 oAl /oY
WHR & T B SISl BT TR fhaiad &1 Giaem Ua &l & | 39 Afed &
STIRT I FIfHd /ARBR 38T 8 BIsall &I AR B IHhd ¢ |

2. fa9wamg (Features): -

o INIHIN YoR 39 Rieed ¥ &l 9wy wd vmT 9 |afdd gzmael &l siferrsH
TR &) Fhd 8

* TIEd BT HIHT, IUST AR 3 el JABRI e Al Fadl! ¢ |
o INIHR BTl # Bl & THIGE ARaReT GFARad & dadr 2 |

3. $—WIsd gaigegaddan (Pre-requisties):-

PR / FHART BT ISTHIST TAIBIT H US U HrAferd Bl el HftT 81 3aedd

=

4. I-PI3d Ufhar & =ROT (E-File Steps):-
S — BISd Bl IASTHS H P I & ol i o /=1 28—

File Creation: - Existing TS &1 HIgel @] IR SIMGRNI & A1 IASTdhIl H Gof
(Create) &=, SN — WISd A4/ BIgd fAvg PIs ! BIgd Ried & o 8 9R
Tl BT ©

Adding existing File Documents:- S—%Tsd & ford UfdRIReT sl & fewofy /
HHCH / YR SAgHCH T RIved H Tl o |

File movement—3—%1sd &I ®IffHd / JRGIRAT & gRT fewoll / HHcH ol
PRI gU U BRAT |

5. SudRTHar (Users):-




1. ASTHTST Uellded H HH A $HH U6 HHaR]/ARTHRT & [T &1 |F g31del!
DHaIghd WU ¥ GO (Create) - & Rights Ua™ a1 |ahd 2 |

2. 39T IUARTEHA & WU H BIRS BT U (Put up) B arell |

3. i SITBRT / HHaARY S WIS HaHe # enfie &1 |

6. S—WIscl B BV (e-File process flow )

1. Create File

S—HIgA BT B H P& XA B o BIgad &1 Rived § g0l 8F1 MaeTF T,
e fordr i U 70 =RON &1 919 X

Path: Others >> Create File

Create File

Post Upgrade/Degrade (Org| Q G

B Dashboard

&g Inbox

g Outbox

Knowledge Bank

Employee Comer

> [ Application Comer

g Others
Manage Hierarchy
File Manager Report
Create File
Awaited/Parked(E-File)
Disposed(E-File)
Initiate Dak
Outward
Help
Inward

ﬂr] Support Request

lTIi Management Info. System
tfr] Admin Corner

Note: Parameters marked with a ™' are mandatory

File Creation * ®3eff O On Behalf
Post *

Department
File Type ©

File Nature * ®Electronic O Physical

Last NoteSheet Para No. of [
Physical File

Physical File No. *

Physical File No. {in Hindi)

Short Code(If Any)

Subject Head Q

File Name *

® Existing File O New File O Referral File

]

)




I <
v

L
AT =BT

e File Creation: I & Y& ¥ WIgel 94 & o1y self I qAT ¥l 30 & Ug |
BISd g9 & foTT On Behalf ?ﬁl

e Post: T Ug ¥ BIEd 9T I8 & SS9 US BT IIT BN |

o Department: TN U & JFTAR T T URid SN |

e File Type: W BIEd @ folg Existing File [d®ed &1 ad+ BN |

e File Nature: 3—%T8d & ol Electronic T2 fhfiidhd B & forw Physical famea
BT FIT BN |

o Last NoteSheet Para No. of Physical File: AISaT fhfSTdhel wiger & fewol &7 sifeaw
BRI CICIG G

e Physical File No.: AIS[GT ®TSd &I HISel HR STl | S F-(123)/DolT&C/Estb/2019

e Physical File No (In Hindi): #IS[aT HTsd &1 Bigdl dwR &<l H ST |

e Short Code (If Any): ®wTgel DT Short Code TS PN

e Subject Head: ®Igel T Subject Head Tl BN

° FiIeName:WWﬁWﬁaﬁl

Note: * fafed ¥ faswedl &1 a9 H)AT /9=RAT 17 ard B |

TP IR Bled g9 & 91§ o] BIol & gRT 39 BIsal DI ofbT & oIy Yo TR fSar SR |
JETERYT F-9(123)/DolT&C/Estb/2019-00020, T8 00020 ReH & gRT 3ifel STRes TR ©

