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SUPER ADMIN

Super Admin can Create, View, Edit and Delete Master data of eFile Application of all
the departments within an eOffice Instance. Also it can assign selective metadata to
selected departments.
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Login

e Enter the Username and Password in the eOffice portal, as shown in Figure I:

Monday, January 11, 2016

e©ffice

A DIGITAL WORKPLACE SOLUTION

Mission Mode Project

Figure 1

e Click Login ( ) button to submit the details, if the Username and Password correctly match
then the user is successfully logged in to the eOffice portal and following screen appears (as shown
in Figure 2):

& || & search Here AdvancedSearch = g ) KarTKMIsHRAY (@) Logour
e@ffice - o @
il " DIRECTORY CONTACT EMPLOYEE SERVICES QUICK LINKS
X Iquu of the week  To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam
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more >

Figure 2
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e To open the Master Data Management Module click on the link mentioned in the right panel as
highlighted in Figure 2, as result of which following home screen appears through which the Super
Admin can log into the Master Data Management Module (Figure 3) :

ffice Master Data Management

A DYGITAL WORKPLAGE SOLUTON

Master Data For Department:

Help v | A. Mohan | Logout | eOffic

Communication Detail

r' A“
‘Q’ Diary Master

» Language

» Delivery Mode

» Forms of Communications
» VIP

» Draft Nature

» Draift Prefix

K
'@' File Heads Master

w

» Basic Head

» Primary Head

» Secondary Head

» Tertiary Head

» File Code

» Retention Category

» File-Head Mapping

f\i . - A
@/ Communication Detail Master
» Ministry / Apex Body
» Department / Attached Office
» Attached Office / Sub Office/Others
» Country
» State

I~
'\Q) Record Room Master

» Record Room » Action

» Department Mapping » Priority
» Block Storage » Postal Mode
» Room Storage » Peon Name
» Rack Storage
» Shelve Storage
» Quick Noting

» Template

)
¥’ Subject Master

» Subject Category
» Subject Sub-Category
» Category Mapping

N
‘%) Miscellaneous
-’

» Delegation Group & Head Mapping

» Delegation Privileges

Figure 3

Master Data Management Module

Master Data Management Module comprises of 35 different sections for Super Admin:
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Categorization of the links

Based on the usability above mentioned links has been categorized as follows:

Diary Master

Communication Detail Master
Subject Master

File Heads Master

Record Room Master
Miscellaneous

Sk =

Let’s have a quick overview of the different sections one by one.

Diary Master

Diarization Master includes the following links which contains the Meta data to be used at user level.

% Language % Delivery Mode
«» Forms of Communication < VIP
« Draft Nature «¢ Draft Prefix

Language

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Language’ dropdown field in ‘Receipt Diary’ and ‘DFA creation’ page of File
Management System.

e These values identify the Language of Incoming DAKs/TAPALs/LETTERs received during
Diarization or creation of DF As.

View Language:
To view the Language type, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘Language’, see Figure 4.
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1 ] Diary Master v Communication Detail Master Subject Master

Language
/ Mode

Communications

Draft Nature

ommunications

Draft Prefix

» Draft Nature

» Draft Prefix

File Heads Master

"

Master Data For Department:

Record Room Master

c S

Ministry / Apex Body|

Department / Attached Office
Attached Office / Sub Office/Others
Country

State

- " ‘I
1 Detail Mast \

Help w | A Mohan | Logout | eOffice Portal

Miscellaneous

fam—

Subject Master

J
» Subject Category
» Subject Sub-Category
» Category Mapping

Figure 4

2. As aresult LanguageList appears as shown in Figure 5

@fﬁce Master Data Management

A DIGHTAL WORKIAGE SOLUTION

f  Diary Master

Communication Detail Master Subject Master

File He:

Help v | A Mohan | Logout | eOffice Portal

Language List

S.No

:; These values identify the Language of incoming DAKS/TAPALS/LETTERs received during diarization or creation of DFAs.

Add Language lq Search A

4 Language Name $ IsActiv Action
e
i Q Search Language Name
186 Hindi E}
17 Hindix E}
18 Jaspreet &

Search Language:

Figure 5

To search the Language, perform the following Steps:

1. Login to Master Data Management - Go to ‘Diary Master’—> Click on ‘Language’ = Enter the
text which needs to be searched in ‘Search’ text box, see Figure 6

e@fﬁce Master Data Mana

A DIGITAL WORYINACE SOLUTION

Help v | A.Mohan | Logout | eOffice Portal

f* DiayW

Communication Detail ¥

Language List

(st | | B J

L' These values identify the Language of Incoming DAKS/TAPALS/LETTERs received during diarization or creation of DFAS.

S.No % Language Name

< IsActiv Action
e
[@search Language Name
1 Bengali E}
2 English [i;

Figure 6
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Add New Language:

For adding a new Language, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘Language’—> Click ‘Add
Language’, see Figure 7

Help = | A Mohan | Logout | eOffice Portal

Comm 3 C Record Roo J ous
Language List Add Language IQ Search Al ]
(L) These values identify the Language of Incoming DAKSTAPALSI ETTERS received during diarization or creation of DFAS
S.No % Language Name % IsActiv Action
e
Q Search Language Mame
16 Hindi B
17 Hindix ]
18 lasprest &
19 lasprest 1 &
20 Kannada &
21 Kashmiri 3
.
Figure 7

2. Enter‘Language Name’ and Click ‘Save’, as shown in Figure 8

Language Mame®: | Punjzki |

Is Active
Figure 8

Note:

= Language once Added cannot be deleted only it can be made Active or Inactive using edit feature.

Edit Existing Language:
For editing status of existing Language, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘Language’—> Click ‘Edit
Icon’, seeFigure 9
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Language List Add Language IQ Search A ||

(L) These values identify the Language of incoming DAKSTAPALSAETTERS received during diarization or creation of DFAS.

S.No % Language Name % IsActiv Action
e

Q, Search Language Mame

16 Hindi

7 Hindix

18 Jaspreet

19 Jaspreet 1

20 Kannada

@'JI'JI-FI@IH

21 Kashmiri

Figure 9

2. Check/Uncheck ‘Is Active’ checkbox to make language active or Inactive, see Figure 10

Language Mame®: | ABC |

Is Active
=
Figure 10

Note:

= Language Name can’t be edited only it can be made active or Inactive.

Delivery Mode

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Delivery Mode’ dropdown field in ‘Receipt Diary’ page of File Management System.
e These values identify the mode of delivery for incoming DAKs/TAPALs/LETTERSs received.

View Delivery Mode:
To view the Delivery Mode, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on‘Delivery Mode’, as
shown inFigure 11

Copyright © NIC, 2020 15
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e@ffl C e Master Data Management Master Data For Department:

Help » | A Mohan | Logout | eOffice Portal
e Rt A SOt

Diary Master v Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Language

ZES P
Delivery Mode { \ a \
z W&’ Communication Detail Master &Y’ Subject Master
Forms of Communications ~ =
v » Ministry / Apex Body| » Subject Category
» Department / Attached Office » Subject Sub-Category
Draft Nature
ommunications » Attached Office / Sub Office/Others » Category Mapping
Draft Prefix
» Country
» Draft Nature » State

» Draft Prefix

Figure 11

2. As aresult Delivery Mode List appears as shown inFigure 12

eOffice v

A DIGHTIL WORKIAACE SOLUTION Help = | A Mohan | Logout | eOffice Portal

(; These values identify the mode of delivery for incoming DAKS/TAPALS/LETTERSs received.

8.Ho + Name + Description % IsActiv Action
e
Q, Search Name Q, Search Description
1 Ordinary Post Ordinary Post E
2 Registered Post Registered Post E
3 Speed Post Speed Post ]

Showing 1 to 3 of 3 records (filtered from 29 total records) First || Previous n Mext | | Last

Figure 12

Search Delivery Mode:

To search the Delivery Mode, perform the following Steps:

Login to Master Data Management - Go to ‘Diary Master’—> Click on ‘Delivery Mode’ - Enter the
text which needs to be searched in ‘Search’ text box, seeFigure 13
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Help ~ | A Mohan | Logout | eOffice Portal

Record Room Master

Delivery Mode  List ST BRI
(L) These values identity the mode of delivery for incoming DAKS/TAPALSA ETTERS received
S.No + Name % Description % IsActiv Action
e
Q Search Name Q, Search Description

1 Ordinary Post Ordinary Post E

2 Registered Post Registered Post E

3 Speed Post Spesd Post &

Showing 1 to 3 of 3 records (filtered from 29 total records) First | | Previous n Next | [ Last

Figure 13

Add New Delivery Mode:

For adding a new Delivery Mode, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘Delivery Mode’—> Click
‘Add Delivery Mode’, as shown in Figure 14

eOffiC e wmaster pata Management

A DIGITAL WORTLACE Help = | A Mohan | Logout | eCffice Porial
Communication Detail Master Subject Mas| e Heads Maste ecord Room Master Miscellaneous

————————

Delivery Mode List Add Delivery Made |[0. post ||
S |

(; These values identify the mode of delivery for incoming DAKS/TAPALS/LETTERS received.

S.No % Name 4 Description 4 lsActiv Action
e
Q, Search Name Q, Search Description

1 Ordinary Post Ordinary Post E

2 Registered Post Registered Post E

3 Speed Post Speed Post &

Showing 1 to 3 of 3 records (filtered from 29 total records)

First Previous n Next Last

Figure 14

2. Enter theDelivery ModeName andDescription then click on Save button, as shown in Figure 15
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Delivery Mode

Mame*: |Eh; Courier |

By Courier
Description:

s Active

Save Cancel

Figure 15

Note:

= Delivery Mode once Added cannot be deleted only it can be made Active or Inactive using edit
feature.

Edit Existing Delivery Mode:

For editing status of existingDelivery Mode, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘Delivery Mode’ > Click
on ‘Edit’ icon, see Figure 16

Help = | A Mohan | Logout | eOffice Portal

1  Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Delivery Mode List Add Delivery Mode

Q These values identify the mode of delivery for incoming DAKS/TAPALS/LETTERS received.

S.No % Name 4 Description 4 lsActiv Action
e
Q, Search Name Q, Search Description
1 Ordinary Post Ordinary Post ’5
2 Registered Post Registered Post ’5
3 Speed Post Speed Post &

Showing 1 to 3 of 3 records (filtered from 29 total records)

First Previous n Next Last

Figure 16

2. Check/Uncheck ‘Is Active’ checkbox to make Delivery Mode active or Inactive, see Figure 17

Copyright © NIC, 2020 18
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Delivery Mode

Mame*: |Drdinary Post |

Ordinary Post
Description:

Is Active
Figure 17

Note:

= Name and Description ofDelivery Mode can’t be edited only it can be made active or Inactive.

Forms of Communications

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Forms of Communications’ dropdown field in ‘Receipt Diary’ page of File Management
System.

e These values identify the type of letter received viz. DO, OM, Acknowledgement etc.

View Forms of Communication:

To View the Forms of Communications, perform the following Steps:

1. Login to Master Data Management-> Go to ‘Diary Master’—> Click on ‘Forms of
Communications’, as shown in Figure 18

astar ot cbiep e s Help v | A Mohan | Logout | eOffice Portal

File Heads Master Record Room Master Miscellaneous

Diary Master v Communication Detail Master Subject Master

Language
I’ = ‘\' V’ 2 ‘\'
« S - ¢ 4
&’ Communication Detail Master &Y’ Subject Master
Forms of Communications ~ =
s » Ministry / Apex Body » Subject Category
» Department / Attached Office » Subject Sub-Category
Draft Nature
ommunications » Attached Office / Sub Office/Others » Category Mapping
Draft Prefix
» Country
» Draft Nature » State
» Draft Prefix
Figure 18

Copyright © NIC, 2020
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2. As aresult Forms of Communications List appears as shown in Figure 19

Help + | A Mohan | Logout | eOffice Portal

Forms of Communications List Add Forms of Communications [Q e l

Q These values are used lo calegorize the incoming DAKSTAPALS/LETTERS al the lime of diarization or crealion of DFAs as per their classified nalure.

S.No % Name % Description % IsActiv Action
e
Q Search Mame Q Search Description
1 Acknow ledgement Acknowledgement E
2 Demi-official Letter Demi-official Le E
3 Letter Letter i3

Showing 1 to 3 of 3 records (filtered from 34 total records)

First Previous n Next Last

Figure 19

Search the Forms of Communications:

To search the Forms of Communications, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’> Click on ‘Forms of
Communications’-> Enter the text which needs to be searched in ‘Search’ text box, see Figure 20

Help = | A Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Forms of Communications List Add Forms of Communications [Q le l
(L) These values are used to categorize the incoming DAKS/TAPALS/LETTERS at the time of diarization or creation of DFAS as per their classified nature

S.No %+ Name % Description % IsActiv Action

e
@ Search Mame Q Search Description

1 Acknow ledgement Acknowledgement E

2 Demi-official Letter Demi-official Le E

3 Letter Letter &
Showing 1 to 3 of 3 records (filtered from 34 total records) Firet | | Previous n Next | [ Last

o
Figure 20

Add New Forms of Communication:

For adding a new Delivery Mode, perform the following Steps:

1. Login to Master Data Management Module—> Go to ‘Diary Master’> Click on ‘‘Forms of
Communications’> Click ‘AddForms of Communications’, as shown in Figure 21

Copyright © NIC, 2020 20
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Help = | A Mohan | Logout | eOffice Portal

Communication Detail Master

Forms of Communications List

(L) These values are used to categorize the incoming DAKS/TAPALS/LETTERS at the time of diarization or creation of DFAS as per their classified nature

S.No %+ Name % Description % IsActiv Action
e
@ Search MName Q Search Description
1 Acknowledgement Acknowledgement E
2 Demi-official Letter Demi-official Le @
3 Letter Letter &

Showing 1 to 3 of 3 records (filtered from 34 total records) First || Previous n Mext || Last

Figure 21

2. Enter theForms of CommunicationsName andDescription then click on Save button, as shown in

Figure 22
Forms of Communications
Correspondence Type® | Admowledgement
Leoknowledgement
Description®:
Is Active
Figure 22
Note:

=  Forms of Communicationsonce Added cannot be deleted only it can be made Active or Inactive using
edit feature.

Edit Existing Forms of Communications:

For editing status of existing Forms of Communications, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘Forms of
Communications’>Click on ‘Edit’ icon, see Figure 23
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Help = | A Mohan | Logout | eOffice Portal

Miscellaneous

Forms of Communications List Add Forms of Communications [Q. le l
(L) These values are used to categorize the incoming DAKS/TAPALS/LETTERS at the time of diarization or creation of DFAS as per their classified nature

S.No %+ Name % Description % IsActiv Action

e
@ Search MName Q Search Description
1 Acknowledgement Acknowledgement
2 Demi-official Letter Demi-official Le @
3 Letter Letter &
Showing 1 to 3 of 3 records (filtered from 34 total records) Ea=tl| (RPeios n Next | [ Last
Figure 23
< . 3 . .
2. Check/Uncheck ‘Is Active’ checkbox to make Forms of Communicationsactive or Inactive, see

Figure 24

Forms of Communications

Correspondence Type®: | Bill

Bill
Description™:
|5 Active
Figure 24

Note:

= Name and Description ofForms of Communicationscan’t be edited only it can be made active or
Inactive.

yiP

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values
populating through ‘VIP Type’ dropdown field in ‘Receipt Diary’ page of File Management
System.

e These values identify VIP-Type from where the DAKs/TAPALs/LETTERs has been received.
EX- MLA, MP, MLC etc.

Copyright © NIC, 2020
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View VIP:
To View the VIP, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘VIP?, as shown in Figure
25

e@fflce Master Data Management Master Data For Department:

Help v | A. Mohan | Logout | eOffice Portal

1] Diary Master v Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Language

Delivery Mode "’ “, ." “.
W’ Communication Detail Master &Y’ Subject Master
Forms of Communications = =
s » Ministry / Apex Body » Subject Category
» Department / Attached Office » Subject Sub-Category
Draft Nature
ommunications » Attached Office / Sub Office/Others » Category Mapping
Draft Prefix
» Country
» Draft Nature » State

» Draft Prefix

Figure 25

2. Asaresult VIP List appears as shown in Figure 26

Help ~ | A Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

VIP List [o i 1

L) These values identify VIP-Type from where the DAKS/TAPALS/LETTERS has been received. EX- MLA, MP MLC etc

S.Ho = VIP Type + Description = IsActiv Action
e
Q, Search VIP Type Q, Search Description
1 Chief Minister ]
2 Minister E
3 Prime Minister Prime Minister 5

Showing 1 to 3 of 3 records (filtered from 25 total records) First | | Previous n Next | | Last

Figure 26

Search the VIP:
To search the VIP, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘VIP’-> Enter the text
which needs to be searched in ‘Search’ text box, see Figure 27
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eOffiCe master pata Management

A DIGHTAL WORRILAGE SOLUTION

1 Dia Communication Detail

Help ~ | A Mohan | Logout | eOffice Portal

VIP List

(L) These values identify VIP-Type from where the DAKS/TAPALS/LETTERS has been received. EX- MLA, ME MLC efc.

S.Mo % VIP Type % Description

oo | [ y

Showing 1 to 3 of 3 records (filtered from 25 total records)

% IsActiv Action
e
[@search vip Type [@search Description |
1 Chief Minister &
2 Minister 3
3 Prime Minister Prime Minister E

First Previous n Next Last

Figure 27

Add New VIP:

For adding a new Delivery Mode, perform the following Steps:

1. Login to Master Data Management—> Go to‘Diary Master’—> Click on ‘VIP’-> Click ‘Add VIP’,

as shown in Figure 28

e@fﬁce Master Data Management

ADIGITAL WORNILACE BOLUTION

1  Diary Maste Communication Detail Master Subject Mas File Heads Master

Record Room Master Miscellaneous

Help = | A.Mohan | Logout | eOffice Portal

VIP List

(; These values identify VIP-Type from where the DAKS/TAPALS/LETTERs has been received. EX- MLA, ME MLC efc.

