E-OFFICE
TRAINING



e

E-office training objectives

Creation of receipt of DO letter .
Sending receipt to concerned officer.

Forwarding of receipt by concerned oftficer along with
comments to the next level as required.

Closing the receipt after decision taken on receipt by
concerned authority/officer.

Taking reports of receipt movements and receipt
status.



“"IMPORTANT POINTS

TO NOTE

* E-OFFICE application is best supported in “Mozilla Firefox” browser.

e The DO letter needs to be scanned & should be available in PDF format
but not exceeding size of 20 MB



g Login to eOffice

® Go to url : eoffice.cidco.gov.in. Below screen will appear

Office
A DIGITAL WORKPLAGE SOLUTION

Please provide credentials to log in.
User ID: eoffice ( Emp ID)
Pwd : eoffice. (Machine PWD)



After log in below screen will appeared. Select option “File Management

System”(FMS)

ADKIMTAL WORKPLACE SOLUTION

Whom to Contact  Employee Services

eTalk Desktop Installer

-

Shared Documents

FILE & DOCUMENT SERVICES

File Management System

Knowledge Management Systemn

Employee Master Details
Application Management System

EOFFICE SERVICES

Quote of the Week:
The thing that is really hard, and really amazing, is giving up on being perfect and beginning the work of

becoming yourself -Anna Quindlen

Search... (Minimum three characters are required] p Advanced Search +

Aerial Photo-BdTs THIC

HELF ME TO

» Download Manuals

# Apply for MHA ID Card

DOWMLOAD FORMS

EMPLOYEE CORMER

# Birthday Wishes
¥ Superannuation

» Joined Today



CREATION OF
RECEIPTS



e@fice
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1 electronic file system
cerilie !

Files
Dispatch
Dispatch
DSC
Reports
Settings
Notification
Ext Department

Date Range : 25/11/2011 To 22/01/2015
[ Reply | Send | Put in a File | View | Move To | Copy | Close | Dispatch |

[] + Computer No + Receipt No. - Subject
[] [ E 55092 55092/2015/CIDCO & afddfdfid
[] [ | E 55079 55079(2)/2015/CIDCO ﬁ additicnazl lease line
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eoice
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EFile electronic file system

Receipts =

p Brovse & Diarise

b Inbox (1)

¥ Email Diarisation
b Created

¥ Sent

b Closad

+ By Me

b Acknovledgement
4+ Created

+Bent

¥ Initiated Actien

Files [+

|

| Date Range : 12/11/2013 T 05/01/2017

~ To create receipt click on option “Browse & Diarise”.

., e0ffice Administrator eQfficeADMIN ~

Advanced | Dashboard | Help

Reply |Send |Put ina File | View | Move To | Capy | Close | Dispatch |

=: @ =

¥ Computer Nov

Receipt No, v

E 18084

E 458

19984/2016/CIDCO
598(3)/2015/C5

Subiect

¥ Sender

Hierarchical View My Recaipts

¥ Sent By

consultancy services for third party quality audit Vidya Tambave SHYLA ANDREWS,DC

SUDHARIT HAJERI PATRAK

cs

i

¥ Sent On

¥ Due O

22/12/1611:59 -

VIIIN VAMANAN PERS-RCT 29/01/16 04:24 -

Remarks
E
@



Once click on “Browse & Diarise” following screen will appear.

Click on “Upload File” to upload the scan PDF file to generate receipt.

After uploading fill the required Details to keep track of the receipt.

All the filed marked in red are mandatory to fill.

CLASSIFIED Field will define the importance of receipt.

DELIVERY MODE will define the arrival procedure of document.
LETTER REF. NO will be reference number given to letter.

FILE NO will define if the letter is in relevance with any existing file.
TYPE will define the type of received letter.

LETTER DATE will be the date written on the document.

RECEIVED DATE will be the date on which you received the document.

VIP / VIP NAME will define if document is arrived from any ministry then need to fill the details
of the sender.