Create File R fadeid &= W wiga faaxvi(File Details), stza(Purpose), PUC,
Draft, Noting o191 = fdaror wef¥ia 8| giotd @ T Bisd Inbox & E-File
option ¥ SueT&r BN |

Path: Inbox>>E-File

2. Conversion of Physical File to e-File:
RISIdTST H Ugel ¥ GOl Bl §s FTMS ®ISd &I 5—HIsd H g8 & ol 79 &

BT gl BN
Path: Others ->File Manager Report




Type 2 or more characters

B Dashboard

3 Inbox
All Files

Intimations
Efile
File Tracking
Daks
Leave
PAR
NOG
Communique
Accommodation
Transfer
Store
Telephone
E1s
Training
Tour & Travel
Delegated Worklist
Pull fles
Disposed Daks
Outbox
(B employee Comer
Knowledge Bank

@ Application Corner

5 fhfSThel Bl DI WUART HIAT & 9 BISa

20 Physical

File Manager Report

mm Manage Hierarchy Outward File Manager Report | Create File Outward

e oo | e

Search File Owner

12345670-00132

Physical

Physical

Physica!

Physica

File No. File Description File Belongs To File Initiator

Mr. Vijay Prakash
(System Analyst (Joint
Director),DolT & C)

testinh/098-00085 Testing File No. 4 Depariment: DolT & C

test/876-00006

File Initiator Posted

Mr. Vijay Prakash
(System Analyst (Joint
Director),DolT & C}

Mr. Axnil Arora
DolT&

Testing? D DolT&C

Mr. Akhil Arora
1est/876-00006 TestingT D DolT&C | (C DolT

Mr. Akhil Arora
(C DoiT

<)

Mr. Akhil Arora
DolT

&
Mr. Aknil Arora

§1/542-00008 Testing File Ne. Department: DolT&C | (Commissioner.DolT &

Pl TS Y |

Mr. Vijay Prakash
(System Analyst (Joint
Director).DolT & C)

Group: GAnesh,

Hexorinlion Department: IT & CD

Mr. Aknil Arors
(Commissioner.DolT &
<)

Mr. Vijay Prakash
(System Analyst (Joint
Director).DolT & C)

Department of Information Technology and

Depariment/Office b Section Type 2 or more characters | R

File Owner Type 4 or more characters { Q Group Name Type 2 or more characters Q

Eile Intiator Type 4 or more characters { Q File Description

File Type Please Select v File No.

seo [
Export to: 2
Excel Total Records: 2077  Rows PerPage(20  V

S PDE

Owner
Modified

Mr. Sushil Parhar
(Adgitional Director,DolT Yes
&C)

Mr. Sushil Parihar
(Adaitional Director,DoiT Yes
&C)

r. Sushil Parinar
(Adgitional Director,DolT Yes
&C)

Sushil Parihar
(Adgitional Director,DoiT Yes
&C)

Mr. Sushil Parinar
(Additional Director,DolT Yes
&C)

|7104] » ¥

[1-20/207;

Convert to Electronic File

TITATA "Convert to Electronic File" 9 UR fdoid N |



fhfoTehol BIgel BT 3ifad U7 TR of B |

Convert physical file To electronic file

Provide page number and para number for the electronic conversion

File No. F2(182)/DolT&C/2022 04020

Old File Description PF of Nimisha Choubisa

FUART BT s S—HIgel B fo1d ISIBISl Aa- Tel 29T Sl bl FTMS Bigel & ford o |
il $—BTseT NISThioT | Inbox -> e-File fddeu # Suctay @il |