Add VIP Q, il ||

Showing 1 to 3 of 3 records (filtered from 25 total records)

S.No % VIP Type %+ Description % IsActiv Action
e
Q Search VIP Type Q Search Description
1 Chief Minister ]
2 Minister i
3 Prime Minister Prime Minister 5

First Previous n Next Last

Figure 28

2. Enter the VIPName andDescription then click on Save button, as shown in Figure 29
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VIP Type*:  |Cabinet Minister

VIE|
Description:

Is Active

Save Cancel

Figure 29

Note:
= VIP once Added cannot be deleted only it can be made Active or Inactive using edit feature.

Edit Existing VIP:

For editing status of existing Delivery Mode, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘VIP’->Click on ‘Edit’
icon, see Figure 30

fIC Master Data Management Help ~ | A Mohan | Logout | eOffice Portal

DXGATAL WORKILACE BOLUTION.

% Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

VIP List Add VIP | i ||
l; These values identify VIP-Type from where the DAKS/TAPALS/LETTERs has been received. EX- MLA, ME MLC efc.

S.No + VIP Type % Description % IsActiv Action

€
Q, Search VIP Type Q, Search Description

1 Chief Minister ]

2 Minister i

3 Prime Minister Prime Minister @
Showing 1 to 3 of 3 records (filtered from 25 total records) First Previous n Next Last

Figure 30

2. Check/Uncheck ‘Is Active’ checkbox to make Delivery Mode active or Inactive, see Figure 31
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VIP Type*:  |Prime Minister

Prime Minister
Description:

s Active

Save Cancel

Figure 31

Note:

= Name and Description of VIP can’t be edited only it can be made active or Inactive.

Draft Nature

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Draft Nature’ dropdown field in ‘DFA Creation’ page of File Management System.
e The values define the nature of DFA being prepared viz. Acknowledgement, GO, DO Letter etc.

View Draft Nature:

To view the Draft Nature, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on‘Draft Nature’, as shown
inFigure 32

O TAL WORKFUAGE

.
() @ Master Data Management -
,, ,,.m ERiEhbate XeneemeEn Dt Derarment Help v | A Mohan | Logout | eOffice Portal

Record Room Master

Miscellaneous

" Diary Master v Communication Detail Master Subject Master File Heads Master

Language
3 o
‘V V' " \.
&’ Communication Detail Master WY’ Subject Master
Communications = -
D » Ministry / Apex Body| » Subject Category
» Department / Attached Office » Subject Sub-Category
Draft Nature
ommunications » Attached Office / Sub Office/Others » Category Mapping
Draft Prefix
» Country
» Draft Nature » State
» Draft Prefix
Figure 32

2. As aresult Draft Nature List appears as shown inFigure 33
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Help ~ | A Mohan | Logout | eOffice Portal

File Heads Maste Record Room Maste Miscellaneous
Delivery Mode  List ST BRI
(L) These values identity the mode of delivery for incoming DAKS/TAPALSA ETTERS received
S.No + Name % Description % IsActiv Action
e
Q Search Name Q, Search Description

1 Ordinary Post Ordinary Post E

2 Registered Post Registered Post E

3 Speed Post Spesd Post &

Showing 1 to 3 of 3 records (filtered from 29 total records) First | | Previous n Next | [ Last

Figure 33

Search Draft Nature:

To search the Draft Nature, perform the following Steps:

1. Login to Master Data Management = Go to ‘Diary Master’—> Click ‘Draft Nature’ - Enter the
text which needs to be searched in ‘Search’ text box, seeFigure 34

e@ffice Master Data Management

Help = | A Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Draft Nature List Add Draft Nature

(E' The values define the nature of DFA being prepared viz. Acknowledgement, GO, DO Letlter eic.

| B [

S.No % Name % Draft Reply Type % IsActiv Action
e
Q, Search Mame @, Search Draft Reply Type
1 Acknowledged Interim E
3 DO Letter Interim @
3 Letter Interim ®

Showing 1 to 3 of 3 records (filtered from 26 total records) First || Previous Next || Last

Figure 34

Add New Draft Nature:

For adding a new Draft Nature, perform the following Steps:

1. Login to Master Data Management—> Go to‘Diary Master’—> Click on ‘Draft Nature’—> Click
‘AddDraft Nature’, as shown in Figure 35
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Help = | A Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master File Heads Master

Draft Nature List Add Draft Nature |2 - [
Q The values define the nature of DFA being prepared viz. Acknowledgement, GO, DO Letlter eic.

S.No % Name % Draft Reply Type % IsActiv Action

€
Q Search Mame Q@ Search Draft Reply Type

1 Acknowledged Interim @

2 DO Letter Interim @

3 Letter Interim ®

Showing 1 to 3 of 3 records (filtered from 26 fotal records) First | | Previous Next | [ Last
Figure 35

2. Choose the Draft Reply Type and enter theDraft Nature Name then click Save button, as shown in
the below Figure 36

| Draft Mature

Draft Reply Type*: | Interim

Name*: Letted

s Active

Save Cancel

Figure 36

Note:

Draft Nature once Added cannot be deleted only it can be made Active or Inactive using edit feature.

Edit Existing Draft Nature:
For editing status of existing Draft Nature, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click on ‘Draft Nature’->Click

on ‘Edit’icon, see Figure 37
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Diary Master Communication Detail Master Subject Master File Heads Master

Draft Nature List Add Draft Nature | B [
(E' The values define the nature of DFA being prepared viz. Acknowledgement, GO, DO Letlter eic.

S.No % Name % Draft Reply Type % IsActiv Action

€
Q Search Mame Q@ Search Draft Reply Type

1 Acknowledged Interim @

2 DO Letter Interim @

3 Letter Interim ®

Showing 1 to 3 of 3 records (filtered from 26 total records) First || Previous Next || Last

Figure 37

2. Check/Uncheck ‘Is Active’ checkbox to make Draft Nature active or Inactive, see Figure 38

Draft Mature

Draft Reply Type*: |Interim ~
Mame*: \Acknowledged
Is Active

Save Cancel

Figure 38

Note:
= Draft Reply Type and Draft Nature Name can’t be edited only it can be made active or Inactive.

Draft Prefix

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Draft Prefix’ dropdown field in ‘DF A Creation’ page of File Management System.
e The values identify the defined prefix used as per Draft Nature for DFA Creation.

View Draft Prefix:

To view the Draft Prefix, perform the following Steps:
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1. Login to Master Data Management—> Go to ‘Diary Master’> Click on‘Draft Prefix’, as shown
inFigure 39

5
viaste ata Ma ge ent -
L SN d AL N Ste et DS Ayt Help w | A. Mohan | Logout | eOffice Portal

Diary Master ¥ Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Language

I’ = ‘V " ‘V
'«’ Communication Detail Master '\e.’. Subject Master
nmunications = =
» Ministry / Apex Body| » Subject Category
» Department / Attached Office » Subject Sub-Category
Draft Nature
ommunications » Attached Office / Sub Office/Others » Category Mapping

Draft Prefix
» Country

» Draft Nature » State

» Draft Prefix

Figure 39

2. As aresult Draft Prefix List appears as shown inFigure 40

e@ff.Ce Master Data Management

Help « | A Mohan | Logout | eOffice Portal

f*  Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Draft Prefix List [ |

(L) The values identify the defined prefix used as per Draft Nature for DFA Creation.

S.No $ Name & Draft Nature < IsActiv Action
e
[QSearch Name [ search Draft Nature
1 G0.1D GO (3
2 G0.2D GO &
3 G0.3D GO &
4 G0.4D GO ®

Figure 40

Search Draft Prefix:

To search the Draft Prefix, perform the following Steps:

1. Login to Master Data Management - Go to ‘Diary Master’> Click ‘Draft Prefix’—> Enter the
text which needs to be searched in ‘Search’ text box, seeFigure 41
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e@ffice Master Data Management
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Help « | A Mohan | Logout | eOffice Portal

Diary Master Communication Detail Master Subject Master File Heads Maste Record Room Master Miscellaneous

Draft Prefix List

(L) The values identify the defined prefix used as per Draft Nature for DFA Creation.

I Q co| I|

S.No 4 Name & Draft Nature < IsActiv Action
e
i'O\"Sea:ch Name {Q"Sea:ch Draft Nature
1 GO0.1D GO 3
2 G0.2D GO &
3 G0.3D GO B
B G0.4D GO ®

Figure 41

Add New Draft Prefix:

For adding a new Draft Prefix, perform the following Steps:

1. Login to Master Data Management—> Go to‘Diary Master’—> Click on ‘Draft Prefix’ = Click
‘AddDraft Prefix’, as shown in Figure 42

Help v | A Mohan | Logout | eOffice Portal

e@ff.ce Master Data Management

1 Diary Maste Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Draft Prefix List Add Draft Prefix IQ col I

(L) The values identify the defined prefix used as per Draft Nature for DFA Creation.

S.No & Name & Draft Nature < IsActiv Action
e

[ Qsearch Name

1 G0.1D GO (3
2 G0.2D GO &
3 G0.3D GO ®
4 GO0.4D GO ®

Figure 42

2. Choose the Draft Natureand enter theDraft PrefixName then click Save button, as shown in the
below Figure 43
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Draft Prefix
Draft Nature*: | GO v
MName*: |GD.1D
Is Active

Figure 43

Note:

= Draft Prefixonce Added cannot be deleted only it can be made Active or Inactive using edit feature.

Edit Existing Draft Prefix:

For editing status of existing Draft Prefix, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Diary Master’—> Click ‘Draft Prefix’—=>Click on
‘Edit’ icon, seeFigure 44

Help « | A Mohan | Logout | eOffice Portal

File Head: e Record Room Master Miscellaneous

Draft Prefix List Add Draft Prefix Iq Go| I
(L) The values identify the defined prefix used as per Draft Nature for DFA Creation.

S.No & Name & Draft Nature < IsActiv Action

e
[QSearch Name [ Search Draft Nature

1 GO0.1D GO
2 G0.2D GO &

3 G0.3D GO &
4 GO0.4D GO ®

Figure 44

2. Check/Uncheck ‘Is Active’ checkbox to make Draft Prefixactive or Inactive, see Figure 45
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Draft Prefix

Draft Nature* | GO v
MName® (G0.1D
Is Active

Save Cancel

Figure 45

Note:

= Draft Nature and Draft PrefixName can’t be edited only it can be made active or Inactive.
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Communication Detail Master

Communication Master includes the following links which contains the Meta data to be used at user level.

R/

* Ministry/Apex Body

% Department/Attached Office

% Attached Office/Sub Office/Others
s Country

% State

s City

Ministry/Apex Body

e This facilitates the Super Admin to View, Search, Add, Edit and Assignthe Meta data values
populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File
Management System.

e These values identify the name of ministry from/to whom DAKs/LETTERs/TAPAL's has been
received/to be sent.

View Ministry/ Apex Body:
To view the Ministry/Apex Body, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’ > Click
‘Ministry/Apex Body’, as shown inFigure 46

e Master Data Management Master Data For Department:

Help » |A Mohan | Logout | eOffice Portal

Communication Detail Master v Subject Master File Heads Master Record Room Master Miscellaneous

Ministry / Apex Body
P =3 3
[/ \l [/ \i i/ \1
( ) ¢ ) S < ¢ ) 3
\Q, \Q Cc tion Detail Mast ‘_e/ Subject Master
= » Ministry / Apex Body » Subject Category
Country
» Department / Attached Office » Subject Sub-Category
State
__ » Attached Office / Sub Office/Others » Category Mapping
» VIP » Country
» Draft Nature » State
» Draft Prefix
Figure 46

2. As aresult Ministry/Apex BodyList appears as shown inFigure 47
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Help v | A Mahan | Logout | eOffice Portal

Ministry / Apex Body List Add Minisiny | Apex Borly

;; These values identify the name of miniztry from/to whom DAKe/LETTER=/TAPAL"s has been received/fo be sent.

S.Ho 2 Name 2 Tipe % Created By 2Created O 2 IsActiv Action
n e
[@searchName Q.Search Created By
1 CABINET SECRETARIAT Ministry B Assignment
2 CENTRAL VIGILANCE COMMISSION Ministry @ Assignment
3 COMPTROLLER & AUDITOR GEMERAL OF INDIA Ministry B Assignment
4 DEFARTMENT OF ATOMIC ENERGY Ministry @ Assignment

Figure 47
Search Ministry/ Apex Body:
To search the Ministry/ Apex Body, perform the following Steps:

1. Login to Master Data Management - Go to ‘Communication Detail Master’—> Click
‘Ministry/Apex Body’ > Enter the text which needs to be searched in ‘Search’ text box, seeFigure
48

eofflc Master Data Management

Help v | A Mchan | Logout | eOffice Portal

£ 1 4 Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Ministry / Apex Body List Add Ministry / Apex Body

;; Theze valuesz identify the name of miniziry from/fo whom DAK=A ETTER=/TAPAL s has been receivedfo be zent

S.MNo % Name 2 Type % Created By SCreated 0 2 IsActiv Action
n e
@ Search Name Q. Search Created By
1 CABINET SECRETARIAT Ministry % Assignment
2 CENTRAL VIGILANCE COMMISSION Ministry B Assignment
3 COMPTROLLER & AUDITOR GENERAL OF INDIA Ministry % Assignment
4 DEFARTMENT OF ATCMIC ENERGY Ministry B Assionment

Figure 48

Add New Ministry/ Apex Body:
For adding a new Ministry/Apex Body, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—> Click ‘Ministry/Apex
Body’—~> Click ‘AddMinistry/Apex Body’, as shown in Figure 49
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an | Logout | eOffice Portal

Ministry / Apex Body List Add Ministry / Apex Body
;‘ These values identify the name of miniztry from/to whom DAKe/LETTER=/TAPAL"s has been received/fo be sent.
5Ho = Hame 2 Type 2 Created By 2 Created 0 2 IsActiv Action
@ Search Name Q. Search Created By
1 CABINET SECRETARIAT Ministry B Assignment
2 CENTRAL VIGILANCE COMMISSION Ministry @ Assignment
3 COMPTROLLER & AUDITOR GEMERAL OF INDIA Ministry B Assignment
4 DEFARTMENT OF ATOMIC ENERGY Ministry @ Assignment
Figure 49
2. Selectthe Ministry/ Apex Body Typeand enter theName then click Save button, as shown in the
below Figure 50
Ministry [ Apex Body
Type™ | Ministry e
Name*: |Ministry of Railways
Is Active
=3
Figure 50
Note:
= Ministry/Apex Body once Added cannot be deleted, only it can be made Active or Inactive using edit
feature.

Edit Existing Ministry/ Apex Body:

For editing status of existing Ministry/ Apex Body, perform the following Steps:

1. Login to Master Data Management—> ‘Communication Detail Master’—> Click ‘Ministry/Apex
Body’—>Click on ‘Edit’ icon, seeFigure 51
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Help v | A Mahan | Logout | eOffice Portal

Ministry / Apex Body List Add Ministry / Apex Body
’l; Theze values identify the name of miniztry from/to whom DAK=/LETTER=/TAPAL"s has been received/fo be zent.
SMNo = Name 2 Type 2 Created By 2 Created O 2 IsActiv Action
n e
Q Search Name QSearch Crested By
1 CABINET SECRETARIAT Ministry Assignment
2 CENTRAL VIGILANCE COMMISSION Ministry

@ Assignment

3 COMPTROLLER & AUDITOR GEMERAL OF INDIA Ministry B Assignment

4 DEFARTMENT OF ATOMIC ENERGY Ministry

@ Assignment

Figure 51
2. Check/Uncheck ‘Is Active’ checkbox to make Ministry/Apex Body active or Inactive, see Figure
52
Ministry / Apex Body
Type® | Ministry w
Mame® |MINISTRY OF COAL
Is Active
(e
=
Figure 52
Note:

= Ministry/Apex Body Name can’t be edited only it can be made active or Inactive.

Assign Ministry/ Apex Body:

For Assigning existing Ministry/ Apex Body to other Departments within same eOffice Instance, perform
the following Steps:

1. Login to Master Data Management—> ‘Communication Detail Master’—> Click ‘Ministry/Apex
Body’—>Click on ‘Assignment’ link, seeFigure 53

Copyright © NIC, 2020 37



@ffice

A DOGITAL WORK MLACE SCLUTION

e@fﬂce Mas ) agement > w | A Mohan | Logout | eOffice Po

Communicati Detail Master

Minitry / Apex Body Lt

;; These values identify the name of miniztry from/to whom DAKe/LETTER=/TAPAL"s has been received/fo be sent.

S.Ho 2 Name 2 Tipe % Created By 2Created O 2 IsActiv Action

@ Search Name Q. Search Created By
1 CABINET SECRETARIAT Ministry B anment

2 CENTRAL VIGILANCE COMMISSION Ministry @ Assignment
3 COMPTROLLER & AUDITOR GEMERAL OF INDIA Ministry B Assignment
4 DEFARTMENT OF ATOMIC ENERGY Ministry @ Assignment

Figure 53

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 54

Help v | A. Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master e He. e 00 ster Miscellaneous

Assigned Departments |

ormatics Centre MD-NICSI

National

Ministry of Co tion & Technolog

SOFTWARE DEVELOPME and TRAINING CENTRE , NAGPUR
E-Sign Division

National centre for eGovernance Standards Technology (NeST)

\

Figure 54

Note:
= Only active Ministry/Apex Body can be assigned to available departments.
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Department/Attached Office

e This facilitates the Super Admin to View, Search, Add, Edit and Assign the Meta data values
populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File
Management System.

e These values identify the name of ministry from/to whom DAKs/LETTERs/TAPAL's has been
received/to be sent.

