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E-File – Introduction 
• A workflow based product enabling end to end 

electronic file movement. 
 

• e-File is one of the most important component that 
constitute the e-Office application. 
 

• Using e-File, user can create electronic files, add 
noting's in the files, create draft for approvals and 
attach correspondences in an easy and user friendly 
way. 



Key Features 
• Digitization of inward correspondences (online 

and offline) 
• Electronic creation of files  
• Tracking the movement of receipts and files 
• Creation of DFAs (Draft for Approval) and their 

issues. 
• Referencing to receipts  
• Migrating of module 
• Powerful search mechanism 
• Generation of reports 



e-File – Modules 
• Receipts 
• Files 
• Digital Signature Certificate 
• Reports 
• Search 
• User Settings 



First receiver 
Scans 

Store in 
Hard 
Drive 

Scan directly to 
eOffice 

application 

Browse & 
upload 

Enter 
Meta Data 

System Creates sequential 
Diary Number for each 

receipt 

Create a new efile Attach to current 
efile 

Send e Receipt to 
Section, in case of CRU as 

first receiver 

Open efile and start Noting, create 
draft/edit draft/approve draft/issue 

draft, referencing to drafts & 
correspondence sections within e-file 

Digital Sign and 
send efile to next 

user 

System Creates a 
efile Number 

Enter Meta Data 

- Denotes all activities taking place on the computer 

e-file moves through the 
Channel of Submission 

on the system 

eFile Process 



eFile 
Application 



Open eFiles from In 
box, view previous 

notes, 
correspondence, 

draft  

Work on the eFile, 
by TYPING self 

Notes, referencing, 
editing/approving 

drafts 

Sending eFile to 
other user 

Affix Digital 
Signature Certificate 
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1.Scanning of physical receipts 
2.Entry of Meta Data & creation of Diary Number 
3.Entry of Meta Data for creation of e-files 
4.Putting scanned physical receipts in Guard File 
IN 

Take prints of relevant 
section of efile for ease of 

reading 

View eFile movement, 
status 

View MIS reports for juniors 

Pull back a eFile 

Sign in through 
Username & 
Password 

1 

- Denotes all activities taking place on the computer 

Main activities in eFile 



Pre-requisites for Implementation 
of File 

Prerequisites   

  

Connectivity NIC leased line is mandatory 

Bandwidth(Ba
se Line) 

Recommended bandwidth is 10 Mbps for 150 - 200 
concurrent users for satisfactory performance of eOffice. 
However, the performance may be affected on various 
other factors, such as packet loss rate, simultaneous 
access of other services other than e-File. 



Hardware  

Recommended 
Client Systems 
(for all eOffice 
users) 

2Ghz Processor ,2 GB RAM 
Internet Connectivity , Power Backup 

Scanners  For eFile (Paper less) Scanners are required at all entry points 
where the DAK is received. 
  
Single Pass duplex scanning 
Automatic Document Feeder (ADF) 
Scanning capacity:-25-35 pages per minute (ppm)  
Able to scan A4 and Legal Paper 



Other  
File Head 
Standardization 

 
Departments who are not following this system need to identify 
their  :  
  
Basic heads 
Primary heads 
Secondary heads 
Tertiary heads 

Skill Set All employees need to have basic knowledge of computer and 
Internet Surfing. 
  



Basic Information Required from your 
side For E-file System are as follows 
  



• Location Address Details 
• No of e-file users in each Location. 
• Total Computer System Available at Location. The 

Configuration of each system. 
                                  Processor: 2 GHz and above    
                                  RAM 1 GB and above 
                                  Ethernet card 100 Mbps and 
above       
• Total Documents Acknowledge entry 

points(Inward Section-Tapal)  
 



 Total Scanners Available in Office.  
 Type of internet Connectivity (NIC-NET/Non NIC-

NET) 
 Bandwidth (BW) Availability of Internet 
 Local Area Network available at Location(LAN) 
 Distance between District NIC office to District DD 

office, CS office & DHO office  
 Failover(Alternate) Link (Y/N), Band Width 

available In case of Yes 
 Identify Nodal Officer for each Location. 
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