3. File Details (Upload Legacy data)
S ¥ hiSed wgd 9 ARl A / SagHed T Sire @ ol 9 & &
e Y
1. ISThTST H Inbox -> e-File fddhed & S—hIgdl I MU B 3R "File Details" &hH &1
YT HN, IE AIDI BIsdd H AT FAAN A, S — ®BIsd daR / HIg
favg /wIsdl e |

2. 5-WIgd H Rihd B ¥ Al feuyofl /SagHed & Sire @ ol "Upload
legacy documents" \aRF # "ADD" §e1 WR fddd X




File Details [Main File View] - [ File No.-test efile-00174 ] [ Subject:Other Subject ]

¥ More

® return ® view Movement

@ Forward

= Save

Add Noting

Send To Anyone

| || standaranotngs || & @ [[B Z b|[x x| File No test efile-00174 Dafine Workflow
[i= 2= “EE = =2 =|@=0 A B Fon ||z | - Physical File No. test efile
(%] Physical File No. (in Hindi) test efile
— Short Code(if Any)
Status open ~
Subject Head NA
Sub Subject Head N.A
Subject Other Subject
Created Date 01 Aug 2022
File Name testing for efile
Departmant Super Admin
Barcode 100 Download
code P

Upload Legacy Documents(scanned documents of physical file)

* | Reference No File Name Attachment By  Action

No records found

Add

3 U 9 BhIF ¥ iSed Bigd 9 Alar feywlial / SragHed &f Sirs dad ©

Attachment Details

Attachment Type * Please Select ~
Please Select

Description Reference Mo
Document 2

Mot
& Attach File(s) [Max: 50 MB] [Allod o

4. Purpose

el ff B &1 5 Sewa @ ofd & ol T ST 2 98 8w dam @ fog ugd
Purpose tab W fde® @ & dI< Initiate Purpose ded W fdetd &Y | qouedrq AHIId
TY &5l dab Initiate File TR e & |




D rorward @ Retum Send To Anyone @ View Movement & More v

Export to: || Excel
= i l I = = Q A- B Previously Added Purpose/Matter

Description Priority % | Initiate Date +  Completion Date > Status  +

No record(s) found

Initiate Purpose Update Purpose

File Movement Details

Purpose * Type 3 or more characters Q

- Purpose Description * Payment g

Priority Routine h
Initiale File

5. PUC

B f prafer & STh BT fAdRT 31 YR O fhar ST JdhdT 2, Ugell 3Mddh—ylidd IR H

Thd PD HEIT BT Ao—dbIl Uellded & ARFH 9 ARl fHar S aen gavT Safed a1
Hifcis wU ¥ ST faaror |

puc 519 Y ) PRI & PIS S, Hafd &7 Hifdd wU I Ui Bl & o S9d AR
B SY BIgdl W o1 SR A SRIAE 8 gHhd H 9ol BR dRIArs! Yol BRIs Il & |
SAG] Ig9T T RISl /ST DI BIsel & AT SISl dAT SHBT Process DRI & |

AT PUC DT BTSAT & 1Y Add ' IR o fham Sirar g—

File Details [Main File View] - [ File No_testing12345-03802 ] [ Subject:Other Subject |

® rorward @ Retum Send To Anyone  ® View Movement & More v

O Recent PUC O View All PUC ® All PUC Details

New Inward Receipt Add Dak From Inbox Add Other Attachment

m
™
~
=
&3

xm

]
H
i
=
>
a8

Description
3 help manual - eFile h 38-65 [
2 test by rajni Dak 237 [ ]
1 Test dak Dak 1-1 [ ]




o New Inward Receipt : ®Ea & 91 01 @ e & oy

Initiate: Dak

Inwizrd Type: * ® Cuick Inward O Detail Invard C Gonfidential
Post * |Informat'|c Assistant [DolTh W |
Departmeant DolT&C

Sender Name * :
e —
Refzrence D | . Diary Date 09-5ep-2022 E‘

Description (Letter Subject) (Max 2000
Characters) ©

P

Address To (Click here to Expand/Collapse)

