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Introduction to eOffice

A Digital Workplace Establish a Single Product
Solution in Government | for reuse in the
offices Government

eOffice

Initiated in 20009. Based on Central
Developed and Secretariat Manual of e-
Implemented by National Office Procedure
Informatics Centre (NIC) (CSMeOP)
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Why eOffice?

« An average document is photocopied 19 times

« Paper files get doubled every 3.5 years

 Paper usage in an average office grows 22 percent a year and doubles every 3.3 years
 Every 12 filing cabinets require an additional employee to maintain them

» The average search time for any document is 18 minutes and some are never found

At any given time, 3-5 percent of an organization's files are lost or misplaced

 Large organizations lose/misplace a document every 12 seconds

» 92 percent of information is in manila folders

» Almost half of an office’s time is spent handling paper/data entry

» 80 percent of today’s information is paper based

» The average time to retrieve and file a paper document is 10 minutes
» E-mail causes an average 40 percent increase in paper consumption
» 12,500 sheets of paper can be made from one tree

* Aletter has to pass through 41 steps and entered in dozens of the registers before it is answered
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eOffice — Benefits

Enhance transparency

| Increase accountability

Assure data security and data integrity

Transform the government work culture and ethics

Promote innovation by releasing staff energy and
time from unproductive procedures
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ADIGITAL WORKPLACE SOLUTION

File Management System (eFile)

eFile is a workflow based system that replaces the existing manual handling of files with a more efficient
electronic system.

This system involves all stages, including the electronic diarization of inward correspondence, creation of
files, movement of correspondences and files, electronic signing of noting & drafts using Digital Signature
Certificates (DSC), eSign, and finally, the archival of records.
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AL WORKPLACE SOLUTION

eFile Process

First receiver scans | Browse Enter System creates Send eReceipt to

inward receipt/letter =y & =) MetaData =) sequential DiaryNo. =y concemed
& storesin local clientfll Upload [ (Diarization) for eReceipt user/Put in eFile

Create a new eFile Put in existing eFile

l

Enter Meta Data

l

System creates an eFile No.

Decisions recorded |l eFile moves through [l Digitally Sign Open eFile & Start Noting, Create Draft/
& Approved Draft/ [ the Channel of (DSC/eSign) Edit Draft/Approve Draft/Issue Draft,
letter dispatched " Submissioninthe W &Sendefile (W Referencing to Notings, Drafts &
by post/email system to next user Correspondence within eFile
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ADIGITAL WORKPLACE SOLUTION

Receipt Inner Look
e@ﬂ'Ce eFile 725 ‘5 ) QSRL,;?}L\(,)JGMN

A DIGITAL WORKPLACE SOLUTION

RECEIPT Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search Sent  Returned  Advance Search

Upload X Pdf Only <= 20 MB *

Diary Details
- + Page Width Diary Date Forms Of Communications * Language
n— 10/02/2023 B Letter X | v English X |v
romﬁ g Sft #ierm fReafdenar, @
HHATRAP T\H HUTIY - O‘]g? Received Date Letter Date Letter Ref. No.
0\ 4_/, CHHATRAPATI SHAHU JI MAHARA] UNIVERSITY, KANPUR 10/02/2023 s dd/mmiyyyy i
N T BT vieE, FE
Fameey Knoan s K Ll Kanpu-208024 Delivery Mode * Mode Number Sender Type

- AR /R bk / @] /2023 et o3 g1 /2023 By Hand X v Choose One v

VIP
Eﬁmfda— m Choose One y

o Contact Details Add to Address Book
Min./Dept./Others
Select Level @
Name " Designation -

- or

Organization

Mobile Email

gl e
1, A il 3 (her, §-sift)
2. A ¥w g R (ofoatn, gl smfw)
3. A ot v 4iftv (Godosto, ovotii)
¢ A wfee Em (Sodosio, P a%«bﬂ o)