View Department/ Attached Office:

To view the Department/ Attached Office, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’—> Click
‘Department/Attached Office’, as shown inFigure 55

@fflc Master Data Management Master Data For Department: Help + | A Mohan | Logout |eOffice Portal

1 Diary Master Communication Detail Master v Subject Master File Heads Master Record Room Master Miscellaneous

Ministry / Apex Body

P — 3
,'o‘, Department / Attached Office A ] ‘, { ‘.
N &’ Communication Detail Master &Y’ Subject Master

Attache e / Sub Office/Others

» N » Ministry / Apex Body » Subject Category
Country

» » Department / Attached Office » Subject Sub-Category
State

» e » Attached Office / Sub Office/Others » Category Mapping

» VIP » Country

» Draft Nature » State

» Draft Prefix

Figure 55

2. As aresult Department/Attached Office List appears as shown inFigure 56

Ce Master Data Management Help | A Mchan | Logout | Cffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Department / Attached Office List Acd Department / Atiached Office

"; Thesze valueg identify the depariment within the miniziry from/to whom DAK=A ETTER=TAPAL s haz been received/o be sent

SMNo 2 Name 2 Ministry / Apex Bodies. 2 Type % Created By ZCreated O % IsActiv Action
n e
Q, Search Name Q Search Ministry [ Apex Bodie Q Search Created By
1 DEPARTMENT OF GOMPANY AFFAIRS MINISTRY OF LAW.JUSTIGE& GOMPANY AFFAIRS department & Ascignment
2 DEPARTMENT OF LEGAL AFFAIRS & LEGISLATIVE DEPTT MINISTRY OF LAW,JUSTICE& COMPANY AFFAIRS department B pssignment
Showing 1to 2 of 2 records (filtered from 49 total recards) el n Mext | [ Last

Figure 56
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Search Department/ Attached Office:

To search the Department/Attached Office, perform the following Steps:

1. Login to Master Data Management - Go to ‘Communication Detail Master’—> Click

‘Department/Attached Office’> Enter the text which needs to be searched in ‘Search’ text box,
seeFigure 57

., Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

1] Diary Master Communication Detail Master Subject Master File Heads Master = Record Room Master = Miscellaneous ~

Department / Attached Office List Add Department / Attached Offica

,; These values identify the department within the ministry from/to whom DAKs/LETTER=/TAPAL's has been received/to be sent.

5o 2 Name £ Ministry / Apex Bodies 2 Tpe % Created By SCreated O % IsActiv Action

Q, Search Mame @ Search Ministry / Apex Bodie @ Search Created By

1 DEFPARTMENT OF COMPANY AFFAIRS MINISTRY OF LAW,JUSTICE& COMPANY AFFAIRS department @ Assignment
2 DEFARTMENT OF LEGAL AFFAIRS & LEGISLATIVE DEFTT MINISTRY OF LAW,JUSTICE& COMPANY AFFAIRS department @ Assignment

Showing 1 to 2 of 2 records (filtered from 49 total records)

First Frevious n Mext Last

Figure 57

Add New Department/ Attached Office:

For adding a new Department/ Attached Office, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—> Click
‘Department/Attached Office’> Click ‘AddMinistry/Apex Body’, as shown in Figure 58

., Master Data Management

Help v | A Mohan | Logout | eCffice Portal

% | Diary Master - Communication Detail Master * | Subject Master File Heads Master ¥ | Record Room Master Miscellansous -

Department / Attached Office List

Add Depariment / Attached Office

k Thesze values identify the depariment within the miniztry from/to whom DAK=A ETTER=TAPAL s haz been received/io be sent

S.MNo 2+ Name $ Ministry / Apex Bodies S Type £ Created By SCreated O % IsActiv Action
n e
Q, Search Mame Q Search Ministry [ Apex Bodie Q Search Created By
1 DEFARTMENT CF COMPANY AFFAIRS MINISTRY GF LAW,JUSTICES COMPANY AFFAIRS department & Assignment
2 DEPARTMENT OF LEGAL AFFAIRS & LEGISLATIVE DEFTT MINISTRY GF LAW.JUSTICES COMPANY AFFAIRS department B pssignment
Showing 1 to 2 of 2 records (filtered from 49 total records) First || Previous n west | [Last

Figure 58

2. SelectMinistry/Apex Body,Department/ Attached OfficeTypeand enter theName then click Save
button, as shown in the below Figure 59
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Department / Attached Office

Ministry / Apex Bodies™: | DEPARTMENT OF ATOMIC ENERGY »
Type™ | Attached Office |~
Mame*: |.ﬁ.b:|mil: Sdences

Is Active

Figure 59

Note:

= Department/Attached Officeonce Added cannot be deleted, only it can be made Active or Inactive
using edit feature.

Edit Existing Department/ Attached Office:

For editing status of existing Department/ Attached Office, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—> Click
‘Department/ Attached Office’>Click on ‘Edit’ icon, seeFigure 60

fC Master Data Management Help w | A Mohan | Logout | Cffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellanecus

Department / Afached Office List

'; These values identify the depariment within the miniztry from/to whom DAKe/LETTERTAPAL'e has been received/to be sent.

S.MNo 2 Name £ Ministry | Apex Bodies. 2 Type % Created By SCreatedO % IsActiv Action
n e
Q, Search Mame @ Search Ministry / Apex Bodie @ Search Created By
1 DEFARTMENT OF COMPANY AFFAIRS MINISTRY OF LAW,JUSTICE& COMPANY AFFAIRS department Ass,gnmem
2 DEPARTMENT OF LEGAL AFFAIRS & LEGISLATIVE DEFTT MINISTRY OF LAW,JUSTICE& COMPANY AFFAIRS department B pssionment
Showing 1 to 2 of 2 records (filtered from 49 total records) izt || Previous n wext | [ Last
.
Figure 60

2. Check/Uncheck ‘Is Active’ checkbox to make Department/ Attached Officeactive or Inactive, see
Figure 61
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Department / Attached Office

Ministry / Apex Bodies™ |MIMISTRY OF LAW , JUSTICE& COMPAMNY AFFAIRS w
Type™ | department e
Name™: [DEPARTMENT OF COMPANY

Is Active

Figure 61

Note:

= Department/Attached OfficeName can’t be edited only it can be made active or Inactive.

Assign Department/ Attached Office:

For Assigning existing Department/ Attached Officeto other Departments within same eOffice Instance,
perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—> Click
‘Department/Attached Office’ > Click on ‘Assignment’ link, see Figure 62

eoffice Master Data Management

= Help v | A. Mohan | Logout | eCffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Department / Attached Office List Acd Department / Atiached Office
k Thesze valueg identify the depariment within the miniziry from/to whom DAK=A ETTER=TAPAL s haz been received/o be sent
SNo 2 Name & Ministry | Apex Bodies & Type & Created By & Created O 2 IsActiv Action
E 5
Q, Search Name Q Search Ministry [ Apex Bodie Q Search Created By
1 DEPARTMENT OF COMPANY AFFAIRS MINISTRY OF LAW,JUSTICE& COMPANY AFFAIRS department B Assignment

2 DEPARTMENT OF LEGAL AFFAIRS & LEGISLATIVE DEPTT MINISTRY OF LAW JUSTICE& COMPANY AFFAIRS department @ Assignment

First Frevious n Mext Last

Showing 1to 2 of 2 records (filtered from 49 total recards)

Figure 62

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 63
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Department / Attached Office: Atomic Sciences Status: Active
|Avai|able Departments | I Assigned Departments |
[search Available [search selected
MD-NICSI
-
-
Figure 63
Note:

= Only active Department/Attached Officecan be assigned to available departments.

Attached Office/Sub Office/QOthers

e This facilitates the Super Admin to View, Search, Add, Edit and Assign the Meta data values
populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File
Management System.

e These values identify the name of ministry from/to whom DAKs/LETTERs/TAPAL's has been
received/to be sent.

View Attached Office/Sub Office/Others:
To view the Attached Office/Sub Office/Others, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’ > Click ‘Attached
Office/Sub Office/Others’, as shown inFigure 64
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ter Data Management Master Data For Department: Help » | A Mohan | Logout | eOffice Portal

Communication Detail Master v Subject Master File Heads Master Record Room Master Miscellaneous

Ministry / Apex Body

P — P

"o‘. Department / Attached Office b F] ‘, " ‘.

R 4 &’ Communication Detail Master &’ Subject Master
Attached Office / Sub Office/Others = =

» " » Ministry / Apex Body| » Subject Category
Country

» » Department / Attached Office » Subject Sub-Category
State

» sz » Attached Office / Sub Office/Others » Category Mapping

» VIP » Country

» Draft Nature » State

» Draft Prefix

Figure 64

2. As aresult Attached Office/Sub Office/Others List appears as shown inFigure 65

Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

munication Detail Master Miscellaneous

Attached Office / Sub Office/Others List

; These values identify the attached office for the selected country for communication details.

Successfully Added

| S.No $ Name $ Ministry / Apex Bodies $ Department / Assit. Off. S Type $ Created By $Created 0  $ IsActiv Action
n e

[@Search Depa

(O\ Search Cr

1 Atomic Research DEPARTMENT OF ATOMIC ENERGY Atomic Sciences Attached Office  A. Mohan, STD(AM)-TN, CHENNAI { STATE UNIT ) 12/07/2020 ® Assignment
2 Research and Development DEPARTMENT OF ATOMIC ENERGY Atomic Sciences Attached Office A Mohan, STD{AM)-TN, CHENNAI ( STATE UNIT ) 12/07/2020 @ Assignment

Showing 1 to 2 of 2 records (filtered from 8 total records)

Figure 65

Search Attached Office/Sub Office/Others:
To search the Attached Office/Sub Office/Others, perform the following Steps:

1. Login to Master Data Management 2 Go to ‘Communication Detail Master’> Click ‘Attached
Office/Sub Office/Others’—>Enter the text which needs to be searched in ‘Search’ text box,
seeFigure 66
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Data Management

| Master

Help v | A

Mohan | Logout | eOffice Portal

Attached Office / Sub Office/Others List

Sio 2 Name

& These values identify the attached office for the selected country for communication details.

4 Ministry / Apex Bodies

Successfully Added

4 Department / Assit. Off. 2 Type

—

4 Created By 4 Created O
n

2 IsActiv Action
e

| A search Name
1 Atomic Research
2 Research and Development

Showing 1 to 2 of 2 records (filtered from 8 total records)

Ff'l' Search Ministry ‘v;‘«pe,\-éod;e
DEPARTMENT OF ATOMIC ENERGY

DEPARTMENT OF ATOMIC ENERGY

[ @search Department / Assit. €
Atomic Sciences Attached Office

Atomic Sciences Attached Office

Q Search Created By

A. Mohan, STD{AM)-TN, CHENNAI ( STATE UNIT )

A Mohan, STD{AM)-TN, CHENNAI ( STATE UNIT )

® Assignment

& Assignment

Figure 66

Add New Attached Office/Sub Office/Others:
For adding a new Attached Office/Sub Office/Others, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—=> Click ‘Attached
Office/Sub Office/Others’> Click ‘AddAttached Office/Sub Office/Others’, as shown in

Figure 67

e@fﬂce Master Data Management
e

Help v | A

Mohan | Logout | eOffice Portal

Attached Office / Sub Office/Others List

; These values identify the attached office for the selected country for communication details.

4 Ministry / Apex Bodies

| & search Name
1 Atomic Research

2 Research and Development

Showing 1 to 2 of 2 records (filtered from 8 total records)

[ @ search Ministry / Apex Bodie
DEPARTMENT OF ATOMIC ENERGY

DEPARTMENT OF ATOMIC ENERGY

Miscellaneous

Successfully Added

4 Department / Assit. Off. S Type

Atomic Sciences

Attached Office

Atomic Sciences Attached Office

Add Attached Office / Sub Office/Others

Q. research I

4 Created By

4 Created O
n

A. Mohan, STD(AM)-TN, CHENNAI { STATE UNIT ) 12/07/2020

A. Mohan, STD{AM)-TN, CHENNAI ( STATE UNIT ) 12/07/2020

First || Previous

4 IsActiv Action
e

® Assignment

& Assignment

Figure 67

2. SelectMinistry/Apex Bodies, Department,Attached Office/Sub Office/OthersTypeand enter
theName then click Save button, as shown in the below Figure 68
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Attached Office f Sub Office/Others

Ministry / Apex Bodies™ | DEPARTMENT OF ATOMIC ENERGY i
Department™ |.ﬁ.1nmi|: Scences |«
Type™ |.\5.1:|3|:|‘|Ed Office |-
Name®: |&tomic Research
Is Active

Figure 68

Note:

= Attached Office/Sub Office/Othersonce Added cannot be deleted, only it can be made Active or
Inactive using edit feature.

Edit Existing Attached Office/Sub Office/Others:

For editing status of existing Attached Office/Sub Office/Others, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’> Click ‘Attached
Office/Sub Office/Others’>Click on ‘Edit’ icon, seeFigure 69

Help v | A. Mohan | Logout | eOffice Portal

Attached Office / Sub Office/Others  List

() These values identify the attached office for the selected country for communication details.
Successfully Added

SMNo 4 Name 4 Ministry / Apex Bodies 4 Department / Assit. Off. 2 Type 4 Created By 4 Created 0 % IsActiv Action
n e
[ [ search Name [@Search Ministry / Apex Bodie QSearch Department / Assit. C [@Search Created By
‘ 1 Atomic Research DEPARTMENT OF ATOMIC ENERGY Atomic Sciences Attached Office A. Mohan, STD(AM)-TN, CHENNAI { STATE UNIT ) 12/07/2020 ' Assignment
|
2 Research and Development DEPARTMENT OF ATOMIC ENERGY Atomic Sciences Attached Office  A. Mohan, STD{AM}-TN, CHENNAI { STATE UNIT ) 12/07/2020 ® Assionment

Showing 1 to 2 of 2 records (filtered from 8 total records)

Figure 69

2. Check/Uncheck ‘Is Active’ checkbox to make Attached Office/Sub Office/Others active or
Inactive, see Figure 70
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Attached Office f Sub Office/Others
Ministry / Apex Bodies™ | DEPARTMENT OF ATOMIC ENERGY -
Department™ | Atomic Sciences e
Type™ |At|3d1ed Office |«
Mame®: |.ﬁ.tomic Research
Is Active
L
Figure 70
Note:

= Attached Office/Sub Office/Others Name can’t be edited only it can be made active or Inactive.

Assign Attached Office/Sub Office/Others:

For Assigning existing Attached Office/Sub Office/Othersto other Departments within same eOffice
Instance, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’> Click ‘Attached
Office/Sub Office/Others’>Click on ‘Assignment’ link, see Figure 71

e@ffioe Master Data Management
[ A oo wosauice souwsrcn

Help v | A. Mohan | Logout | eOffice Portal

f*  Diary Master Communication Detail Mester Subject Master File Hesds Master

Attached Office / Sub Offce/Others List

(L) These values identify the attached office for the selected country for communication defsils
Successfully Added

| sno $ Name $ Ministry / Apex Bodies $ Department / Assit. Off. $ Type $ Created By $Created 0 $ IsActiv Action
n e
[ Search Name [@Search Ministry / Apex Bodie [ QSearch Department / Assit. C [@search Created By
1 Atomic Research DEPARTMENT OF ATOMIC ENERGY Atomic Sciences Aftached Office A, Mohan, STD(AM)-TN, CHENNAI { STATE UNIT ) 12/07/2020 qnment
2 Research and Development DEPARTMENT OF ATOMIC ENERGY Atomic Sciences Aftached Office A Mohan, STD(AM)-TN, CHENNAI { STATE UNIT ) 12/07/2020 ® Assianment
Showing 1 to 2 of 2 records (filtered from 8 total records) First || Pravious Next | | Last
Figure 71

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 72
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Help v | A. Mohan | Logout

Attached Office / Sub Office/Others: Atomic Sciences Status: Active

Available Departments | Assigned Departments

[search Available |search selected

MD-NICSI

\Q

Figure 72

Note:
= Only active Attached Office/Sub Office/Otherscan be assigned to available departments.

Country

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Country’ dropdown field in ‘Receipt Diary’ and ‘DFA creation’page of File
Management System.

e These values identify the name of country for communication details.

View Country:

To view the Country, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’—> Click ‘Country’,
as shown inFigure 73
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Help v |A Mohan | Logout |eOffice Portal

e@fﬁce Master Data Management Master Data For Department:

1 Diary Master Communication Detail Master ¥ Subject Master File Heads Master Record Room Master Miscellaneous

Ministry / Apex Body

= =3
Department / Attached Office " -] ', { \
W&’ Communication Detail Master &Y’ Subject Master
Attached O = —~

» N » Ministry / Apex Body » Subject Category
Country

» » Department / Attached Office » Subject Sub-Category
State

» = » Attached Office / Sub Office/Others » Category Mapping

» VIP » Country

» Draft Nature » State

» Draft Prefix

Figure 73

2. As aresult CountryList appears as shown inFigure 74

Help v | A Mohan | Logout | eOffice Portal

Country List Add Country [Q Search A l
() These values identify the name of country for communication details
S.Mo 5+ Name % Code % IsActiv Action
e
& Search Name Q Search Code

1 AFGHANISTAN AF ]
2 ALAND ISLANDS AX &
3 ALBANIA AL [
4 ALGERIA Dz &

AMERICAN SAMOA AS [

Figure 74

Search Country:

To search the Country, perform the following Steps:

1. Login to Master Data Management - Go to ‘Communication Detail Master’ > Click
‘Country’-> Enter the text which needs to be searched in ‘Search’ text box, seeFigure 75
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e@ffice Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master File Heads Maste Record Room Master Miscellaneous

() These values identify the name of country for communication details.

|2 e 1

(

S.No $ Name % Code $ IsActiv Action
e
[@search Name [ Q Search Code
1 BRITISH INDIAN OCEAN TERRITORY 10 &
2 INDIA N ®
Showing 1 to 2 of 2 records (filtered from 257 total records) First | [ Previous n Neat | [last

Figure 75

Add New Country:

For adding a new Country, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’> Click ‘Country’—>
Click ‘AddCountry’, as shown in Figure 76

e@ffice Master Data Management

OIGHTAL WORRIAACK SOLUTION Help v | A. Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Country List Q. Inda 1

,; These values identify the name of country for communication details.