Address To |Type 4 or mare characters| & Mark To |T\,rpe 4 or more characters| &

Reference Dak

Reference Dak O Yes ® No

Attachment|s)

& Attach Files) [Max: 50 ME] [Allowed Type: PDF]

Multi-Party Dak Oes ®No

s | Corcet ) et

o Add Dak from Inbox: IsTdToT Telias & degd I Geafdd &l UTe 819 drell
STH B BIsd & A1 Sied & forv




Add exisfing dak fo the file 4
it

Dak Li:
Search records where | at least one field v |[contains ~ i Q
0 Paymen! t Dak Specific Procass DolT&C/2022/1000040 08 Sep 2022 03:26 PM Routine
11 [1-1/1]
Add To File | Close

o Add Other Attachment: f&) 3/ YR &1 Gafdd PUC Sirew & foTg

< Attach Filefs) [Max: 1 Attachment of 50 MB] [Allowed Type: POF]

File Mame *

6. Draft
feuoft ¥ Fafea fFa ueg & 79 o7 YR 9 fewolt § o 1 \adr g —

e Online DFA(Prepare using in-built editor): I5/&Te # =31 UeU 4

@ forv 39 fdwed &1 999 @X Draft Type TI- P Prapare DFA W fdetd
PN |




PUC Drafts

® Online DFA(Prepare using in-built editor) O Offine DFA{Upload word (tf doc,docx) file)

Draft Type | Please Select A

Purpose

Prepare DFA

i Purpose = Details

Draft Title %+ | Prepared By Status *

Mr. Atul Mohan . View Show -
a1 order Chaturvedi Pending APPROVAL Detalls | History Download

e Offline DFA (Upload word (rtf, doc, docx) file): a€ wEa § &= gu 9wy

Upload DFA dc51 R et o |

Drafts Noting

(O Online DFA(Prepare using in-built editor) ® Offline DFA({Upload word (rif doc, docx) fils)

Upload DFA

Leil o Purpose | Details e Download =

Purpose PUC

& Attach File(s) [Max: 1 Attachment of 50 MB]

Draft Title %  Prepared By Status * History
Mr. Atul Mohan . View Show -
1 order Chaturvedi Pending APPROVAL [oimie History Download

Tl UTHY BT 9g9 BRI [l W1 F1fe gRT Approve/Update fhar 1 \aar 2 |
e : Approved Draft cannot be deleted.




7. Noting
Add Noting: 3-%1sal # fewol &== @& folI "ADD Noting” aRM H fddeu SUaer ® | Il

PP /AP Brgal F FeRd feuo) fogex oM fer & I &) dodd 2 |Add
Noting ® fewoft &ra w#g sy feuwh & »HfET Y T fAdedl F o9 b IR ddhd T,

SI: difefdl, SIRpie &1 Had, euofl &I YAice &1 a1 gele g sanfe o9 &1 ®pi9 A
T T B | HHG gRT B M8 fewell fomaR |9 w uwE <Rl aR% adAe ORT A

e B8Rl |

File Details [Main File View] - [ File No.-test efile-00174 ] [ Subject Other Subject ]

ave @ rorward @ Retumn Send To Anyone @ View Movement ¥ More

This is test noting
Niranjan Kumar Tailor

Admin, Super Admin

07 Sep 2022 16:36:01

[ 1L [1-1/1]

gfe 3y gfHer TfET & SrSdre BT =sd df W1 & A fQF T I dfetd ol
Helae R e AMgd[ R fFad w3 9 g1 Y IR & PDF BIsal H Sr3als 8 |

8. Send File
PIHG / MOBRI §RT BIsal § feuoh o= & g wifid / JAfRHRT BIsal Bl
TSl oldel R UG Rl B | BIsd Dl UG R & ford 7 27 &1 uTaid aY |
Bred ® word @ foly Sent to anyone 3 W fderd WX IR wRfRIG
IMBR / FHAR! (R 8T BIgdd WoT a18d &) Bl search &, SHdI a9 A D
a1 proceed TR fdd® &N, ®BIg TId BIHG & INbox H Frell ST |




