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* RAJKAJ WEBSITE*



* RAJKAJ HELP MANUAL*



RAJKAJ- Integrated Raj e-Office Solution

File 
management



* Access RajKaj through SSO G2G Applications Dashboard*



*e File Access though Dashboard / Menu-Link *



* Inbox View *



* e-File View *



* Menu Items*



* Insertion of Reference in Noting *



* Insertion of Reference in Noting *



* File Details *



* Work Flow associated with an e-File *



* Legacy Documents of an e-File *



* Purpose of File Movement *



* PUC in an e-File *



* *



* Dak Inbox > Insertion of Dak as PUC in eFile directly from Dak Inbox*



* Attachment of non-receipt documents*



* Drafts Creation > Online and Offline *



* Forward & Return Send > Work Flow associated with an e-File *



* e-File > Send *



* e-File > Send *



* e-File > Send *



* File Movement *



* Outbox of e-File *



* Creation of eFiles <one time activity>*



* Creation of New eFile <one time activity>*



* Creation of Existing File as eFile <one time activity>*



* File Management *



* Update Owner / File Name / Conversion of FTMS File to eFile*



RAJKAJ- Integrated Raj e-Office Solution

DAK/RECEIPT 
management



DAK Inward Process

1. Receipt of Letter from Various Sources

1

2. Compilation of all Daks by Receipt Section

2

3. Perusal of Letters by Authority & Marking it to the Concerns 

3

4. Inward Entry of Receipt/Daks in the Dak Register by Receipt Section

4

5

5. Handing Over the Letters to 
Concerned Officers for further action

Receipt Register of Receipt Section



* Receipt/Dak Inward*



* Dak Inbox > Insertion of Dak as PUC in eFile after Dak Read*



Administrative Readiness 

State Level- Formation of State Level Committee headed by CS
Identification of Key Stake Holders
Finalize Implementation Dates and Phase-wise Implementation Strategy
Issuance of necessary guidelines and Order

Awareness and Sensitization

• State Level- Formation of State Level Project Monitoring Unit (SL-PMU) headed by AR

• Department Level- Formation of Project Monitoring Unit (Deptt PMU) headed by HOD

Monitoring

• Purchase of Sufficient Computer Hardware (PC, Printer, Scanner, UPS etc)

• Purchase of Sufficient Networking Bandwidth/Internet

Technical Infrastructure Procurement



Implementation 

Formation of PMU by the Departments

Assessment of Hardware and Network Infrastructure for smooth implementation 

Departmental PMU

• Organization and Employee Onboarding

• Training and Hands-On

Training and Configuration

• Dedicated onsite support by Helpdesk Associates in the Department for one week

• Post one week, Identification of Single Point of Contact for Technical Help

• Other needs – SSO Helpdesk (for SSO user-id credentials), IEC, Manuals, Videos etc

Go-Live Support

• Periodic Reviews of Progress by SL-PMU

• Identification of problems and accordingly suggestions for improvements

Review
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