CONTACT DETAILS are optional

In CATEGORY & SUBJECT. MAIN CATEGORY defines the concern department to whom the
document(s) is need to forward for further action.

SUBJECT will define the subject of the receipt for the reference for further movements.

CUSTOMIZE ACKNOWLEDGEMENT will provide the acknowledgement of the received
document.

GENERATE option will only generate the receipt and will stored the receipt.

GENERATE & SEND option will generate the receipt & will send the receipt to the concern
person.
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eFile etectronic

Receipts

b Scan & Diarise

} Browse & Diarise

¥ Inbox

» Email Dizrisation

b Created

b Sent

» Closed

} Acknowledgement
+ Created

+ Sent

b Racycle Bin
Files
Dispatch
Dispatch

DsC

file

=

| = (&

[

]
£

& eOffice Administrator eOfficeADMIN ~ [

Upload(Only PDF upto 20 MB)

[=IDiary Details

Classified Choose one

Language |Eng|is|1 ‘

Mobile |

Email |

=ICategory & Subject

I Main Category I

Sub Category

Enclosures

[l customize Acknowled gement

Delivery Mode* By Hand Letter Ref. No [ |
Mode Number File Number | |
Type Letter Letter Date l:l @
Received Date 212015 | 7 Diary Date [22/0112015 |
VIP |Choose one [] Dealing Hands |Choose One [~
VIP Name |choose one &
=IContact Details [ Add to Address Book
Ministry |Chouse one |
Department |Choose one |
Name [ Designation |
Qrganization [

Address 1 | |
| Landline |

| Choose one

| Choose One

Generate & Send



Once click on “GENERATE” button below acknowledgement screen will appear which will
display the Unique Receipt Number which will be as reference for further communication
/action on the receipt

e@ffice
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EFilE electronic file system

Receipts

b Scan & Diarise

b Browse B Diarise

b Inbox (1)

b Email Diarisation

b Created

b Sent

b Closed

b Acknowledgement
+ Created

+ Sent

b Recycle Bin
Files
Dispatch
Dispatch

DsC

Reports

=

|| 3 €3 | O

Choose from Template(s)

B 7 U= | =

Font Size

.— —
- — v 31— ¥
o— —

Receipt 55139/2015/CIDCO has been created. You can now generate the acknowledgement

~ Font Family -

AT 7]

= Paragraph

141
i
¥
U]

| |

x%lﬁ@ﬁﬁl|§%?.;’g|—c2|x, | QOF-H=|mmwn

+

= |

y

To,

-o|+ +

t | | A~ | & & | English (F12) ~

Subi- Acknowledgement of your letter no - dated : 20-January-2013

Dear ,

Your letter has been received. For future communication please refer to thel correspondence no. 35139/2015/CIDCO

Regards,

eDffice Administrator
e0fficeADMIN



~ Once receipt is generated to send the receipt to concern Department/Person click on
“CREATED” option available at side panel.

Below screen will appear after clicking on created. The generated receipts list will be displayed
in right side panel.

Select our created receipt to forward to concern department

cwnice
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EFl]E‘ electronic file system

b Sean & Diarise

) Browse & Dianse
b Inbox (1)

) Email Diarisation
b 3E

b Closed

Receipts [

3 eOffice Administrator eOficeADMIN +

Date Range : 29/11/2011 To 22/01/2015

‘f Send | Putina File |View ' Copy | Dispatch | Generate Acknowledgement | Hierarchical View My Receipts

] vComputerNo  * Recept o, v Subed  ubject Category * Created On
] E 513 55139/2015/CI0C0 {7 dmission Procdureof Data Center 22/01/1506:24
0 ow E 5% S5138/2015/CI0C0 0 - Personnel 201150526
0 E 5 S5127/2015/CI0C0 J g Adriniiraton 201150336
] E 5519 5119/2015/CI0C0 J - - 2/01/1503:1
[ E 556 S5116/2015/CI0C0 i 2/01/1503:33
M © e CrHiCM PN A it HE 77,91

k]