Path: Sent to anyone
File Details [Main File View] - [ File Mo testing12345-03802 ] [ Subject:Other Subject ]

# Vview Movement

= Save D rorward £ Return Send To Anyone

Add Noting

oz W Standard Motings

=

I

I

il

1

H

i | L™=
9

>
B w

Font Size

Employee Search st & &1 /AfwR & g7 R ®1ger 3T &t 2|




Employee Search >
T C e e )

MNote: Please select any one filter and click on search to filter the results

Employee Mame Employee Id

Post Designation System Analyst (Joint Direg Qo Posted Department/Office Q
Posted on Multiple Post (]

Service Type Please Select z SS0OID vijayp.doit

Appointing Department Q Mobile No.

Minimize

Total Employees: 1 Rows Per Page | 20 |
Employee Id = Employee Name = Post Designation = Posted Office/Department = Posted Section
- - System Analyst (Joint Department of Information Technology
] RJKAZ201326014345 Mr. Vijay Prakash Directar) and Communication, Jaipur uiD
[IESVEY | [1-1/11

Add to Preferred List

9. Preferred List
STRTRAl R IeREl / wHarRal & AT oeH # JIfiedR B adc axar ®
IT@T AT My Preferred List # &9 |l &, I8 gl Blscl Ao G99 My Preferred List
# yefRfa erft RSrae A 9 awfid Jfery /dHart & 991 9d 6y BwEd 99

Jhd B |




Employee Search

H!WLH wmmw ﬁl-

Mote: Please select any one filter and click on search to filter the resulis

Employee Name Employee Id
Post Designation Q Posted Department/Office Q
Posted on Multiple Post
Service Type Please Select v SS01D NIRANJANT.RAJKAJ
Appointing Department Q Mobile No.
Minimi
Total Employees: 1 Rows Per Page | 20 v

Employee Id = Employee Name = Post Designation = Posted Office/Department s Posted Section
HelpdeskD07 Mr. Niranjan Kumar Tailor Admin Super Admin -
1171 [1-1/1]

[Frocces R Aca o Prferca it RN Ciose

BTl Aol & 1€ File Sender & outbox & E-File 3w # yefRfa gFfl |

10. Recall file

USTIHH H Woll T3 WIsdl Pl SMaeIHdl 8 TR AU 37U+ [HISC H o BT UTae I
forar 1T 8 | I8 BT recall option @1 STANT &R fHar SITar © |

Note: - BTsl bl dddl dd ddb =l recall fHar 91 Fahar © 99 db RN gRT ®isd
Rl =781 &1 78 BT

Path: Outbox >>E-File>> Recall




Type 3 or more characters Q Create Part File Recall

B= Dashboard Export to: [] Excel —
20 v
Search records where | At least one field v ‘ Contains hd Q,
File Tracking File No. = File Description  + Department + Sent Date Currently with %
Sent Files - 01Nov 2021 05:00 | Mr. Nitin Kumar
Sent Daks O test33-02283 test3s PM Bhargava (Admin)
— p . 07 Sep 2021 11:03  Mr. RAMESH CHAND
Leave [} F-1(939)/2020-00081 File Test AW KUMAWAT (Admin)
PAR
— 07 Sep 2021 10:57 Mr. RAMESH CHAND
NOC [} 1est1test11-00056 test1l AM KUMAWAT (Admin)
Accommodation Mr. Umesh Kumar
) testefile-123-00085 testefile-123 g?\ﬂse" 0211252 yital (Helpdesk
Transfer Executive)
Store P
— R 31Aug 2021 10:25 Mr. Niranjan Kumar
e L lesd00083 testds AW Tailor (Admin)
— N . . 06 Dec 2020 11:54 Mr. Lokesh Kumar Darji
?S ) F143(909)RISLTech/2020-00003  Insert description of file. Tech RISL (Informatic Assistant) 1
raining .
Delegated Workiist ) F143(303)RISUTech/2020-00003  Insert description of file. Tech RISL gﬁAN”" 2020 06:40 m:f;‘;;‘:;: Aﬁ?:;ﬂ%a“'
=l Employee Comer O esta0002 rest Tech RISL 04 Nov 2020 0915 | Mr. Lokesh Kumar Darji
[ Application Comer - _— (Informatic Assistant)
£ Others [z 71 [1-8/8]