Address *

Y/

Total 1000 | 1000 Character left

Country State SR - §
| Personalize Acknowledgement os= e Generate Generate & Send § Generate & Copy
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ADIGITAL WORKPLACE SOLUTION

E eFile Version55_ 08

eFile — Electronic File Cover Page

Receipts @
Files =
¥ Inbox (2)

+RT

Submitted Files for
Clasing Approval

e [A- vz vz vchy |l Qo017 NTPS Y
+ Drafts

+ Completed

b Parked

¥ Approval Requests

} Bulk Closing

By Others
(Higrarchy)

+ By Others (All)

Submitted Files for

Recpening Approval
» AMS Inbox
b Sent
} Conversions
4+ Drafts
+ Completed
b Phyzical File

Create New (Nen Continue
ges)

+ Create New (SFS)

b Electronic File

*Create New (Non
SFS)

+ Create New [5F3)
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ADIGITAL WORKPLACE SCLUTION

= eFile Version55.08

Computer No: 20213  File No: H-11016/25/2017-MTP SECTION-MTP Subject: Parliament Matters Lok Sabha

eFile — Inner Look

P - | () © §

X

| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

LI

By Add Green Note || =/ Add Yellow Note |# ¢ [ 13 of 8 Note(s) » *

Note # 1

09/01/2017 3:59 PM

Note # 2

T 37 0GR & TR AR W 328 FEE )

09/01/2017 4:07 PM

Note # 3

B ;

Please reter to page 2 of correspondence
please refer to previous noteshest,
Please refer to note 2,

Please refer from page 20 3

Pleass refer to previous note sheet

Please refer to the annexurs attached titled 25 'eFile Handholding'

Please refer to annexure attached below,

L Handholding, pdf
fi Sample Letter.pdf

09/01/2017 4:20 PM

Received a request from ISTM, Delhi, for conducting a training session on eOffice and asking for schedule, agenda trainer details.

KARTIK MISHRA
S0

R Cigially Signed

v*

AKSHARA TRIVEDI
(AssT)

KARTIK MISHRA
S0

Digtally Signed

(CToe™ ) Recent

J(EA) (Previous Notings |

PDFProvider

LGRS
GOVERNMENT OF INDIA
wftreny st T e wres
INSTTTUTE OF SECRETARIAT TRAINING & MANAGEMENT
(Wit alve shrew faerT)
(Depit. of Pecsonnel and Training)
wt, wie fnsTvE e e e
Ministry of Personnel, Public Grievances and Pensiony
werats wvw, Svoeey dwe (siE)
Admintaraive Block, JN.U. Campus (Old)
i fowefl«110067/New Delhi- 110067

(e mad s Cond

TEL, 01128165593
FAX. D11=26104183

NO. A3022/22/201248TM Dated :, 24" December 2012
To

Me, Suchitra Pyarelal

Head of Division

Foffice Project Division

NIC, New Deinl,

Fax; 24305808/24384873

(Emall 1D suchitra@nicin)
gub, 6" L Training Pr f with

Service from 31.12.2012 2013 -
Madam,

First of all let me thank you for coﬁinued axtengion of help o ISTM whenever
requested. Once again we seek your halp P for P
formulated by Depariment of Parscnnel and mxnang. Government of india, being run fmm

342201210 1401213

2. Aspan of the training curiculum, the paricipants of thase Training Programmes are
sained on NIC packages you are, therefore, requested to kindy depute gmofywr
officersfacuities for demonsiration including practice on E-Office in two_sessions, fram
2,30 AM 10 4.45 PM, on 8012013, at ISTM, JNU (Olf) Campus, New Delhi,

3. A lne in confrmation may please be sent to undersigned at E-mail ID:

| asam Mk, AB4ARRRAAY,

kv

aL
ar

Aoy
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Knowledge Management System (KMS)

Enables users to create and manage electronic documents that can be viewed, searched and
shared.

Contains a dynamic workflow to keep document in various stages