(

S.No 4 Name % Code $ IsActiv Action
e

[ search name Q Search Code

1 BRITISH INDIAN OCEAN TERRITORY 0 ®
2 INDIA N &

Showing 1 to 2 of 2 records (filtered from 257 total records)

First Previous n Next Last

Figure 76

2. Enter the CountryName and Code then click Save button, as shown in the below Figure 77
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Country

Name*: |Uzbekistan

Code*: |UZB
s Active

Figure 77

Note:

Country once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Country:

For editing status of existing Country, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—> Click ‘Country’—>Click

on ‘Edit’ icon, seeFigure 78

e ffice Master Data Management

OIGITAL

Help v | A Mohan | Logout | eOffice Portal

Communication Detail Master File Hea Record Room Master

Country List Add Country l Q India l
Q) These values identify the name of country for communication details.

S.No $ Name % Code $ IsActiv Action

e
[Q Search Name Q Search Code

1 BRITISH INDIAN OCEAN TERRITORY o]

2 INDIA IN &
Showing 1 to 2 of 2 records (filtered from 257 total records) = o n e | e
Figure 78

2. Check/Uncheck ‘Is Active’ checkbox to make Country active or Inactive, see Figure 79
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Name*: |[INDIA
Code*: [IN
Is Active
| _|
Figure 79

Note:

= CountryName can’t be edited only it can be made active or Inactive.

State

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘State’ dropdown field in ‘Receipt Diary’ and ‘File Creation’ page of File Management
System.

e These values identify the state for the selected Country for communication details.

View State:

To view the States, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’> Click ‘State’, as
shown inFigure 80

er Data Manage t -
ter Data Managemen Master Data For Department. Help v | A Mohan | Logout | eOffice Portal

Record Room Master Miscellaneous

Communication Detail Master ¥ Subject Master File Heads Master

Ministry / Apex Body
LS P
Department / Attached Office (= ) b .
&’ Communication Detail Master &Y’ Subject Master
Attached Office / Sub Office/Others = =
» L e » Ministry / Apex Body| » Subject Category
ountry
» D » Department / Attached Office » Subject Sub-Category
State
» [ —— » Attached Office / Sub Office/Others » Category Mapping
» VIP » Country
» Draft Nature » State
» Draft Prefix
Figure 80

2. As aresult State List appears as shown inFigure 81
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ster Data Managemen 3
r Data Management Help = | A Mohan | Logout | eOffice Portal

Communication Detail Maste Su :te e Record Room Master
State List [2 e |
(L) These values identify the state for the selected country for communication details
5.Ho 5 Name % State Code + Country + IsActiv Action
e
[asearch tame | [@Search state Code [@search Country |
1 ANDAKAN & NICOBAR AN IND&, E
2 ANDHRA PRADESH AP INDI& E
3 ARUNACHAL PRADESH AR INDHA E
4 ASSAM AS INDIA 5
BHAR BR INDI& )
[ CHANDIGARH CH IND&, 5
T CHATTISGARH cT INDI& &
8 DADRA & NAGAR HAVELI DN INDIA 5

Figure 81

Search State:

To search the State, perform the following Steps:

1. Login to Master Data Management - Go to ‘Communication Detail Master’—> Click
‘State’>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 82

e@ffice Master Data Management

A DNGTAL WORSKPLAGE SOLUTION Help + | A Mohan | Logout | eOffice Portal

1t Diarn e Communication Detail Master

State List

(L) These values identify the state for the selected country for communication details.

IQ har I|

S.No % Name 4 State Code % Country % lsActiv Action
e
[@searchlame [@search State Code [@search Country
1 BHAR BR INDIA ]
2 HARYANA HR INDIA, 3
3 JHARKHAND JH INDIA B
4 MAHARASHTRA MH INDIA [

Showing 1 to 4 of 4 records (filtered from 47 total records) First | [ Previous n pext | [Liast

Figure 82

Add New State:

For adding a new State, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—> Click ‘State’—> Click
‘AddState’, as shown in Figure 83
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Help = | A Mohan | Logout | eOffice Portal

Record Roon

State List Add State o har 1
g; These values identify the siate for the selected country for communication details.

S.Ho % Name % State Code %+ Country % IsActiv Action

€
Q Search Name Q, Search State Code Q Search Country

1 BHAR BR INDIA [
2 HARYANA HR INDIA ’5

3 JHARKHAND JH INDIA ®

4 MAHARASHTRA MH INDIA. ®

Showing 1 to 4 of 4 records (filtered from 47 total records)

First Previous n Neact Last

Figure 83
2. Select Country and Enter theStateName and Code then click Save button, as shown in the below
Figure 84
Country*: | INDIA v
Name*: |Uttar Pradesh
Code* |Up|
Is Active
Figure 84
Note:

= State once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing State:

For editing status of existing State, perform the following Steps:

1. Login to Master Data Management—>‘Communication Detail Master’—> Click ‘State’—>Click on
‘Edit’ icon, seeFigure 85
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Help = | A Mohan | Logout | eOffice Portal

State List

E=an |

g; These values identify the siate for the selected country for communication details.

S.Ho % Name % State Code %+ Country % IsActiv Action
€
Q Search Name Q, Search State Code Q Search Country
1 BHAR BR INDIA IE'
2 HARYANA HR INDIA ’5
3 JHARKHAND JH INDIA ®
4 MAHARASHTRA MH INDIA ®

Showing 1 to 4 of 4 records (filtered from 47 total records)

First Previous n Neact Last

Figure 85

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 86

Country*: | INDIA

Mame* |E.IHAF‘.

Code*.  |BR

s Active

Save Cancel

Figure 86

Note:

= State Name can’t be edited only it can be made active or Inactive.
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Subject Master

Subject Master includes the following links which contains the Meta data to be used at user level.

o
*

*

Subject Category
+ Subject Sub-Category
+ Category Mapping

*

Subject Category

e This facilitates the Super Admin to View, Search, Add, Edit and Assignthe Meta data values
populating through ‘Subject Category’ dropdown field in ‘Receipt Diary’ and ‘File Creation’
page of File Management System.

e These values identify the category of the DAKs/LETTERs/TAPALSs or FILE(s) during
Diarization& creation of File(s) respectively.

View Subject Category:

To view the Subject Category, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’> Click ‘Subject Category’, as
shown inFigure 87
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e@ffice Master Data Man

ADGITA SoLUTIoN

f*  Diary Master

» Language
» Delivery Mode

» Forms of Communications

w» Draft Reply Type

Subject Master v

Room Master cellane

Subject Category

Category Mapping

» Ministry / Apex Body
» Department / Attached Office
» Attached Office / Sub

Office/Others
» VIP

» Count
» Draft Nature Y

» Stat
» Draft Prefix o

» City

ous

n"o“; = Subject Sub-Catego “, ~ " B (’ “, ~
- Diary Master $ Communication Detail Master WY’ Subject Master

» Subject Category
» Subject Sub-Category
» Category Mapping

Help + | A Mohan | Logout | eOffice Portal

Figure 87

2. As aresult Subject Category List appears as shown inFigure 88

Subject Category List

k These values identify the category of the DAKs/LETTER=/TAPAL= or FILE(s) duning dianzation & creation of File(s) respectively.

S e

SMNo 2 Name % Description % Created By 2 Created O % IsActiv Action
n e
@, Search Name 9, Search Desaription Q, search Created By
1 Comman Office Services Comman Office Services & Assignment
F Vigilance Vigilance % Assignment
Showing 1to 2 of 2 records (filtered from 54 total records) First || Previous n Next | | Last

Figure 88

Search Subject Category:
To search the Subject Category, perform the following Steps:

1. Login to Master Data Management - Go to ‘Subject Master’> Click ‘Subject Category’ > Enter
the text which needs to be searched in ‘Search’ text box, seeFigure 89

., Master Data Management

Help v | A Mohan | Logout | eCffice Portal

(13 Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Subject Category List

s= These values identify the category of the DAKs/LETTER=/TAPALz or FILE(z) duning disnzation & creation of File(z) rezpectively.

S.Mo £ Name

Q. Search Name

1 Common Office Services

% Deseription

Q, Search Description

Common Office Services

4 Created By

Q Search Created By

S Created 0 % IsActiv

& Assignment

2 Vigilance Vigilance @ Assignment

v | [ (et [t

Showing 1 to 2 of 2 records (filtered from 54 total records)

Figure 89
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Add New Subject Category:
For adding a new Subject Category, perform the following Steps:

1. Login to Master Data Management-> ‘Subject Master’—> Click ‘Subject Category’—> Click ‘Add
Subject Category’, as shown in Figure 90

Help v | A Mchan | Logout | eCffice Portal

Add Subject Category

% Deseription

2 Created By 2 Created 0 % IsActiv Action
n e
Q,Search Name Q, Search Description Q Search Created By
1 Commen Office Services Commeon Office Services

[ Assignment
3 Wigilance Vigilance

@ Assignment

First Previous n Mext Last

Showing 1 to 2 of 2 records (filtered from 54 total records)

Figure 90

2. Enter theSubject Category Name and Code then click Save button, as shown in the below Figure
91

Subject Category

Mame™ |F‘.TI

Right to Infnrm:.t-inm.l
Description:

Is Active
e
Figure 91

Note:

Subject Category once Added cannot be deleted, only it can be made Active or Inactive using edit
feature.

Edit Existing Subject Category:

For editing status of existing Subject Category, perform the following Steps:

1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Subject Category’—>Click on
‘Edit’ icon, seeFigure 92
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Help + | A. Mchan | Logout | eOffice Portal

Subject Category List

(L) These values identify the category of the DAK/LETTERS/TAPALs or FILE(s) during diarization & creation of File(s) respectively.

1 Common Cffice Senvices
2 Vigilance

Showing 1 to 2 of 2 records (filtered from 54 total records)

Commeon Office Services

Vigilance

SMNo 2 Name % Description % Created By 2 Created O % IsActiv Action
n e
Q, Search Name Q, Search Description Q, Search Created By

assianment

@ Assignment

Firs

Previous | [ (e | Lot

Figure 92

2. Check/Uncheck ‘Is Active’ checkbox to make Subject Category active or Inactive, see Figure 93

Subject Category

Mame®: [Common Office Services

Common Office Jervices

Desoription:
Is Active
=3
|
Figure 93

Note:
= Subject Categorycan’t be edited only it can be made active or Inactive.

Assign Subject Category:

For Assigning existing Subject Categoryto other Departments within same eOffice Instance, perform the
following Steps:

1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Subject Category’—>Click on
‘Assignment’ link, see Figure 94
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% | Diay

Communication Detail Master

Subject Category List

k These values identify the category of the DAKs/LETTER=/TAPALz or FILE(z) duning disnzation & creation of File(z) rezpectively.
SHo 2 Hame

% Description

% Created By 2 Created O % IsActiv Action
n e
Q, search Name Q. Search Description Q, search Created By
1 Commaon Office Services

Comman Office Services %] Assignment
2 Wigilanoce Vigilance

Showing 1 to 2 of 2 records (filtered from 54 total records)

@ Assignment

Fist || Previous | [} (e | [ Lot

Figure 94

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 95

Help v | A. Mohan | Logout | eOffice Portsl
Subject Master eads Master +

Miscellaneous

Subject Category: Common Office Semvices

| Available Departments | Assigned Departments |
|Sear\:h Available

SOFTWARE DEVELOPME and TRAINING CENTRE

Status: Active

|Seaw ch Selected

NAGPUR
E-Sign Division

Ministry of Communication & Information Technology

MD-NICSI

National centre for eGovernance Standards Technology (NeST)

National Informatics Centre

t\

e

Figure 95
Note:

Only active Subject Category can be assigned to available departments.

Copyright © NIC, 2020

60



A DIGITAL WORK MLACE SCLUTION

Subject Sub Category

e This facilitates the Super Admin to View, Search, Add, Edit and Assignthe Meta data values

populating through ‘Subject Sub Category’ dropdown field in ‘Receipt Diary’ and ‘File Creation’
page of File Management System.

e Further classification of category for DAKS/LETTERs/TAPALSs of FILE(s) during Diarization&
creation of File(s) respectively.

View Subject Sub Category:

To view the Subject Sub Category, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’—> Click ‘SubjectSub Category’, as
shown inFigure 96

e@ffice Master Data Management

DIGITAL WORILACE SOLUTION. Help v | A Mohan | Logout | eOffice Portal

Diary Master Communication Detail Master Subjec H Record Room Master Miscellaneous

',o‘) a Subject Sub-Category ‘, ) ) . ‘r' \. )
‘&’ Diary Master )/ Communication Detail Master W&’ Subject Master
Cal Mapping i
» Language » Ministry / Apex Body » Subject Category
» Delivery Mode » Department / Attached Office » Subject Sub-Category
» Forms of Communications » Attached Office / Sub » Category Mapping
Office/Others
- VIP
» Counti
» Draft Nature i
» Stat
» Draft Prefix ae
» City

s

Draft Reply Type

Figure 96

2. As aresult Subject Sub Category List appears as shown inFigure 97

e@fflce Master Data M

Help v | A. Mchan | Logout | eCffice Portal

Communication Detail Master Subject Master File Heads Master =

Subject Sub-Category List Add Subject Sub-Category

(L) Futher classifetion of category for DAKS/LETTERS/TAPALS of FILE(s) during diarization & creation of File(s] respectively.

Sho % Name % Description % Subject Category Name £ Created By % Created O % IsActiv Action
n e
Q. search Name @, Search Description [ @ search Subject Category Na [ @ Search Created By
1 Allowances Allowances Establishment % Assignment
2 Cssual leave (including specis! leave) Casual leave (including specisl leave) Establishment B Assignment
2 Confidential/assessment report Confidential/assessment report Establishment = Assignment
4 Crestion and Classification OF Posts Crestion and Classification OF Posts Establishment B Assignment
Delegstion of powers Delegstion of powsrs Establishment ® Assignment

Figure 97

Search Subject Sub Category:
To search the Subject Sub Category, perform the following Steps:
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1. Login to Master Data Management - Go to ‘Subject Master’—> Click ‘Subject Sub
Category’ > Enter the text which needs to be searched in ‘Search’ text box, seeFigure 98

Master Data Management

Help w | A. Mohan | Logout | eCffice Fortal

£ 4 Diary Master - Communication Detail Master Subject Master File Heads Master Record Room Master - Miscellaneous

Subject Sub-Category List Add Subject Sub-Category

(L) Futher classifcation of category for DAKSALETTER/TAPALS of FILE(s) during diarization & creation of File(s) respectively

SNo % Mame 2 Description 2 Subject Category Name 2 Created By S Created 0 2 IsActiv Action
n e
Q Search Name Q, Search Description [ @ search Subject Category Na| [ & Search Created By
1 Allowances Allowances Establishment % Assignment
2 Casual leave (including special leave) Casual leave (including special leave) Establishment ® Assignment
3 Confidential/assessment report Confidential/assessment report Establishment @ Assignment
4 Creation end Classificstion OFf Posts Creation end Classification OF Posts Establishment B Assignment
Delegation of powers Delegation of powers Establishment

% Assignment

Figure 98

Add New Subject Sub Category:

For adding a new Subject Sub Category, perform the following Steps:

1. Login to Master Data Management-> ‘Subject Master’—> Click ‘Subject Sub Category’—> Click
‘Add Subject Sub Category’, as shown in Figure 99

Master Data Management

Help w | A. Mohan | Logout | eCffice Fortal

£ 4 Diary Master - Communication Detail Master Subject Master File Heads Master Record Room Master - Miscellaneous

Subject Sub-Category List Add Subject Sub-Category |IQ establish I

(L) Futher classifcation of category for DAKSALETTER/TAPALS of FILE(s) during diarization & creation of File(s) respectively

SHo 2 Hame = Description 2 Subject Category Name 2 Created By 2 Created O 2 IsActiv Action
n e
Q. Search Name Q, Search Description [ @ search Subject Category Na| [ & Search Created By
1 Allowances Allowances Establishment

> Assignment

2 Casual leave (including specisl leave) Casual leave (including special leave) Establishment ® Assignment

2 Configentialiassessment report Confidentialiassessment report Establishment B Assignment

4 Cresation and Classification OF Posts Creation and Classification Of Posts Establishment ® Accignment
Delegation of powers Delegation of powers Establishment

% Assignment

Figure 99

2. Select Subject Category then Enter theSubject Sub Category Name and Code then click Save
button, as shown in the below Figure 100
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Subject Category™ | Establishment e

Name™ [Medical Examination

Hedical Examination
Desaription:

Is Active

m

Figure 100

Note:

=  Subject Sub Category once Added cannot be deleted, only it can be made Active or Inactive using edit
feature.