m Support Request

= save P rorward @ Retum Send To Anyone @ View Movement ¥ More
Add Noting

&2 W || Standard Notings

Show @ Latest First O Oldest First From Para No To Para No m

=
E

Font Size ~

[ Parats
VIKAS KUMAWAT
1A, DolT&C
12 Sep 2022 14:56:57

O Parat7

This file has been recalled by Mr. VIKAS KUMAWAT (1A}

- Ganesh Sharma
Admin, Super Admin
A 12 Sep 2022 14:57:00

Rafd 89 & dic BIsd & AT WAE § Rbfad HdfRId “This file has been recalled by
authority name” fe@ol &< 81 SR |

11. Create Part File

9 ypR Manual ufhar & & qamae & ufhare= 89 & &R SHd! Part File
FATHR 3T GBI H TS Ol Ahdl & S UHR TSIl TelidbI[ & e-File § 1
I8 yrag FETgER e T v -

fr) ®IEd @ U BIedt 999 & U outbox & e-File & SR =T BIgd &1




I dxa create part file ifeM W fddd o | UC BIRd 999 @ 91 GHEIT Blsal
& - # &1 Part File(...) IS SIRAT |

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

Create Part File View Movement Recall

Export to: [3] Excel
25 hd

Search records where | At least one field ' || Contains hd Q

File No. File Name Sent To = Sent Date Currently with =

M. VIKAS

. - . Mr. Ganesh Sharma | 12 Sep 2022 02:56 KUMAWAT
testing12345-03802 testing12345 (Admin) oM (Informatic
Assistant)
Mr. VIKAS
Mr. RAMESH CHAND . .

O | testing12345-03802 testing12345 KUMAWAT (Informatic | 3¢,-cF 2022 0334 KUMAWAT
Assistant PM (Informatic
sistant) Assistant)

Mr RAMFSH

Inbox # ¥ B TAT UIE B S & SURYT BF UR U BISd ®I A9 Hlsd
A9 /e & folv ure Bl # SuRerd Add To Main File e\ & foid a | 791 89 &
g1e UTé ®Igd BT faaxor PUC Jae= & Part File # uefRid 8|

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

File Details [Main File View] - [ File No_testing12345-03802-Part File(2) ] [ Subject Other Subject |

=Save D rorward P Retum B AddtoM: Send To Anyone @ View Movement ¥ More v

X, - -
I Uj* = Show ® Latest First O Oldest First From ParaNo| | To Para No m

VIKAS KUMAWAT
1A, DolT&C
12 Sep 2022 15:05:33

| [ (1-1/1)

12. Dispose File
BIsd & HIHC & UTAd Se¥d Ui B9 WR Bigel Bl fSWIS fbar Srdm 2|

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




File Details [Main File View] - [ File No_testing12345-03802-Part File(2) ] [ Subject Other Subject ]

save D rorward @ Retum B Add to Main File Send To Anyone  ® View Movement

¥
=
2

i

Within Hierarchy

Dispose |

Show @ Latest First 180 Outward From Para No To Para No m
W

Send To Department

VIKAS KUMAWAT
IA, DolT&C
12 Sep 2022 15:05:33

[/ (1-1/1]

Decision Making Remarks
File Details
File Number Created Date Description
F-1(939)/2020-00081 Other Subject 27 Aug 2021 File Test

Common Reason for Disposing Above File(s)

Classification * A(Never Destroy)

SIS @1 W ®rgell @1 [darvr q@ a1 fS@ & T Bigd B Y fBgifad &1 &
fory f1 X1 @) gTer T v
Path: Others >> Disposed (E-File)