X
X
X
X
§



After selecting generated receipt below screen will appear then click on Send button.

cevlliCe

A e i, el bR

eFile electronic file system Search

Copy | Dispatch | Details | Movements | Edit |
Receipts ]
b Scan & Diarise I puad(OnIy PDF uptn 20MB] e | I:IDlary Detalls T
} Browse & Diarise A Classified Normal A4
b Inbox (1) Delivery Mode* Email v
b Email Diarisation Mode Number
} Created
e Type Letter v
) Closed Received Date 221012015 @
Acknowled t
b Acknowledgemen VIP Choose one v
+ Created -
VIP Name Choose one
) Recycl Bin I (=IContact Details




‘When click on send below screen will appear. IT will display receipt number and subject of receipt.

Provide name of concern person in “TO". Plz note in “TO” we can give only one name. If the receipts needs to
send multiple persons/ Departments then their names need to add in “CC” provided just below “TO”

Provide the action required on the receipt by the receiver & also define priority of the receipt in “ACTION” &
“PRIORITY".

ewrrce

Doy, WCRRILACE, SO TR

[ 5

EF llf‘ electronic file system

Send
Receipts =l
} Scan & Diarise
» Browse & Diarise Receipt Number Subject
» Inbox (1) #-_]55139/2015/CIDCO Admission Procedure of MBA
¥ Email Diarisation
) Created To HIMANSHU SHEKHAR--PCA(I)--DC
b Sent
b Closed

Cc
v Acknowledgement -

Created (Use semicolon(;) to seperate recipients.)
-+ Create
+ Sent
I Set Due Date E
b Recycle Bin
. Action Pl. Discuss
Files +
. Priority [Ordinay |
Dispatch N
Total 1000 | 1000 characters left.

Dispatch (5]

Remarks
DSC =
Reports =]

Send

Settings [+
Mntifiratinn =



To check the sent receipt click on “SENT” option on left side panel. In right side panel list of
sent receipts will be displayed

cwIILe

PrRTST— &, eoffice Administrator eOfficeADMIN

eFile etectronic file system _ Advanced | Help

| DateRange:?29/11/2011 To 22/01/2015
Receipts o | Send | View | Copy | Generate Acknowledgement |
) Scan & Dianise O v Computer No  + Receipt No. v Subject v Sender ¥ Sent to ¥ Sent On *DueOn ~
Computer No =ubject A
} Browse & Diarise o
mission Procedure - ’ : -
D E 55139 55139/2015/CIDCO ﬁ Ad Procedure of MBA HIMANSHU SHEKHAR,DC 22/01/15 06:46 'D

» Inbox (1)

— ] 355 T .1 /1) 1701 T/ A 1 = : R T OISO DU 0250 £
» Email Dizrisation
) Created D [ | E 55136 55136(1)/2015/CIDCO ﬁ training session - AIAY MAWLIKAR,DC 22/01/15 03:59 ‘D

8

) Sent D E 355130 25130(3)/2015/CIDCO ﬁ time pass note - T.L. PARAB,Personnel 22/01/1503:54 22/01/15
p Closed [] [ | E 35130 55130(2)/2015/CIDCO ﬁ time pass note - R.B. TAKALE,Personnel 22/01/1503:53 22/01/15



—

To check the status of the sent receipts. Click on the receipts available in sent list below screen
will appear and will get to see “MOVEMENT DETAILS” which will show the action taken on the

receipt.

eFile electronic file system

Receipts [
) Scan & Diarize
} Browse & Diarise
¥ Inbox (1)
) Email Diarisation
) Created
b Sent
) Closed
b Acknowledgement
+ Created

y Sent

b Recycle Bin

Files [+

L J

PN |

| Copy | Defails | Movements |

. _____________________________
A

[=IReceipt Details

RECEPNO:  gstaempt50IDC0 m

From

Main Category
Address
Letter Ref. No-

SUD'IECt I Admission Procedure of MBA Enclosures: -

=IMovement Details
Sent By
e0ffice

Administrator, CIDCO

Data Center

2/01/15

06:46

cson sl

HIMANSHU

SHEKHAR,DC

Designation
Sub Category
Sent Date
Lefer Date

.