Edit Existing Subject Category:
For editing status of existing Subject Category, perform the following Steps:

1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Subject Sub Category’—>Click on
‘Edit’ icon, seeFigure 101

e@fﬂ Master Data Management

Help w | A. Mohan | Logout | eCffice Portal

% Disry Master Communication Detail Master Subject Master File Heads Master

Miscellaneous

Subject Sub-Category List

Add Subject Sub-Category ©, establish

(L) Futher classifeation of category for DAKS/LETTER=/TAPALS of FILE(s) during disrization & creation of File(s) respectively.

S.No 2 Hame 2 Description % Subject Category Hame 2 Created By % Created O 2 IsActiv Action
n e
@ Search Name @ Search Description | @ Search Subject Category Ma ‘ Q Search Created By
1 Allowances Allowances Establishment Ass\gnmem
= Casual leave (including special leave) Casual leave (including special leave) Establishment @ Assignment
2} Confidential/sssessment repert Cenfidential/sssessment report Establishment B Assionment
4 Creation and Classification Of Pasts Creation and Classification Of Posts Establishment

@ Assignment

Delegation of powers Delegation of powars Establishment

Figure 101

% Assignment

2. Check/Uncheck ‘Is Active’ checkbox to make Subject Sub Category active or Inactive, see Figure
102
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Subject Sub-Category

Subject Categony™ | Establishment o
Hame™: |.I5J|DWEHCES
Allogwances

Desoription:

Is Active

Figure 102

Note:

= Subject Sub Categorycan’t be edited only it can be made active or Inactive.

Assign Subject Sub Category:

For Assigning existing Subject Sub Categoryto other Departments within same eOffice Instance, perform
the following Steps:

1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Subject Sub Category’—>Click on
‘Assignment’ link, see Figure 103

Master Data Management

Help w | A. Mohan | Logout | eOffice Portal

% Disry Master Communication Detail Master Subject Master File Heads Master R Miscellansous

Subject Sub-Category List Add Subject Sub-Gategory

(L) Futher classifcation of category for DAKS/LETTERS/TAPALS of FILE(s) during diarization & creation of File(s) respectively.

S.No 2 Hame “ Description 2 Subject Category Hame 2 Created By % Created O 2 IsActiv Action
n e
’W ,W | @ Search Subject Category Na ‘ Q Search Created By
1 Allowanoes Allowanoes Establishment 5 anment
= Casual leave (including special leave) Casual leave (including special leave) Establishment @ Assignment
3 Confidential/assessment report Confidential/assessment report Establishment @ Assignment
4 Creation and Classification Of Pasts Creation and Classification Of Posts Establishment @ Assignment
Delegation of pawers Delegation of pawers Establishment B Assignment

Figure 103

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 104
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Subject Sub-Category: Allowances Status: Active
| Available Departments | | Assigned Departments |
|Search Available |search selected
National Informatics Centre Ministry of Communication & Information Technology

MD-NICSI
National centre for eGovernance Standards Technology (NeST)

-

-

.
Figure 104
Note:

=  Only active Subject Sub Category can be assigned to available departments.

Category Mapping

e This facilitates the Super Admin to View, Search, Add, Editand Delete the Meta data values
populating through ‘Subject Categories &Subject Sub Category’ dropdown field in ‘Receipt Diary’
and ‘File Creation’ page of File Management System.

e Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs of
selected Department to provide customized view in eFile application.

View Category Mapping:
To view the Category Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’—> Click ‘Category Mapping’, as
shown inFigure 105
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Help v | A Mohan | Logout | eOffice Portal

7t Diary Master Communication Detail Master Subject Master » File Hez stel Record Room N llaneous

'Vo“. Subject Sub-Category “, s : { % \, R
DA Diary Master Y Communication Detail Master R " 4 Subject Master
Category Mapping =
» Language » Ministry / Apex Body » Subject Category
» Delivery Mode » Department / Attached Office » Subject Sub-Category
» Forms of Communications » Attached Office / Sub » Category Mapping
Office/Others
» VIP
» Count
» Draft Nature e
» St
» Draft Prefix SEL
» City

¥

Draft Reply Type

Figure 105

2. As aresult Category MappingList appears as shown inFigure 106

Help = | A Mohan | Logout | eOffice Portal

Category Mapping List Add Category Mapping |o searcn ||
K; Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs to provide customized view in efFile application.
S.No % Organization Unit % Subject Category Action

1 AADHAR ENABLED AUTHENTICATION DIVISION [~ selected Subject Category — ~] & 0

2 AADHAR ENABLED BIOMETRIC ATTENDANCE SYSTEM [~ selected Subject Category — ~] ® O

3 ACCOUNTS INFORMATICS DIVISION [ selected Subject Category — ~] ® O

4 Administration,General Coordination Section,Protocol & Public Relations. |— Selected Subject Category - . ‘ @ (8]

5 ADMINISTRATION-! |- selected Subject Category — v] ® 0

6 ADMINISTRATION-I [ selected subject Category — ~] B 0

7 ADMINISTRATION-I [~ selected Subject Category — ~] & 0

8 Administrative Reforms and Public Grievances [~ selected Subject Category — V] ® 0

Figure 106

Search Category Mapping:
To search the Category Mapping, perform the following Steps:

1. Login to Master Data Management - Go to ‘Subject Master’—> Click ‘Category
Mapping’->Enter the text which needs to be searched in ‘Search’ text box, seeFigure 107
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cOnce »

A HGITAL WORFILAGE BOLLTION

Help = | A Mohan | Logout | eOffice Portal
[y 3 Diary Maste e 5

Category Mapping List

Add Category Mapping || Q, projects 1 |

() Mapping of available Subject Categories & Sub-Categories with identified OUS or Group of OUs to provide customized view in eFile application.
S.No % Organization Unit

% Subject Category Action
Commerce, DGFT, DGS&D, SFI0, CIPA, NHRC, ePrisons and eVisitor Projects, Human Resource Development, e-counseling

[ = selected Subject Category —

1

] B 0O
2 Health Projects (CGHS, NHPS, RCH, MCTS, RSBY, DBT- Health) |— Selected Subject Category — v| B O
3 PAID PROJECTS PURCHASE SECTION [~ selected Subject Category — v] ® O

Showing 1 to 3 of 3 records (filtered from 1,403 total records)

First Previous n Next Last

Figure 107
Note:

Mapped Subject Category can be viewed in ‘Selected Subject Category’ dropdown adjacent to
Organization Unit.

Add New Category Mapping:

For adding a new Category Mapping, perform the following Steps:

1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Category Mapping’—> Click

‘AddCategory Mapping’, as shown in Figure 108
eUTTlce Master Data Management

A TAL WIORRILAGE SOLLITION.

Help + | A Mohan | Logout | eOffice Portal

Ly ] Diary Master Communication Detail Master

Subject Master File Heads Master Record Room Master Wizcellaneous

Category Mapping List

| Add Category Mapping |IQ projects l

K; Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs to provide customized view in eFile application
S.No % Organization Unit

% Subject Category Action
Commerce, DGFT, DGS&D, SFI0, CIPA, NHRC, ePrisons and eVisitor Projects, Human Resource Development, e-counseling

|— Selected Subject Category —

1

«] B 0
2 Health Projects (CGHS, NHPS, RCH, MCTS, RSBY, DBT- Healtn) [ selected Subject Category — v| B 0O
3 PAID PROJECTS PURCHASE SECTION [ selected Subject Category — V] B O

Showing 1 to 3 of 3 records (filtered from 1,403 total records)

First Previous n Next Last

Figure 108

2. Select name of Department from drop down list and name of Organization Unit from the
respective department as shown in Figure 109
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Data Management

Help =+ | A. Mohan | Legout | eOffice Portal

Communication Detail I

Category Mapping

Department*: MD-NICSI ~

Organization Unit': | jinics) @ MD-NICSI
DGM{MR)-NICSI DGM(GK}-MICS!

DGMRCH-NICSI DGMKMS-NICS]

DGMVB)-NICSI
DGMVKS)-NICSI
GM{AVAHNICS]

t©

GM{SKHNICSI
MD-NICSI

MGR{KNT)-NICSI
MGR{MKN)-NICSI
MGR(PRPINICS!

MGRISPI-NICS! v

Category™: asr

Common Office Services

Figure 109

3. Select Category and the correspondingSub Category and Click Save to save the Category
Mapping for selected Organization Unit as shown in Figure 110

Category™: asr
Common Office Services
Establishment
Finance, Budget, Cash and Accounts
General
Hindfi
Hindi Teaching Scheme
FProgressive use of Hindi in government offices
0J; Translation into Hindi;
[] Parliament
[J Projects
> [] Public Relations
> [ Technical
[ testt
[] Training
> [ Vigilance

ROO=QpO

[

Figure 110
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Edit Existing Category Mapping:

=>@ffice

To modify the existingCategory Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’> Go to ‘Category
Mapping’->Click on ‘Edit’ icon, see Figure 111

eolnce

A A TAL PIORMILAGE SOLUTION

M Dian

. Mohan | Logout | eOffice Portal

Category Mapping List

Add Category Mapping IQ projects

(L) Mapping o available Subject Categories & Sub-Categories with identified OUs or Group of OUs o provide customized view in eFile application.

Showing 1 to 3 of 3 records (filtered from 1,403 total records)

S.Ho % Organization Unit % Subject Category Action
1 Commerce, DGFT, DGS&0, SFI0, CIPA, NHRC, ePrisons and eVisitor Projects, Human Resource Development, e-counseling |— Selected Subject Category — vl D
2 Health Projects (CGHS, NHPS, RCH, MCTS, RSBY, DBT- Health) |— Selected Subject Category — v| B O
3 PAID PROJECTS PURCHASE SECTION [ selected Subject Category — v ® 0

First Previous n Next || Last

Figure 111

2. Edit the Category using checkbox asper requirement and click on Save button, See Figure 112

Category Mapping

Department:
Organization Unit:

Category™

NIC

AADHAR ENABLED AUTHENTICATION DIVISION

[0 Aa

[ asr

[]cc

["] Common Office Services
[ Establishment

[] Finance, Budget, Cash and Accounts
[ General

[ gopaksample-main-category
[ Goa

[ G-QA-Sub-Category

[] g-subject-category

[] Happy
lindi

‘d.f Teaching Scheme
Progressive use of Hindi in government offices
Transiation into Hindi

I ni S e

[ naveen kushwahal

[ New Category

[ Parlament

Projects

Public Relations

[7) Szhoo

[ satru_Subject category
[ Technical
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Delete Existing Category Mapping:
To delete the existing Category Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’> Go to ‘Category
Mapping’—>Click on ‘Delete’ icon, see Figure 113

G er Master Data Ma me o T D] o

Communication Detai

Category Mapping List Add Category Mapping I Q, projects ]

(L) Mapping of available Subject Categories & Sub-Categories with identified QUS or Group of OUs to provide customized view in eFile application.
‘ S.Ho % Organization Unit % Subject Category Action

1 Commerce, DGFT, DGS&0, SFI0, CIPA, NHRC, ePrisons and eVisitor Projects, Human Resource Development, e-counseling |— Selected Subject Category — vl @El

z Health Projects (CGHS, NHPS, RCH, MCTS, RSBY, DBT- Heath) [~ selected Subject Category — ~] ® 0

3 PAID PROJECTS PURCHASE SECTION [~ selected Subject Category — v ® O
Showing 1 to 3 of 3 records (filtered from 1,403 total records) =t [Pevious n Next | [ Last

Figure 113

2. Click OK in confirmation popup to delete the Category Mapping, see Figure 114

Are you sure, want to delete it 77

Figure 114
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File Heads Master

File Heads Master includes the following links which contains the Meta data to be used at user level.

+ Basic Head ¢ Primary Head
% Secondary Head % Tertiary Head
+ File Code + Retention Category

% File-Head Mapping

Basic Head

e By using this link Super Admin canView, Search, Add, Edit and Assignthe Basic Head.
e Functional Heads related to main functions of the organization.

View Basic Head:

To view the Basic Head, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘Basic Head’, as shown

inFigure 115
".u Master Data Management Help v | A Mohan | Logout | eOfiice Portal
1,3 Diary Master Communication Detail Master S Maste File Heads Master v Record Room Master Miscellaneous
Basic Head
46‘; { Pr ead v”-\l
S¥’ Diary Master J htion Detail Master &Y’ Subject Master
S ary Head -
» Language = = bx Body » Subject Category
» Delivery Mode Attached Office » Subject Sub-Category
Fil
» Forms of Communications e/ Sub » Category Mapping
» VIP Reten! gory
» Draft Nature File-Head Mapping
» State
» Draft Prefix
» City
» Draft Reply Type
Figure 115

2. Asaresult Basic HeadList appears as shown inFigure 116
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eOffice

Help v | A. Mohan | Logout | eOffice Portsl

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

() Functional Hesds relsted to main functions of the organization.

S.No 4 Subject 4 Code 4 Created By 4 Created 0 2 IsActiv Action
n e
Q Search Code |  Search Created By
1 Common Office Services D ® Assignment
2 Vigilance c

B Assignment

Showing 1 to 2 of 2 records (filtered from 28 total records)

Figure 116

Search Basic Head:

To search the Basic Head, perform the following Steps:

1. Login to Master Data Management - Go to ‘File Heads Master’—> Click ‘Basic Head’—> Enter
the text which needs to be searched in ‘Search’ text box, seeFigure 117

e@fﬂce Master Data Management

Help v | A. Mohan | Logout | eOffice Portsl

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

(D Functiona! Heads related to main functions of the organization.

S.No % Subject 4 Code 4 Created By $Created 0 3 IsActiv Action
n e
[ Search Code ] [search Created By
1 Common Office Services ) ® Assignment
2 Vigilance c B Assignment
Showing 1 to 2 of 2 records (filtered from 28 total records) First || Previous Next | | Last

Figure 117

Add New Basic Head:

For adding a new Basic Head, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Basic Head’> Click ‘Add
Basic Head’, as shown in Figure 118
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Help v | A. Mohan | Logout | eOffice Portsl

Basic Head List Q v
() Functional Hesds relsted to main functions of the organization.

S.No 4 Subject 4 Code 4 Created By $Created 0 % IsActiv Action

n e
| @ search Subject [QSearch Code | @ Search Created By

1 Common Office Services D ® Assignment

2 Vigilance c B Assignment

Showing 1 to 2 of 2 records (filtered from 28 total records) bt omvom Next | | Last

.
Figure 118

2. Enter theBasic Head Name and Code then click Save button, as shown in the below Figure 119

Subject™ |Es13bli5hment

Code™: |.I5.|
Is Active
=
Figure 119

Note:
Basic Head once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Basic Head:

For editing status of existing Basic Head, perform the following Steps:
1. Login to Master Data Management—> ‘File HeadsMaster’—> Click ‘Basic Head’—>Click on ‘Edit’

icon, seeFigure 120

73
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Help v | A. Mohan | Logout | eOffice Portsl

() Functional Hesds relsted to main functions of the organization.
S.No % Subject 4 Code 4 Created By $Created 0 % IsActiv Action
n e
E’xi&-av ch Subject E Search Code ] \ﬁQ Search Created By

1 Common Office Services D @Assignmm

2 Vigilance c B Assignment
Showing 1 to 2 of 2 records (filtered from 28 total records) bt omvom Next | | Last

.
Figure 120

2. Check/Uncheck ‘Is Active’ checkbox to make Basic Head active or Inactive, see Figure 121

Subject®: |Cummur1 Office Services

Code™ |D
Is Active
=3
Figure 121

Note:

= Basic HeadName can’t be edited only it can be made active or Inactive.

Assign Basic Head:

For Assigning existing Basic Headto other Departments within same eOffice Instance, perform the
following Steps:

1. Login to Master Data Management—> ‘File HeadsMaster’—> Click ‘Basic Head’—>Click on
‘Assignment’ link, see Figure 122
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Help v | A. Mohan | Logout | eOffice Portsl

Basic Head List

() Functional Hesds relsted to main functions of the organization.
SNo 4 Subject 4 Code 4Created 0 % IsActiv Action
n e

\?’\ Sear

Q search Code

Common Office Services D

2 Vigilance C

Showing 1 to 2 of 2 records (filtered from 28 total records)

Figure 122

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 123

Help v | A. Mohsn | Logout | eOffice Portal

n Detail Master

Basic Head: Common Office Semices Status: Active

|Avai|ab|e Departments | | Assigned Departments |

‘Seav ch Available |I= cted
SOFTWARE DEVELOPME and TRAINING CENTRE , NAGPUR Ministry of Communication & Information Technology
E-Sign Division MD-NICSI
National centre for eGovernance Standards Technology (NeST)

National Informatics Centre

\

Figure 123

Note:

Only active Basic Head can be assigned to available departments.
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Primary Head

e By using this link Super Admin canView, Search, Add, Edit and Assignthe Primary Head.
e Activity Heads related to the activities of each functional heads.

View Primary Head:
To view the Primary Head, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘Primary Head’, as
shown inFigure 124

Help v | A.Mohan | Logout | eOffice Portal

[y g Diary Master Communication Detail Master Subject Master File Heads Master « Record Room Master Miscellaneous
Basic Head
-~ S,
tlo‘b = i Pr ead 5 = 1' ) .
4 Diary Master \ htion Detail Master = 4 Subject Master
c ead
» Language = bx Body » Subject Category
ertiary Head
» Delivery Mode Attached Office » Subject Sub-Category
File Code
» Forms of Communications e / Sub » Category Mapping
» VIP Reten' Cai ry
» Draft Nature File-Head Mapping
» State
» Draft Prefix
» City
» Draft Reply Type

Figure 124

2. As aresult Primary HeadList appears as shown inFigure 125

,., Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellanecus

:,‘ Activity Heads related to the activities of each functienal heads.