T wIsel &1 U g7 fharfad =1 aed & ey [$9e Bigd & Fav W faeld
PRe @iel IR "Open File " fAwed &7 T |

Type 3 or more characters Q Export to: E Excel T
25

B# Dashboard
Search records where | At least one field Contains v Q
Knowledge Bank Number = Desc b4 Subject b Department =+ Currently b Closed Date = Stage b4
SR {esling12345.03802.  Part Fil Depanen ! Mir VIKAS
e estin ¥ - Part File ) nformation I
[E Application Comner O | Part File(2) ‘testing12345 Other Subject Technology and KUMAWAT 128ep2022  Disposed

P Communication
2 Others

Manage Hierarchy

File Manager Report

Create File
Awaited/Parked(E-Fi
Disposed(E-File)
Iniizte Dak
Outward

Help




File Details [Main File View] - [ File No_testing12345-03802-Part File(2) ] [ SubjectOther Subject ]

Open File(s) @ Reason for Disposing @ view Movement

File Details Purpose

Show Latest First O Oldest First From Para No To Para No

VIKAS KUMAWAT
IA, DolT&C
12 Sep 2022 15:10:13

13. File in Await/Park

T4 BIS B A v/ gEer & 3ok # dffed 89 @ RO IaAE § B H
B 3 JE © iR IY fhdl FuiRd I9aEafd & uwa S9e YA B H AN DI

JrIgET & O |9 iR srafdy & forw await &= fear Sidr 2

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

File Details [Main File View] - [ File No.:3333-00105 ] [ Subject:Other Subject ] X

orward @ Retum Send To Anyone @ View Movement |5 More

@ Dispose Purpose PUC Drafts

- - . PRI

R || stancaraNotings | | @ [|B I U||x. x*| | & within Hierarchy smrs( R T To Para No m
T T | = Outward

1=y = =s|B=EQ A B &

= s, Send To Department
Font || Size | = T

Paras

Para-5/N AnnotationPage@2-1

Para-5/N  AnnotationPage@2-1

Niranjan Kumar Tailor
Admin, Super Admin
12 Sep 2022 13:35:08

[J Para4

a ok

4
Await File x

File Number Enter reasons for awaiting the File - *
‘ 3333-00105 ‘ ok
Await Date. *| 21-Sep-2022| x|
Save Close

Await @1 5 wrgdl @1 @ Inbox & e-File % await daee # ura &




Type 3 or more characters Q Export to: 3] Excel 2s q

¥ Dashboard

nbox Search records where | at least one field ¥ | Contains ~ Q
g Outbox

Knowledge Bank File Number % Description Subject & Department % Currently with + Await Date % Stage *
Mr. VIKAS

Emplc Comer O 123/987/3-01177 Tasting Other Subject KUMAWAT 23 Feb 2022 In Process
B Appiication Comer
2 Others
Manage Hierarchy
File Manager Report
Create File
Awaited/Parked(E-File)
Disposed(E-File)
Initiate Dak
Outward
Help

Inward

m Support Request
iﬂiManagemenl Info. System I ’, 1 [1-1/1]

Await wsd & FeiRa ¥ ¥ @@ &M # on & fou ¥=fag await BEa &1 999w
open & |

Show ® Latest First O Oldest First From Para No To Para No

VIKAS KUMAWAT
1A, DolT&C
23 Feb 2022 10:49:10

O Para 2
RAMESH CHAND KUMAWAT
Admin, Super Admin
23 Feb 2022 10:49:09
O Para1
Para 1

Testing Rishabh

VIKAS KUMAWAT
1A, DolT&C

14. Search File
9 fadmed &1 ST D) wrge gadie @ Rafa & ovm & fog far Srar - 2



Department of Information Technology and Mr. RAMESH CHAND KUMAWAT v « "

= 8 Communication

Type 3 or more characters My Dashboan Establishment-Admin Dashboard | IPR-NonGazetted Dashboard | Depariment Wise IPR | IPR Summary | Post & Employee Status

