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ASO

• File Created.
• Added a DAK/PUC to the file
• Defined a Purpose
• Moved the proposal to next level



FILE CREATION BY ASO



ADDITION OF PUC FROM DAK TO EFILE



SELECTING FILE TO ADD PUC



EFILE IN INBOX



DAK VISIBLE IN PUC SECTION, DAK CAN BE ADDED FROM “ADD DAK” BUTTON ALSO



ADDING PURPOSE OF FILE MOVEMENT (OPTIONAL)



PURPOSE ADDED & IN “OPEN” STATE



NOTESHEET PREPRATION BY ASO



FORWARDING OF NOTESHEET TO SO



OUTBOX VIEW OF ASO AFTER SENDING THE FILE. MOVEMENT CAN BE TRACKED. CAN BE RECALLED.



SO

• Moved the proposal to next level



INBOXVIEW OF SO



NOTESHEET COMMENT BY SO



FORWARDING FILE TO JS



JS

• Moved the proposal to next level



INBOX VIEW OF JS



NOTESHEET COMMENT BY JS



FILE FORWARDING TO SECRETARY.



Secretary

• Added a DFA to the proposal
• Moved the proposal to next level



INBOX VIEW OF SECRETARY



ADDITION OF DFA FROM ‘DRAFT’ SECTION.



FORWARDING FILE TO MINISTER



Minister

• Can Dispose the file directly



INBOX VIEW OF MINISTER



H’BLE MINISTER CAN COMMENT ON EFILE HIMSELF.



Minister

• Can delegate the ‘eFile’ to PA/OSD



H’BLE MINISTER DELEGATING THE SUBJECTED EFILE TO OSD/PA



OSD/PA

• Can open the delegated ‘eFile’.
• Take print out of Notesheet > Appraise to H’ble Minister
• Take Signed approval on Notesheet, Scan it and upload back in the eFile
• Return the eFile with comments



INBOX -> EFILE VIEW OF OSD



DELEGATED WORKLIST VIEW OF OSD/PA. EFILES OF MINISTER ARE VISIBLE HERE



NOTESHEET PDF/PRINTOUT BY OSD/PA



PHYSICAL NOTESHEET SIGNED BY MINISTER. THIS IS TO BE SCANNED FOR UPLOADING IN EFILE.



UPLOADING OF SIGNED NOTESHEET BY OSD/PA IN EFILE



NOTESHEET COMMENT BY OSD/PA



PUC PREVIEW IN NOTESHEET. RETURNING OF EFILE TO SECRETARY



Secretary

• Receives Back the eFile from Minister Office



INBOX VIEW OF SECRETARY



FILE MOVEMENT SUMMARY



FURTHUR PROCEEDING ON EFILE
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