Discuss

File No

2200113 D64 P
12013

 Aotion ~ Remarks ReadOn -

2/01/15

06:45



Th cation provide additional feature called as

allow us to revert

our sent mail in case if the receipt is incomplete or if sent to wrong recipient.

We can also see is the sent receipt is read by the recipient by the icon shown in red box . Same

icon is used for pull back function.

Once the Receipt is pulled back the receipt will be available in “INBOX”

UL 1wiiyy o I'.Jlf J.J.ll'LUJ.J. (BT LLJIU'J.J’ LuLd

Send | View | Copy | Generate Acknowledgement |

D ¥ Computer No  Receipt No. v Subject v Sender v Sent fo

D E 55139 29139/2015/CIDCO ﬁ Admission Procedure of MBA - HIMANSHU SHEKHAR,DC
— - . . £

¥ 5ent On ¥ Due On

22/01/15 06:46

Date Range : 29/11/2011 To 22/01/2015
‘ Send | View | Copy | Generate Acknowledgement |

[]

(I N N

¥ Computer No ¥ Receipt No. v Subject ¥ Sender ¥ Sent to
E 55139 55139/2015/CIDCO ﬁ Admission Procedure of MBA - HIMANSHU SHEKHAR,DC
[ | E 55136 55136(2)/2015/CIDCO ﬁ training session - R.B. TAKALE,Personnel
E 55136 55136(1)/2015/CIDCO ﬁ training session - AJAY MAWLIKAR,DC
E 55130 55130(3)/2015/CIDCO ﬁ time pass note - T.L. PARAB,Personnel

¥ Sent On v Due (e—

A
22/01/1506:46 - f
22/01/1503:59 - Pull
22/01/1503:59 - Back

22/01/1503:54  22/01/ S ——



Once the receipt is received in Inbox the concerned
officer has to select it and click Reply button

ewrnice

DU WCRKPLACE SOLUTIGN

eFile etectronic file

Receipts =l

b Browse B Diarise
b Inbox

» Email Diarisation
b Created

b Sent

b Closed

+ By Me

b Acknovledgement
+ Craatad

+ Sent

» Initisted Action

Date Range : 12/11/2013 To 05/01/2017

Send | Put in a File | View | Move To | Copy | Close | Dispatch |

Receipt No.

18584/2016/CIDCO

998(2)/2015/C5

elffice Administrator eOffice ADMIN

Hierarchical View | My Receipts

consultancy services for third party quality audit  Vidya Tambave SHYLA ANDREWS,DC

SUDHARIT HAJERI PATRAK VIJIN WVAMANAN,PERS-RCT 29/01/16 04:24



_/_\,,
e person to whom

Enter comments in Remarks textbox and cl

Receipts

2]

» Browse B Diarise
¢ Inbox

» Email Diarisation
» Created

¢ Sent

p Closed

-+ By Me

» Acknowledgement
-+ Created

-+ Sant

» Initisted Action

s =}
| Migrate File = |
| Dispatch @]
osc =)
[Reparts =]
| settings =)
| Wotification = |
| Ext Department =

ck Send button

Organization :

=]
I

Set Due Date
Acticn

Priority

Remarks

Receipt Number
-0 18984/2016/CIDCO

City and Industrial Development Corporation of Maharashtra (CIDCO) »

SHYLA ANDREWS--SM{DATA CENTER)--DC |

(Use semicolon(:) to seperate recipients.)
Mote : CC copies are non-editable (both pdf and metadata). Any change in the
Main receipt will be reflected in the CC copies, till the time not put inside the fila

| lima)

| Forward

[=]
=]

1000 characters l=ft.
— —

| Immediate

Total 1000 |
S—

Send




erte the remarks -> Click on “Ok”(3"9).