 Dashboard

g Inbox
fag Outbox

& Employee Comer

o _
= My Worklist
£ Others

158 Support Request
il Management Info. System
4§28 Admin Corner

©

fieeq gRT =g T parameters &1 &5 &) AW BT ff BwEa a1 Rfd S wad 7 |

Files Room

Search X

Deparment * | Rajcomp Info services Limit @ 'Jl File No F14.3(908)/RISL/Tech/202(

Repor: Type * File Description

Short/Computer Code

Export to: [&] Excel Rows Per Page

De“:;f""“'fm 2| Status *  ReceivedDate +

Linked With Pending Since~ Moved From = Moved In

Mr RAMFSH CHAND

KUMAWAT (Informatic
F14.3(909)/RISL/Tech Assistant, Department
/2020-00003 - of Information -

Technology and

F14.3(309)/RISL/Tech/2020-00003-

1 Part File(2) Part File :Insert description of file. In Process 26 Nov 2021

s

15. ufafaf® dsa /Sferem (Delegation):-
AfABIRAT gRT T # 31w {5 fatre wrif &1 o F=fad IR / HHar &
Delegate &= & % |

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

New g2+ WR fdeid &% q delegation wafra feca <



Delegation Detai:

Dilegation For * ® Apphcation Specific Processes () File Specic Processes O Dak Specfc Processes

Type 4 or mare characters f O LS

Detegator * Admin(Super Admin) v

Subpect »

Delegation Start Date 13-Sep-2021 Y Detegation End Date *

Delegate (RSraa®! HRi wfar T 8) & T SHd INTdIST Telldb e 3fdrs~< H Delegated
Worklist § &1 ygfia 8 RSdr 9@ gRT Delegater (R &Rt |far 8) & @meR

R fHar S o

Path: Inbox >> Delegated Worklist

> $
[ Outbox

16. RdE (Reports):-



’

Userwise Pending File and Dak Report

ff.j,

=J
=~

g Rure favmT # fosdt iR / FHam @& U Bsal @1 Pendency &1 faaror yelRia

PRl B

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

Dak Report

<

Type 3 or more characters KON

B Dashboard

Userwise pending File and Dak Report | Progress Report - My Department - File | Progress Report - My Department - Dak | File and Dak Movement Register | Inward Registry Report

Outward Registry Report

Userwise pending File and Dak Report

Inbox
Department Name® ion QO
ﬁ Outbox P Department of Information

[ Employee Comer

[E Application Comer

g Others

Date. From |01 Jan 2021

Lying With
1t Support Request ying 1

®Yes ONo

Is Downline Required*

To |26 Nov 2021 Report Type™ File

.—ﬂj Management Info. System

Note: Parameters marked with a *** are mandatory
IPR

Dak Reports Select columns to be displayed in the report

PAR

St No. Lying With

Select/Deselect All

Designation Department/Organization Section Total

File & Dak Management
Admin Console
EIS

Generate Report

Progress Report — My Department- File
I8 RUie el faumT & fofw v gorsd

/ IS ABIRAT BT IASTHIT TATHIE TR

T/ Frfers & a go @) Id Brea o Ruid el et &

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

Department- File

Type 3 or more characters  [LO%

4 I Usenwise pending File and Dak Report Progress Report - My Department - File Progress Report - My Department - Dak | File and Dak Movement Register | Inward Regisiry Report | Outward Registry Report

8 Dashboard Progress Report (For Files)

kg Inbox

s Department Name* Department of Information 3 © Is Dovnline Required” ® Yes ONo

g Outbox

Employee Comer —_— —_—

= Dats ‘

[ Application Comer ate From £ | To |26 Nov 2021

2 Others -

o Note: Parameters marked with a * are mandatory

32 Support Request

i Management Info. System Select columns to be displayed in the report Select/Deselect All

(A Empl i i

- ployee W Decio ot - - ’ Received - ; Files in - ’ .
Esrio. Name [ Designation Organization/Offic @ section BCreated Files | gjoc @ sent File Workliet & Await File @ Disposed Fil

Dak Reports

PAR
File & Dak Management

Admin Console

Reset