5No % Subject 2 Code % Basic Head 2 Created By 2 Created O 2 IsActiv Action
n e
Q Search Subject [ @ search Code [ @ search Basic Head [ @ Search Created By
1 Accommadation 11 Comman Office Services ® pssignment
2 Accounts and sudit 25 Finance, Budgst, Cash and Accounts ® Acsignment
2 Administrative approval and technical sanction 28 Finance, Budget, Gash and Accounts ® pcsignment
4 Advances 26 Finance, Budget, Cash and Accounts B Assignment

Allowances 14 Finance, Budgat, Cash and Accounts B Assignment

Figure 125

Search Primary Head:

To search the Primary Head, perform the following Steps:
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1. Login to Master Data Management - Go to ‘File Heads Master’—> Click ‘Primary
Head’—> Enter the text which needs to be searched in ‘Search’ text box, seeFigure 126

e@fﬁce Master Data Management

Help v | A Mchan | Logout | =Office Partal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellanecus

'\‘ Activity Heads related to the activities of each functienal heads.

SMNo % Subject % Code % Basic Head % Created By S Created 0 % IsActiv Action
n e
Q Search Subject [ @ search Code [ ® search Basic Head [ & Search Created By
1 Accommedstion 11 Comman Cffice Services B pssignment
2 Accounts and audit 25 Finance, Budget, Cash and Accounts @ Assignment
3 Administrative approval and technical sanction 28 Finance, Budget, Cash and Accounts 3 Assignment
4 Advances 26 Finance. Budgst. Cash and Accounts B Assignment
Allowances 14 Finance, Budget, Cash and Accounts B Assignment

Figure 126
Add New Primary Head:
For adding a new Primary Head, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Primary Head’—> Click
‘AddPrimary Head’, as shown in Figure 127

Master Data Management

Help w | A. Mohan | Logout | eOffice Portal

% Diery Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellanecus

primary Hezd List EER—

; Activity Heads related to the activities of each functienal heads.

SNo = Subject = Code 2 Basic Head 2 Created By 2 Created 0 2 IsActiv Action
n e
Q Search Subject | Q,search Code | Q, Search Basic Head ‘ Q, Search Created By
1 Accommodation 11 Common Office Services & Assignment

2 Accounts and sudit 25 Finance, Budgst, Cash snd Accounts B Assignment
2 Administrative approval snd technical sencticn 28 Finance, Budgst, Cash snd Accounts B Assignment
4 Advences 26 Finance, Budget, Cash and Accounts B Assignment
5 Allowances 14 Finance, Budget, Cash and Accounts & pssignment

Figure 127

2. Select Basic head from drop down list and Enter the Primary Head ‘Subject’ and ‘Code’ then click
on Save button, as shown in Figure 128
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Basic Head™ |Es13blishment (A) o
Subject™ |F‘.e-:rui1ment
Code™ |15

Is Active

Figure 128

Note:

= Primary Head once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Primary Head:

For editing status of existing Primary Head, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Primary Head’ > Click on
‘Edit’ icon, seeFigure 129

Help v | A. Mchan | Logout | =Office Partal

Communication Detail Master Subject Master File Heads Master ¥ com Master Miscellanecus

L Activity Heads related to the activities of each functienal heads.

SMNo % Subject % Code % Basic Head % Created By S Created 0 % IsActiv Action
n e
Q Search Subject [ @ search Code [ ® search Basic Head [ & Search Created By
1 Accommaodation 11 Commeon Office Services Assignment
2 Accounts and audit 25 Finance, Budget, Cash and Accounts @ Assignment

2 Administrative approval and technical sanction 28 Finance, Budgst, Cash and Accounts B Assignment
4 Advances 28 Finance, Budgst, Cash and Accounts B nssignment
Allowances 14 Finance, Budgst, Cash and Accounts ® pcsignment

Figure 129

2. Check/Uncheck ‘Is Active’ checkbox to make Primary Head active or Inactive, see Figure 130
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Basic Head™ |Cnmmnn Office Services (D) e
Subject™ |.ﬁ.ccommudati0r1
Code®: |ll

Is Active

Figure 130

Note:

= Primary HeadName can’t be edited only it can be made active or Inactive.

Assign Primary Head:

For Assigning existing Primary Headto other Departments within same eOffice Instance, perform the
following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Primary Head’ > Click on
‘Assignment’ link, see Figure 131

eOff. e Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellanecus

'\‘ Activity Heads related to the activities of each functienal heads.

5No % Subject 2 Code % Basic Head 2 Created By 2 Created O 2 IsActiv Action
n e
Q Search Subject [ @ search Code [ @ search Basic Head [ @ Search Created By

1 Accommadation 11 Comman Office Services B qnment
2 Accounts and sudit 25 Finance, Budgst, Cash and Accounts ® Acsignment
2 Administrative approval and technical sanction 28 Finance, Budget, Gash and Accounts ® pcsignment
4 Advances 26 Finance, Budget, Cash and Accounts B Assignment

Allowances 14 Finance, Budget, Cash and Accounts @ Assignment

Figure 131

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 132
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Help v | A. Mohan | Logout | eOffice Portsl

etail Master

Primary Head: Accommodation Status: Active
Available Departments I Assigned Departments |
lSe-arr:h Available [Sea Selected
MD-NICSI Ministry of Communication & Information Technology
National Informatics Centre National centre for eGovernance Standards Technology (NeST)

\

Figure 132

Note:

= Only active Primary Head can be assigned to available departments.
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Secondary Head

e By using this link Super Admin canView, Search, Add, Edit and Assignthe Secondary Head.
e Aspect or Operation Heads related to aspects of operations involved in each activity heads.

View Secondary Head:
To view the Secondary Head, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘Secondary Head’, as
shown inFigure 133

e@ffice Master Data Management

IO WORPAAGE SOLUTION Help v | A. Mohan | Logout | eOffice Portal

Diary Master Communication Detail Master Subject Master File Heads Master » Record Room Master Miscellaneous

.'o‘, ~ f{ Primary Head ~ _ ." “, R
¥’ Diary Master | htion Detail Master &Y’ Subject Master
Secondary Head =
» Language _ bx Body » Subject Category
‘ertiary Head
» Delivery Mode Attached Office » Subject Sub-Category
File Code
» Forms of Communications - e / Sub » Category Mapping
» VIP Ref Category
» Draft Nature File-Head Mapping
» Draft Prefix 2 i
» City

Draft Reply Type

Figure 133

2. As aresult Secondary HeadList appears as shown inFigure 134

4., Master Data Management

Help w | A. Mohan | Logout | eOffice Portal

f  Diary Master - Communication Detail Master Subject Master File Heads Master ~ Record Room Master Miscellaneous -

Secondary Head List Add Secondary Head

:; Theze values sre uzed to categornize the incoming DAK=/TAPAL 2/ ETTERe at the time of dianzstion or crestion of DFAz a2 per their classified nature.

S.Mo + Subject % Code % Primary Head + Basic Head % Created By % Created 0 % IsActiv Action
n e

Q, Search Subject Q. Search Code [ 2 search Primary Head [ '@ 5earch Basic Head [‘@ search Created By

Finance, Budget, Cash and Accou

1 Acceptance of oedits/debits 3z Payments and recoveries o % assignment

Acceptanceltransfer of gifts received by officials of the

2 e 14 Gifts Public Relstions B Assignment
R State Specific Msjor =GOV Proje |

2 Accounts 1 T ! 1= Projects B Assionment

n e S — o . N Finance, Budget, Cash and Accou & A
Acgounts dassification apening of new heads Acgounts and audi o Assiqnment

Acquisition/ purchase of building/ land for official use 28 Accommaodation Commeon Office Services g Assignment

Figure 134

Search Secondary Head:

To search the Secondary Head, perform the following Steps:
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1. Login to Master Data Management - Go to ‘File Heads Master’—> Click ‘Secondary
Head’—> Enter the text which needs to be searched in ‘Search’ text box, seeFigure 135

eofﬁce Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

Communicstion Detsil Master Subject Master File Heads Master Miscellaneous

Secondary Head List + | B

:,; These values are used to categornize the incoming DAK=TAPAL=/LETTER= at the time of dianzation or creation of DFAz &2 per their claszified nature.

5o + Subject % Code 4 Primary Head 4 Basic Head 4 Created By 4 Created 0 % IsActiv Action
n e

@ Search Subject [ @ search Code [ & search Primary Head [ @search Basic Head [ @ search created By

1 Acceptance of aedits/debits az Payments and recaveries :;‘5"*‘ Budgatieshisnd o B pssignment
R Acceptance/transfer of gifts received by officals of the _ ) ! )

< ministry/ department [ Gl BBl latione B Assignment
N o » State Specfic Major &GOV Proje | oy, CR——
4 Accounts clessificstion opening of new hesds 18 Accounts 2nd sudit :“:E”“ﬁ‘ Budget, Cash and Accou & Assionment

Acquisitien/ purchase of building/ land for official use 28 Accommodstion Common Office Services B Assionment

Figure 135

Add New Secondary Head:

For adding a new Secondary Head, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Secondary Head’—> Click
‘AddSecondary Head’, as shown in Figure 136

fﬁce Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

nicstion Detail Master s er e B oo = Miscellznecus

Secondary Head List

:,; These values are used to categornize the incoming DAK=TAPAL=/LETTER= at the time of dianzation or creation of DFAz &2 per their claszified nature.

5o + Subject % Code 4 Primary Head 4 Basic Head 4 Created By 4 Created 0 % IsActiv Action

@ Search Subject [ @ search Code [ @ search Primary Head [ @.search Basic Head [ @ search created By

1 Acceptance of aedits/debits az Payments and recaveries :;‘5"*‘ Budgatieshisnd o B pssignment
. Acceptance/transter of gifts received by officials of the ) )

< ministry/ department e £ BB CRSlabone] B Assionment
N o » State Specfic Major &GOV Proje | o, CR——
4 Accounts clessificstion opening of new hesds 18 Accounts 2nd sudit :“:E”“ﬁ‘ Budget, Cash and Accou & Assionment

Acquisition/ purchase of building/ land for officiel use 28 Accemmodstion Commen Office Services & Assignment

Figure 136

2. Select Basic head and corresponding Primary Head from drop down list and Enter the Secondary
Head ‘Subject’ and ‘Code’ then click on Save button, as shown in Figure 137

Copyright © NIC, 2020 8



Secondary Head

Basic Head™ |Es13b|ishment (A) e

Frimary Head™: | Medical examination (17) w
Subject™ [Medical Bills

Code® |18|

Is Active

Figure 137

Note:

= Basic Head once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Secondary Head:

For editing status of existing Secondary Head, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Secondary Head’—>Click on
‘Edit’ icon, seeFigure 138

, Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

Communicstion Detsil Master Subject Master File Heads Master ecord Room Master Miscellaneous

Secondary Head List

’\; These values are used to categornize the incoming DAK=TAPAL=/LETTER= at the time of dianzation or creation of DFAz &2 per their claszified nature.

5 HNo % Subject + Code % Primary Head %+ Basic Head %+ Created % Created O % IsActiv Action
- i - - L - - - -
n e

@ Search Subject [ @ search Code [ & search Primary Head [ @search Basic Head [ @ search created By

1 Acceptance of aedits/debits az Payments and recaveries :;‘5"*‘ Budgatieshisnd o Assignment

R Acceptance/transfer of gifts received by officals of the _ ) ! )

< ministry/ department [ Gl BBl latione B Assignment

N o » State Specfic Major &GOV Proje | oy, CR——

4 Accounts clessificstion opening of new hesds 18 Accounts 2nd sudit :“:E”“ﬁ‘ Budget, Cash and Accou & Assionment
Acquisition purchase of building/ land for officisl use 28 Accommedstion Commeon Office Services B pssionment

Figure 138

2. Check/Uncheck ‘Is Active’ checkbox to make Secondary Head active or Inactive, see Figure 139
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Secondary Head

BasicHead™ | Finance, Budget, Cash and Accounts (G) |+

Frimary Hesd™ | Payments and recoveries (27) w
Subject™ |.ﬁ.::cep13n::e of credits/debits
Code™ |32

Is Active

Figure 139

Note:

= Secondary HeadName can’t be edited only it can be made active or Inactive.

Assign Secondary Head:

For Assigning existing Secondary Headto other Departments within same eOffice Instance, perform the
following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Secondary Head’—> Click on
‘Assignment’ link, see Figure 140

e@ff. e Master Data Management

Help w | A. Mohan | Logout | eOffice Fortal

Communication Detail Master Subject Master = File Heads Master = Record Room Master Miscellanecus -

; Theze values are uzed fo categorize the incoming DAK=/TAPAL 2 ETTERz at the time of dianization or creation of DFAz a2 per their claszzified nature.

S.Mo + Subject % Code % Primary Head + Basic Head % Created By % Created 0 % IsActiv Action

Q, Search Subject Q. Search Code [e search Primary Head [ '@ 5earch Basic Head [ search Created By

— . Finance, Budget, Cash and Accou
1 Acceptance of cedits/debits a2 Payments and recoveries . g ® | Assignment

Acceptance/transfer of gifts received by officials of the - . " .
e o e 14 Gifts Fublic Relstions ] Assignment

. o » Sisi= Speciichisior =GOV Fioie. o, B Acciment
4 e oy =Tl (e tic e e i e i 12 Accounts and audit :;‘5"*‘ Budgatiestiasd o B pssignment
Acquisition/ purchase of building! lan for official uss 28 Asommedstion Commen Office Services B Assignment

Figure 140

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 141
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e@ffice Master Data Management
e

Help w | A. Mohan | Logout | eOffice Portal

Secondary Head: Acceptance of credits/debits

|Availab|e Departments I

|Searv:h Available

Status: Active

National Informatics Centre

Ministry of C 1 on & Tech

ology
MD-NICSI

National centre for eGovernance Standards Technology (NeST)

\Q

Figure 141

Note:

Only active Secondary Head can be assigned to available departments.

Tertiary Head

By using this link Super Admin canView, Search, Add, Edit and Assignthe Tertiary Head.
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e Factor Heads for factors to be taken into consideration relating to each of aspect or operation
heads.

View Tertiary Head:
To view the Tertiary Head, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘Tertiary Head’, as
shown inFigure 142

e@ffice Master Data Management

1t

Help v | A Mohan | Logout | eOffice Portal

Diary Master Communication Detail Master S ste File Heads Master = Record Room Master Miscellaneous

Basic Head

.o. ~ Primary Head ~ ~ ,” “, R
h Diary Master htion Detail Master R 4 Subject Master
Secondary Head =
» Langua bx Bod » Subject Catego
guage Tertiary Head b 4 U gory
» Delivery Mode Attached Office » Subject Sub-Category
File Code
» Forms of Communications e e / Sub » Category Mapping

» VIP

» Draft Nature

» Draft Prefix

» Draft Reply Type

Figure 142

2. As aresult Tertiary HeadList appears as shown inFigure 143

Master Data Management

Help + | A. Mohan | Logout | eCffice Portal

% | Diary Master Communication Detail Master - Subject Master File Heads Master - Record Room Master - Miscellaneous -

' Factor Heads for factors to be taken into conzideration relating to each of aspect or operation heads.

SMNo £ Subject % Code % Secondary Head £ Primary Head % Basic Head % Created By 4 Creat  2IsA Action

ed O ctiv.

n e

[ & search subject [ Search Code [ search Secondary Head ['a5earch Primary Head [ @ search Basic Head [ search Created By
1 Approvals " eCffice-MMP Centrally Sponsored Schemes | Frojedts % pssignment
2 Approvals " eOffice NIC Internal Projects Frojects B pssignment
3 Approvals 1 IntraGOV-FTS-OPA NIC Internal Projects Frojects = Assignment
4 Approvals 1 Open Technology Centre{OTC)  GCentrally Sponsored Schemes  Projects B pssignment
Showing 1 to 4 of 4 records (filtered from 152 total records) First || Previous n Mext | | Last

Figure 143

Search Tertiary Head:

To search the Tertiary Head, perform the following Steps:

1. Login to Master Data Management > Go to ‘File Heads Master’—> Click ‘Tertiary
Head’—>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 144
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fanagement

Communication Detail Master

Tertiary Head List

x Factor Heads for factors to be taken into conziderstion relsting to each of aspect or operstion heads.

5o 2+ Subject % Code % Secondary Head

% Primary Head

% Basie Head % Created By

ScCreat 3IsA Action
edO ctiv
n e

[ & Search subject [ search code [ search Secondary Head

1 Approvals 1 eCHice-MMF

2 Approvals 1 Office

2 Approvals 1 IntraGOV-FTS-ORA

2 Approvals 1 Open Technology Centre{OTC)

Showing 1 to 4 of 4 records (filtered from 152 total records)

[ @ search Primary Head
Centrelly Sponsored Schemes
NIC Internal Projects

NIG Internal Projects

Centrally Sponsored Schemes

[ @ Search Basic Head [ search created By
Projects
Projects

Projects

Projects

% Assignment
& pssignment
& Assignment

@ Assignment

First Previous n Mext Last

Figure 144

Add New Tertiary Head:

For adding a new Tertiary Head, perform the following Steps:

1. Login to Master Data Management-> ‘File Heads Master’—> Click ‘Tertiary Head’—> Click
‘AddTertiary Head’, as shown in Figure 145

e@fﬁce Master Data Management

Help v | A. Mchan | Logout | eCffice Portal

Communication Detail Master Subject Master File Heads Master =

d Room Master

Ee 3 Diary Master

Tertiary Head List

() Factor Heads for factors to be taken into consideration reisting fo each of sspect or operation heads.