on close option(2"9) -> Pop- up window will appear->

¢ Favontes

€ Welcome to eOffice Solution

e@ffice

-

* Scan B Diarise

» Erowae & Diarise
» Inbox (1)

» Email Diansation

» Creasted

» Sent

» Closed

» Acknowiedgement

? Recydle Bin

Files

Migrate File

Dmpatch

Dispatch

Reply 'Forward ' Put in a File ' View  Move To | Mark As Cow-cdn

a
:QKtQE

Lay Savhnay

Ajay Sawhney
Lay Savhnay

Neelam

VL Xantha Rao

Last Login 1 Mon, 23 Jun 2012 02:40 @

Miaraschical View o0y, wiumar Garg AD(AXG }-eGov

v Sent O0

20/06/12 04:42
21/06/1203:12
21/06/32 02432
20/06/12 01142
2

1/06/12 01118

@

it v

)

3rdStep 4

Closing confirmation

6 Please prowde dosing remark

Aczion completed

Remarks *

Cancel

immedate

.
ﬁ Ajal Kumar Carg Signowt

;.mJuexag
§
le]

IO
IV



e@ffice
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EFile electronic file system

Files Reqister
Files Forwarded
Files Received
Closed Files

File
Receipts
Files
Migrate File
Dispatch
DSC I
|__Reports =21 ]
Settings
Notification
Ext Department

Diary Register
Receipts Forwarded
Receipts Received
Closed Receipts

Miscellaneous

Pendency (File/Receipt)
Files Forwarded (Month Wise)

.. eDffice Administrator eOfficeADMIN +

Advanced | Dashboard | Help

Dispatch

Dispatch Report (Receipt No. Wise)




Enter the dat
i ubmit button at bottom
The report will be available in PDF format and can be saved in
élesired location

ewnIC
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eFile etectronic file system

.. e0ffice Administrator

Receipts
Files
Migrate File
Dispatch
DSC
Reports
Settings

Notification

+
+
+
+

]
)
]
£
]
£

Ext Department

' [ Receipt Diary Report

View Report Individual

Data : Data Ranga E
From® 01/01/2016 [}
Subject :

Main Category Choose one
CorrespondenceType:| Choose one

Country Choose one
Crganization

Ministry Choose one

VIR All VIP/Non VIP

Type

Nature

To*

|z| Sub Category
|z| Delivery Made
[v] state

City
» Department

|Z| Language:

Receipt

Both

|

05/01/2017

&

Choose one

Choose one

Choose one

Choose one

Choose one

ENEN




e@ffice

mple of report

CIDCO
Receipt Diary Report
e e L e

S.MNo. Receipt No. Created Created Letter Letter Letter Subject Sender Sent Remarks Currently
Date By No. Date Type Details To with
Section: City and Indusfrial Development
Corporation of Maharashira (CIDCO)
1 E 1905820600 26M2:2016 12,33 =0Office o7 22016 Letter Data Cester, Shaila Andrew RUSHIKESH RUSHIKESH PAWAR
oo Pt Adrninistrabor PAWAR
vl cif f=sting +fztem manager [ CIDCO BHAVAN] ) (i (Qe-IE)
Development
Corporation of
Maharashira
(CIDST)
2 E 18884206010 221272016 11.64 =0ffice 1w M Z2016 Letter Engineering, 'h'idfaTa.rrbum SHYLA e{ffice Administrator
co Al :rm{c:f m":ﬂMhMMFu[m&uﬂﬂmmva] ANDREWS (DC) [Citf and Industrial
Dewelopment Corporation of
Corporasion of Maharashira (CIDCO))
Maharashira
{EIDeT)
3 E 185&320M6CID Z2M2r2016 1110 =0Office 12122016 Diocumsnt Parzormel, 'h'idfaTa.rrlﬂE SHYLA SHYLA ANDREWS
o Al Adrrinistrator [Cigf Circular ANDREWS {DC) o)
and Indussrial Phi [ CED-Belapur |
Deweloprent
Corporation of
Maharashia
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THANK YOU!!!
© OO