S.MNo 4 Subject % Code 4 Secondary Head 4 Primary Head 4 Basic Head % Created By %Creat 21sA Action
ed O ctiv
n e

‘ Q,Search Subject | @, Search Code | Q. Search Secondary Head

1 Approvals 1" eOffice-MMP Centrally Sponsored Schemes Projects B‘ Assignment
2 Approvals 1 eOffice NIC Internal Projects Projects @ Assignment
3 Approvals 1" InaGOV-FTS-0OPA NIC Internal Projects Projects ’s Assignment
4 Approvals il Open Technology Centre{OTC)  Centrally Sponsored Schemes  Projedts B Assignment

Showing 1 to 4 of 4 records (filtered from 152 total records)

| Q.Search Primary Head

‘ @ Search Basic Head | Q, Search Created By

First || Previcus | [l [ nest | | Lot

Figure 145

2. Select Basic head and corresponding Primary Head and Secondary Head from drop down list and
Enter the Tertiary Head ‘Subject’ and ‘Code’ then click on Save button, as shown in Figure 146
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Tertiary Head

Basic Head™ |Establishment (A) w

Primary Head™ |A||I::H.I'-.'EI‘|IZES (27 o
Secondary Head™ |DLA., H.R.A, and C.C.A, (14) o

Subject™ |HF‘..¢'.

Code™: |11|

Is Active

E

Figure 146

Note:

= Tertiary Head once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Tertiary Head:

For editing status of existing Tertiary Head, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Tertiary Head’—> Click on
‘Edit’ icon, seeFigure 147

Help » | A. Mohan | Logout | eOffice Portal

ft  Diary Master Communication Detail Master Subject Master

() Factor Heads for factors o be taken into considerstion relsting to esch of sspect or operstion heads.

5No 2 Subject = Code 2 Secondary Head 2 Primary Head 2 Basic Head = Created By 2Creat  =1sA Action

ed O otiv.

n e

[ search subject [ search Code [ search Secondary Head ['a.5earch Primary Head [ & search Basic Head [ search created By
1 Approvals 1 elffice-MMP Centrally Sponsored Schemes Frojects fssignment
2 Approvals " eOffice NIC Internal Projects Frojects B pssignment
3 Approvals 1 IntraGOV-FTS-OPA NIC Internal Projects Projects -3 Assignment
4 Approvals 1 Open Technology Centre(OTC)  Centrally Sponsored Schemes  Projedts ® Assignment
Showing 1 to 4 of 4 records (filtered from 152 total records) First | [ Previous n Mext | [ Last

Figure 147

2. Check/Uncheck ‘Is Active’ checkbox to make Tertiary Head active or Inactive, see Figure 148
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Tertiary Head

Basic Head™ |Prujects {F e

Primary Head™ |Cer1trally Sponsored Schemes (11) w

Secondany Hesd™ |eOffice-MMP (11) o
Subject™ |Appmuals

Code™ |11

Is Active

Figure 148

Note:

= Tertiary HeadName can’t be edited only it can be made active or Inactive.

Assign Tertiary Head:

For Assigning existing Tertiary Headto other Departments within same eOffice Instance, perform the
following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Tertiary Head’—> Click on
‘Assignment’ link, see Figure 149

Help v | A. Mchan | Logout | eOffice Portal

Diary Master Communication Detail Master Subject Master File Heads Master

() Factor Heads for factors to be taken into consideration relsting fo each of sspect or operation heads.

S.o 3+ Subject 3 Code % Secondary Head % Primary Head 4 Basic Head 4+ Created By SCreat  3IsA Action

ed O ofiv

n e

Q Search Subject Q Search Code Q. Search Secondary Head Q.5earch Primary Head Q Search Basic Head Q Search Created By
1 Approvals m =Office-MMP Cenrally Sponserad Schemes  Projects % | Assignment
2 Approvals m eOffice NIC Internal Projects Projects % Assignment
3 Approvals M IntraGOV-FTS-OFA NIC Internal Frojects Frojects & Assignment
4 Approvals " Open Technology Centre{OTC)  Centrally Sponscred Schemes  Frojeds B Assignment
Showing 1 to 4 of 4 records (filtered from 152 total records) = | === n e (=
Figure 149

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click Save, see Figure 150
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@fflce Master [ eme Help v | A. Mohan | Logout | eOffice Portal

Tertiary Head: Approvals Status: Active

|Avai|ab|e Departments |

[search Available

National Informatics Centre

Ministry of Communication & Information Technology

MD-NICSI

National centre for eGovernance Standards Technology (NeST)

t\

Figure 150

Note:
*  Only active Tertiary Head can be assigned to available departments.

File Code

e By using this link Super Admin canView, Search, Add and Editthe File Code.
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e Abbreviated Code for the Section pertaining to the File-Creation.
View File Code:
To view the File Code, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘File Code’, as shown
inFigure 151

e Master Data Management

Help + | A Mohan | Logout | eOffice Portal

Communication Detail Master ste File Heads Master » Record Room Master Miscellaneous

Basic Head

,'o‘, ~ Primary Head _ B "’ “, ~
Sy’ Diary Master ption Detail Master =4 Subject Master

» Language Ex Body » Subject Category

Attached Office » Subject Sub-Category

Tertiary Head

Delivery Mode
File Code

3

Forms of Communications

» VIP

e/ Sub » Category Mapping

¥

Draft Nature
Draft Prefix

¥

¥

Draft Reply Type

Figure 151

2. As aresult File Code List appears as shown inFigure 152

Master Data M

ORGH AL WORKPLACE 36 Help v | A. Mchan | Logout | eOffice Portal

munication Detail Master Subject Master File Heads Master

\s’ Abbreviated Code for the Section pertaining to the File-Creation

S.No < Global Organization Unit $ Organization Unit & File Code $ IsActiv Action
e
(aéear ch Org
1 National Informatics Centre ADMINISTRATION-I ADMIN-I @
2 National Informatics Centre ADMINISTRATION-II ADMIN-II @
o
Figure 152

Search File Code:

To search the File Code, perform the following Steps:

1. Login to Master Data Management - Go to ‘File Heads Master’—> Click ‘File Code’—>Enter the
text which needs to be searched in ‘Search’ text box, seeFigure 153
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Help v | A. Mohan | Logout | eOffice Portal

recoe L - e—

() Abbreviated Code for the Section pertaining to the File-Creation

| sho £ Global Organization Unit £ Organization Unit 4 File Code 2 IsActiv Action
e
| A se: | Organization L !-Q‘Eearch Organiz | @ Search File Code
1 National Informatics Centre ADMINISTRATION-| ADMIN- ®
2 National Informatics Centre ADMINISTRATION-II ADMIN-II E}

Figure 153

Add New File Code:

For adding a new File Code, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘File Code’-> Click ‘AddFile
Code’, as shown in Figure 154

e@ffice Master Data Management
P

Help v | A. Mohan | Logout | eOffice Portal

File Code List

(D) Abbreviated Code for the Section pertaining to the File-Creation.

| sho 4 Global Organization Unit 4 Organization Unit 4 File Code 2 IsActiv Action
e
[ search Global Organization L [ Search Organization Unit [@'Search File Code
1 National Informatics Centre ADMINISTRATION-| ADMIN-I @
2 National Informatics Centre ADMINISTRATION-II ADMIN-II @

Figure 154

2. SelectOrganizationand corresponding Organization Unitto which File Code needs to be assigned,
enter the File code then click on Save button, as shown in Figure 155

File Code

Global Crganization™ |MD-NICSI Y
Organization Unit®: |MD—NICSI ot
File Code® WAdmin-11]

Is Active

m

Figure 155
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Note:

= File Code once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing File Code:

For editing status of existing File Code, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘File Code’ > Click on ‘Edit’
icon, seeFigure 156

Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

nication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

(D) Abbreviated Code for the Section pertaining to the File-Creation.

| sho 4 Global Organization Unit 4 Organization Unit 4 File Code 2 IsActiv Action
e
[ Search Organization Unit [@'Search File Code
1 National Informatics Centre ADMINISTRATION-| ADMIN-I @
2 National Informatics Centre ADMINISTRATION-II ADMIN-II @

Figure 156

2. Check/Uncheck ‘Is Active’ checkbox to make File Code active or Inactive, see Figure 157

File Code

Global Organization®: [National Informatics Centre )

Organization Unit®: |ADMINISTRATION—I

File Code™ ADMIN-I

(o ] o |

Figure 157

Note:

= File Codecan’t be edited only it can be made active or Inactive.
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Retention Category

e By using this link Super Admin canView, Search, Add and Edit the Retention Category.

e The values displayed in this Master will be used for specifying the File Category details at the time
of recording of Files in e-RMS Module by referring to the Record Retention Schedule which
contains what kind of record should be kept for what duration.

e Based on the available storage facilities in the department this value needs to be chosen while
entering the other Recording details.

View Retention Category:

To view the Retention Category, perform the following Steps:

1. Login to Master Data Management-> Go to ‘File Heads Master’—> Click ‘Retention Category’,

. .
as shown inFigure 158
J.U Master Data Management Help v | A Mohan | Logout | eOffice Portal
Diary Master Communication Detail Master Subject Master File Heads Master = Record Room Master Miscellaneous
Basic Head
|/ ‘V 7N
nO. . [ Primary Head ~ ~ { \ B
-/ Diary Master \ htion Detail Master = Subject Master
Hea
» Language bx Body » Subject Category
Tertiary Head
» Delivery Mode Attached Office » Subject Sub-Category
File Code
» Forms of Communications S e/ Sub » Category Mapping
» VIP Retention Category
» Draft Nature File-Head Mapping
» State
» Draft Prefix
» City
» Draft Reply Type

Figure 158
2. As aresult Retention Category List appears as shown inFigure 159

eoffice Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

Communication Detail Master

Retention Category List

L) File(s) can be recorded under the specified category. Each category has & time-duration specified in YEARS, for its retention
Successfully Added

S.No % Code % Duration in Years % Description 2 IsActiv Action
e
(QSearch Code [Q'Search Duration in Years [QsearchDesaripion
1 51 5 Accounts B
2 52 1 Acosptance ®
3 53 1 Accomodation ®
Figure 159
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Search Retention Category:

To search the File Code, perform the following Steps:

1. Login to Master Data Management - Go to ‘File Heads Master’—> Click ‘Retention
Category’>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 160

aster Data Management

Help v | A. Mohan | Logout | eOffice Portal

Communication Detail Master Subject Maste: File Heads Master Record Room Master Miscel|

Retention Category List

() Fite(s) can be recorded under the specified category. Each category has a time-duration specified in YEARS, for its retention
Successfully Added

S.No 2 Code £ Duration in Years 4 Description 2 IsActiv Action
e
Q Search Code IVQSE-ar\:h Duration in Years ‘ Q Search Description
1 51 5 Accounts B
2 52 1 Acceptance B
3 53 1 Accomodation ®

Figure 160
Add New Retention Category:
For adding a new Retention Category, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Retention Category’—> Click
‘AddRetention Category’, as shown in Figure 161

@fﬁce Master Data Management

Help v | A. Mohan | Logout | eOffice Portal

Communication Detail Master

Retention Category List

(D) Fite(s) can be recorded under the specified category. Each category has & time-durstion specified in YEARS, for its retention
Successfully Added

S.No % Code % Duration in Years % Description 2 IsActiv Action
e
Q Search Code ‘ Q Search Duration in Years 1 Q Sea
1 51 5 Accounts 3
2 52 1 Acoeptance B
3 53 1 Accomodation ®

Figure 161

2. Enter the Retention CategoryCode, Duration and Description then click on Save button, as
shown in Figure 162
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e
Retention Category

Codet: |56

Duration in Years® |3 = J
E=ztablizhment|

Desoription:
I Active

Figure 162

Note:

= Retention Category once Added cannot be deleted, only it can be made Active or Inactive using edit
feature.

Edit Existing Retention Category:

For editing status of existing Retention Category, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Retention Category’—>Click
on ‘Edit’ icon, seeFigure 163

ohan | Logout

Retention Category List

(L) Fite(s) can be recorded under the specified category. Each category has a time-durstion specified in YEARS, for its retention.
Successfully Added

S.No 2 Code £ Duration in Years 4 Description 2 IsActiv Action
e
[Qsearch Code [ search Duration in Years [ search Description
1 51 5 Accounts ®
2 52 1 Acoeptance B
3 53 1 Accomodation ®
Figure 163

2. Check/Uncheck ‘Is Active’ checkbox to make Retention Category active or Inactive, see Figure
164
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Retention Category
Code™ |51
Dwraticn in Years® |5 = -
Aoocounts
Desoription:
Is Active
Figure 164

Note:

= Retention Category can’t be edited only it can be made active or Inactive.
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File Head Mapping

e By using this link Super Admin canView, Search, Add, Edit and Deletethe File Head Mapping.
e Mapping of available File-Heads can be done with identified OUs or Group of OUs to provide
customized view in eFile application.
View File Head Mapping:
To view the File Head Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘File Head Mapping’,
as shown inFigure 165

e@ffice Master Data Management

Help v | A.Mohan | Logout | eOffice Portal

ORGHTAL WORKIAGE SOLUTION

Diary Master Communication Detail Master Si \aste File Heads Master = Record Room Maste Miscellaneous
Basic Head
r’ = ‘\ 'I \‘
( ) f{ Primary Head B ) ( ) )
Q’ Diary Master \ htion Detail Master el Subject Master
dary Head =
» Language ; bx Body » Subject Category
¢ Head
» Delivery Mode Attached Office » Subject Sub-Category
File Code
» Forms of Communications e / Sub » Category Mapping
w VIP Retention Category
» Draft Nature File-Head Mapping
» State
» Draft Prefix
» City

» Draft Reply Type

Figure 165

2. As aresult File Head MappingList appears as shown inFigure 166

Help = | A. Mchan | Logout | eOffice Portal

File Heads Master R
(L) mapping of availsble File-Heads with identified OUs or Group of OUs to provide customized view in eFile spplication.
SMNo 4 Organization Unit % Basic Heads Action

1 Asdhaar Services Division (ASD) [ selected Basic Heads — ] B 0O

2 AADHAR ENABLED AUTHENTICATION DIVISION |—Selected Basic Heads — v | B 0

3 AADHAR ENABLED BICMETRIC ATTENDANCE SYSTEM | selected Basic Heads — | B O

4 ACCOUNTS INFORMATICS DIVISION [ Selected Basic Heads — vl B O

5 Accounts Informatics Division and FFMS — Select=d Basic Heads — ] B 0O

o
Figure 166

Search File Head Mapping:
To search the File Head Mapping, perform the following Steps:

1. Login to Master Data Management - Go to ‘File Heads Master’—> Click ‘File Head
Mapping’->Enter the text which needs to be searched in ‘Search’ text box, seeFigure 167
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File-Head Mapping List Q acc

(L) Mapping of avsilablz File-Heads with identified GUs or Group of OUs to provide ized view in eFile
S.o 4 Organization Unit 4+ Basic Heads. Action
1 ACCOUNTS INFORMATICS DIVISION [ selected Basic Heads - ] ® 0

2 Accounts Informatics Division and FFMS: [ selected Basic Heads - ] B 0

Figure 167

Note:
= Mapped File Head can be viewed in ‘Selected Basic Heads’ dropdown adjacent to Organization Unit.

Add New File Head Mapping:
For adding a new File Head Mapping, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘File Head Mapping’—> Click
‘AddFile Head Mapping’, as shown in Figure 168

Help v | A. Mchan | Logout | Office Portal

Communication Detail Master Subject Master File Heads Master b Miscellaneous

(L) Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application.

SMNo 4 Organization Unit 4 Basic Heads Action
1 Aadhaar Services Division [ASD) |— Selected Basic Heads — w | B O
2 AADHAR ENABLED AUTHENTICATION DIVISION [ selected Basic Heads — ] B 0
3 AADHAR ENABLED BIOMETRIC ATTENDANCE SYSTEM [ selected Basic Heads — | B O
4 ACCOUNTS INFORMATICS DIVISION [ selected Basic Heads - 9| B O
5 Acoounts Informatics Division and PFMS - Selected Basic Heads — ] B 0

Figure 168

2. Select name of Department from drop down list and name of Organization Unit from the
respective department as shown in Figure 169
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File Head Mapping

Department:: MD-NICST ~

Organization Unit: | 1i0ucs N -
DGM(GK}NICS] DGM{RC}NICS!
DGMKMS}NICS! DGMVKS)NICSI
DGM{MR}-NICSI GM{SK}-NICSI

DGM{VB}-NICSI MD-NICSI

GMAVARNICS]

MGR{KNT}NICSI
MGR{MKN}-NICSI

MGR{PRP}-NICSI

N

MGR{SPI}FNICSI
MGRVPG}NICSI

MICSI ACCOUNTS
MICSI ADMINISTRATION
NICSI,BANGALORE
NICSI. BANGALORE
MICSI, BHOPAL

NICSI, BHUBANESHWAR

File Heads*:

[ Capacity Building (T)

[ Common Office Services (D)
[[] Computerisation {I)

[ Establishment {a)

Figure 169

3. Select Basic Headand the CorrespondingPrimary, Secondary and Tertiary Head andClick Save to
save the Category Mapping for selected Organization Unit as shown in Figure 170

MICS| ACCOUNTS

NICS| ADMINISTRATION
NICSI|.BANGALORE
NICS|, BANGALORE
NICSI, BHOPAL

NICS|, BHUBANESHWAR

File Heads™:

[ Capacity Buiding (T) -
[ Common Office Services (D)
_ [ Computerisation (1)
# [7] | Establishment (4)
4 Allowances (27)
Air fravel by non-entitled personnel (20)
[] Children’s Education Allowance (CEA) Rules {general aspects) (12)
Claims regarding CFA (15)
D.A., H.R.A. and C.C.A. (19)
Deputation (duty) allowance (15)
Educational concessions for children of political sufferers (13)
Grant of non-practiang alowance (3) Grant of Risk alowance (21)
Overtime allowance (16)
Rules (general aspects) (11)
Traveling allowance (17)
Washing allowance (18)
[ Casual leave (induding special leave) (25)
[ Change of Home Town (51)
[ Confidential/assessment repart (28)
[ Creation and Classification Of Posts {11)
[] Delegation of powers (38)
[ Departmental examinations (34)
= (35)

Figure 170
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Edit Existing File Head Mapping:
To modify the existing File Head Mapping, perform the following Steps:

=>@ffice

1. Login to Master Data Management—> Go to ‘File Heads Master’=> Go to ‘File Head
Mapping’—=>Click on ‘Edit’ icon, see Figure 171

€OffiCe vasteroata

Communication Detail Master

Miscellanecus

Help v | A. Mchan | Logout | eOffice Portal

File-Head Mapping List

(L) Mapping of availsble File-Heads with identified OUs or Group of OUs to provide customized view in eFile application.

Add Fil=-Head Mapping

Slio 4 Organization Unit % Basic Heads Action
1 Aadhaar Services Division (ASD) | selected Basic Heads — V] IE' (o}
2 AADHAR ENABLED AUTHENTICATION DIVISION [ Selected Basic Heads — v] ® 0
3 AADHAR ENABLED BIOMETRIC ATTENDANCE SYSTEM [ Selected Basic Heads - | B 0
4 ACCOUNTS INFORMATICS DIVISION [ Selected Basic Heads - vl B O
5 Accounts Infermatics Division and FFMS — Selected Basic Heads — ] B 0

Figure 171

2. Edit theFile Head using checkbox as per requirement and click on Save button, See Figure 172

Category Mapping

Department:
Organization Unit:

Category*:

NIC

AADHAR ENABLED AUTHENTICATION DIVISION

[ AA

[ asr

0cc

[ Common Office Services

[ Establishment

[ Finance, Budget, Cash and Accounts
[ General

[ gopaksample-main-category
[ GRa

[ G-QA-Sub-Category

[ g-subject-category

[] Happy

+ ¥ Hndi:
indi Teaching Scheme

Progressive use of Hindi in government offices
Transiation into Hindi

RO TErFCIte Ty

[ naveen kushwahal

[] New Category

[ Pparliament

Projects

Public Relations

[[) szhoo

[ satru_Subject category
[ Technical

Copyright © NIC, 2020

Figure 172

101



e@ffice

A DIGITAL WORK PLACE SCLUTION

Delete Existing File Head Mapping:
To delete the existing File Head Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’=> Go to ‘File Head
Mapping’->Click on ‘Delete’ icon, see Figure 173

gement

Help v | A. Mchan | Logout | eOffice Portal

Communication Detail Master s File Heads Master oo Miscellanecus

File-Head Mapping List o —

(D) Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application.

Slo 4 Organization Unit % Basic Heads Action
1 Aadhaar Services Division (ASD) | Selected Basic Heads — | & IE'
2 AADHAR ENABLED AUTHENTICATION DIVISION [ Selected Basic Heads - v B 0
3 AADHAR ENABLED BIOMETRIC ATTENDANCE SYSTEM [ selected Basic Heads — | B O
4 ACCOUNTS INFORMATICS DIVISION [ Selected Basic Heads - vl B O
5 Accounts Informatics Division and PFMS — Selected Basic Heads — w B 0

Figure 173

2. Click OK in confirmation popup to delete the File Head Mapping, see Figure 174

Are you sure, want to delete it 79

Figure 174
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Record Room Master

Record Room Master includes the following links which contains the Meta data to be used at user level.

+ Record Room ¢ Department Mapping
% Block Storage % Room Storage
% Rack Storage % Shelve Storage

Values entered in the above mentioned masters will be reflected and used in e-RMS module.

Record Room

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
for Record-Rooms available within a particular instance. These Record Room details will be used
for Specifying the storage details for the recording of File in e-RMS Module

e Based on the available storage facilities in the department this value needs to be entered.

View Record Room:

To view the Record Room, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Record Room Master’—> Click ‘Record Room’, as

shown inFigure 175
..u Master Data Management Help » | A Mohan | Logout | eOffice Portal
7t Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master » Miscellaneous
Record Room
V"“ ”‘\‘ "‘\‘
'o’ i { ) _ _ De; t Mapping { \ i
@’/ Diary Master &/ Communicatio &Y’ Subject Master
= Blo ge =
» Language » Ministry / Apex H = » Subject Category
0 age
» Delivery Mode » Department / Att » Subject Sub-Category
Ra ge
» Forms of Communications » Attached Office / s » Category Mapping
s Office/Others Shelve Storage
» Country
» Draft Nature
» Stat
» Draft Prefix i
» City
» Draft Reply Type
Figure 175

2. As aresult Record RoomList appears as shown inFigure 176
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Help = | A Mohan | Logout | eOffice Portal

Record Room List

\l) Master Entry for Record-Rooms available within a particular instance.

Successfully Added

Add Record Room | o adin-

S.No % Code % Description 4+ Access Role % IsActiv Action
e
@, Search Code Q Search Description Q, Search Access Role
1 2 Establishment Admin-| E
2 22 General Services Admin-II E
3 23 Vigilance Admin-ll [

Search Record Room:

Figure 176

To search the Record Room, perform the following Steps:

1. Login to Master Data Management = Go to ‘Record RoomMaster’=> Click ‘Record
Room’—>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 177

File Hear

Help = | A Mohan | Logout | eOffice Portal

Record Room List

\L) Master Entry for Record-Rooms available within a particular instance.

Successfully Added

Add Record Room | | o admn-

5.No %+ Code % Description % Access Role %+ IsActiv Action
=
Q@ Search Code Q, Search Description Q, Search Access Role
1 21 Establishment Admin-| E
2 22 General Services Admin-Il E
3 23 Vigilance Admin-Ill 3

Add New Record Room:

For adding a new Record Room, perform the following Steps:

Figure 177

1. Login to Master Data Management—> ‘Record RoomMaster’—> Click ‘Record Room’—> Click
‘AddRecord Room’, as shown in Figure 178
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Help = | A Mohan | Logout | eOffice Portal

Communication Detail Master

Record Room List | Add Record Room | o admin- 1

\l) Master Entry for Record-Rooms available within a particular instance.

Successfully Added

S.No % Code % Description 4+ Access Role % IsActiv Action
@, Search Code Q Search Description Q, Search Access Role
1 2 Establishment Admin-| E
2 22 General Services Admin-II @
3 23 Vigilance Admin-ll [
Figure 178
2. Enter the ‘Access Role’, ‘Code’& ‘Description’. Then click on ‘Save’ button as shown in the
below Figure 179
F
Code* | 24 |
RIL
Description:
Access Role™ |ADMIN—I |
Is Active
Figure 179
Note:

= ‘Access Role’ value from the “Record Room” Master is to be used in “Application Management
System (ADMIN)” module.

= Additional Module & Sub-module has to be created by the name of “RMS” in the “ADMIN” module
with creation of new Role(s) as per information available for Access Role(s) in MDM.

= Record Room once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Record Room:

For editing status of existing Record Room, perform the following Steps:
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1. Login to Master Data Management—> ‘Record RoomMaster’—> Click ‘Record Room’—>Click on

‘Edit’ icon, seeFigure 180

e@ffice Master Data Management

WS TAL PORPILAOR SOALTION

Help ~ | A Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master

File Heads Master Record Room Master Miscellaneous

Record Room List

Add Record Room | 2 admin- 1
(L) Master Entry for Record-Rooms available within a particular instance.
Successfully Added
S.No % Code % Description % Access Role % IsActiv Action
e
@, Search Code Q, 5earch Description Q, Search Access Role

1 21 Establishment Admin-| IEI
2 22 General Services Admin-ll @
3 23 Vigilance Admin-lll &

Figure 180

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 181

Record Room

Code*: [21

Esatablishment
Description:

Access Role*. |Admin-I

s Active
Figure 181

Note:

Record Roomcan’t be edited only it can be made active or Inactive.

Department Mapping

e This facilitates the Super Admin to View, Search, Add and Edit the mapping of available
departments in the instance with the available Record-Room(s).
[ ]

Based on the actual storage to be provided as per the available storage facilities in the department
this value needs to be entered.
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View Department Mapping:
To view the Department Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Record Room Master’—> Click ‘Department
Mapping’, as shown inFigure 182

e@ffice Master Data Management

Help v | A.Mohan | Logout | eOffice Portal

DIGITAL WORKPUAGE SOUTION

Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master v+ Miscellaneous

Record Room

< fm— 3

1'0; ~ { ‘, ~ N Department Mapping " ‘, )

¥’ Diary Master @/ Communicatio &Y’ Subject Master
» Language » Ministry / Apex H » Subject Category

» Delivery Mode » Department / Att » Subject Sub-Category
» Forms of Communications » Attached Office / » Category Mapping
Office/Others
» VIP
» Counti
» Draft Nature 44
» Stat
» Draft Prefix i
» City
» Draft Reply Type
Figure 182

2. As aresult Department Mapping List appears as shown inFigure 183

Tnce Master Data Management

Help v | A Mohan | Logout | eOffice Portal

ft Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Department Mapping List ¥ J

(L) Mapping of available departments in the instance with the available Record-Room(s)

Successfully Added

S.No 4 Department 4 Record Room % IsActiv Action
e

1 E-Sign Division 22 E}

2 MD-NICSI 21 &

3 Ministry of Communication & Information Technology 23 rr;
Figure 183

Search Department Mapping:

To search the Department Mapping, perform the following Steps:

1. Login to Master Data Management - Go to ‘Record RoomMaster’—> Click ‘Department
Mapping’—>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 184
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eutnce Master Data Management

Help v | A.Mohan | Logout | eOffice Portal

0 3 Diary Master Communication Detail Master S File Hea ste 4 Room Master Miscellaneous

[ aaosparmenizpong |+ | [0 ]

(L) Mapping of available departments in the instance with the available Record-Room(s)

Successfully Added

S.No % Department % Record Room % IsActiv Action
e
FOTEEE"C?T Department [70\7593"0‘“; Record Room
1 E-Sign Division 2 &
2 MD-NICS| 21 &
3 Ministry of Communication & Information Technology 23 @
o
Figure 184

Add New Department Mapping:

For adding a new Department Mapping, perform the following Steps:

1. Login to Master Data Management—> ‘Record RoomMaster’—> Click ‘Department Mapping’—>
Click ‘AddDepartment Mapping’, as shown in Figure 185

eUTTlce Master Data Management

"ADIGHAL WORKIMCE BOLUTIS Help v | A.Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject M e Hea ste Record Room Master Miscellaneous

[izovamnianns |- | B8 ]

(L) Mapping of available departments in the instance with the available Record-Room(s)

Successfully Added

S.No 4 Department 4 Record Room % IsActiv Action
e
[7&75»_«;@«, Department [i?earch Record Room
1 E-Sign Division 22 E}
2 MD-NICS! 21 &
3 Ministry of Communication & Information Technology 23 @
o
Figure 185

2. Select ‘Record Room’ and ‘Department’. Then click on ‘Save’ button as shown in the below
Figure 186

Department Mapping

Record Room*: | 21 ]

Department*: | MD-NICSI v

s Active

Save Cancel

Figure 186
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Note:
Department Mapping once Added cannot be deleted, only it can be made Active or Inactive using edit

feature.

Edit Existing Department Mapping:
For editing status of existing Department Mapping, perform the following Steps:

1.

eUTTlce Master Data Management

DIGHTAL WORRILAGE BOLUTION

Diary Master

Department Mapping List

Login to Master Data Management—> ‘Record Room Master’> Click ‘Department
Mapping’>Click on ‘Edit’ icon, seeFigure 187

Help v | A.Mohan | Logout | eOffice Portal

Subject Master File Heads Master Record Room Master Miscellaneous

Communication Detail Master

Add Department Mapping IQ 2 l

‘; Mapping of available departments in the instance with the available Record-Room(s)

Successfully Added

S.No 4 Department 4 Record Room % IsActiv Action

e
[QSearch Department [@Search Record Room

1 E-Sign Division 22

2 MD-NICS| 21 &

3 Ministry of Communication & Information Technology 23 @
o

Figure 187

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 188

Department Mapping

Record Room*: | 22 -
Department*: | E-Sign Division ~
Is Active
Figure 188

Note:
Department Mappingcan’t be edited only it can be made active or Inactive.
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Block Storage

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values used for
specifying the Storage structure Master for keeping records in a Record-Room.
e Based on the available storage facilities in the department this value needs to be entered.
View Block Storage:

To view the Block Storage, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Record Room Master’> Click ‘Block Storage’, as
shown inFigure 189

e@ffice Master Data Management

DIGHTAL WORKILAGE SOLUTION

Help v | A Mohan | Logout | eOffice Portal

ft

Diary Master Communication Detail Master Subject Master File Heads Maste Record Room Master v

~ S Zm S
',o\‘ ; © B Dcpartment Mapping &» )
‘@’ Diary Master @’ Communicatio W»’ Subject Master

Block Storage

» Language » Ministry / Apex H » Subject Category

Room Storage

3

Delivery Mode » Department / Att » Subject Sub-Category
Ra
Forms of Communications » Attached Office /|

» Category Mapping

. VIP Office/Others Shelve Storage
» Count
» Draft Nature i
» Draft Prefix "
» City
w» Draft Reply Type
Figure 189

2. As aresult Block StorageList appears as shown inFigure 190

e@ffice Master Data Management

Help v | A.Mohan | Logout | eOffice Portal

OKHTAL WORKIAACE SOLUTION

Diary Master Communication Detail Master Subject Master File Heads Maste Record Room Master Miscellaneous

Block Storage List Add Block Storage | 2 estabishment |

‘; Storage structure Master for keeping records in a Record-Room.

Successfully Added

S.No $ Block % Description % Record Room % IsActiv Action
e
\v Q Search Block 1] ‘ Q Search Description 1] [@search Reco f 1]
1 Estt 01 Establishment 21 &
2 Estt 02 Establishment 21 @
3 Estt 03 Establishment 21 ®
o
Figure 190

Search Block Storage:

To search the Block Storage, perform the following Steps:
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1. Login to Master Data Management - Go to ‘Record RoomMaster’—> Click ‘Block
Storage’ > Enter the text which needs to be searched in ‘Search’ text box, seeFigure 191

e@ffice Master Data Management

OIOTTAL WORKPACE BOLUTIN Help v | A.Mohan | Logout | eOffice Portal

Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Block Storage List Add Block Storage H[q estabiishment] ||

‘; Storage structure Master for keeping records in a Record-Room.
Successfully Added

S.No $ Block % Description % Record Room % IsActiv Action
e
\v Q Search Block 1] ‘ Q Search Description [@search Reco 1]
1 Estt 01 Establishment 21 &
2 Estt 02 Establishment 21 @
3 Estt 03 Establishment 21 ®
.
Figure 191

Add New Block Storage:

For adding a new Block Storage, perform the following Steps:

1. Login to Master Data Management—> ‘Record RoomMaster’—> Click ‘Block Storage’—> Click
‘AddBlock Storage’, as shown in Figure 192

e@ffice Master Data Management

' OIGHTAL WORKMACE SOAUTE Help v | A Mohan | Logout | eOffice Portal

1 Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Block Storage List Add Block Storage || o, establishment] |

‘; Storage structure Master for keeping records in a Record-Room.

Successfully Added

S.No % Block % Description % Record Room % IsActiv Action
e
\WQ Search Block I [ @ Search Description { [ search Record 1
1 Estt 01 Establishment 21 E)
2 Estt 02 Establishment 21 ®
3 Estt 03 Establishment 21 ®
.
Figure 192

2. Select ‘Record Room’and enter the ‘Block No.” & ‘Description’. Then click on ‘Save’ button as
shown in the below Figure 193
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Block Storage
Record Room™*: |21 v
Block®: |E5tt 02
Eatablishment
Description:
|5 Active

Figure 193

Note:

= Block Storageonce Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Block Storage:

For editing status of existing Block Storage, perform the following Steps:

1. Login to Master Data Management—> ‘Record Room Master’—> Click ‘Block Storage’—> Click on
‘Edit’ icon, seeFigure 194

e@ffice Master Data Management

Help v | A Mohan | Logout | eOffice Portal

A OKATAL WORKIACE SOLUTION

1 Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Block Storage List | & estabishment 1

(L) storage structure Master for keeping records in a Record-Room.

Successfully Added

S.No % Block % Description % Record Room % IsActiv Action

| @ search Block | @ Search Record Room

1 Estt 01 Establishment 21

| @ Search Description

2 Estt 02 Establishment 21 &
3 Estt 03 Establishment 21 ®
.
Figure 194

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 195
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Block Storage
Record Room*: |21 v
Block™: [Estt 01
Establishment
Description:
Is Active

Figure 195

Note:

= Block Storagecan’t be edited only it can be made active or Inactive.

Room Storage

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data used for specifying
the storage details for the recording of Files in e-RMS Module.
e Based on the available storage facilities in the department this value needs to be entered.
View Room Storage:

To view the Room Storage, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Record Room Master’—> Click ‘RoomStorage’, as
shown inFigure 196

Help v | A.Mohan | Logout | eOffice Portal

e@ffice Master Data Management

OIGHTAL WORKPUACE BOLUTION

1t

Diary Master Communication Detail Master Subject Master e Heac e Record Room Master » Misc

Record Room

l"‘\ "‘\‘ "A“
'o’ . { ) B  Dcpartment Mapping { \ 3
&/ Diary Master &Y/ Communicatio &Y subject Master

Block Storage
» Language » Ministry / Apex » Subject Category
Room Storage
» Delivery Mode » Department / Att » Subject Sub-Category
» Forms of Communications » Attached Office /| » Category Mapping
Office/Others

» VIP
» Counti
» Draft Nature Sl
w Draft Prefix S
» City
» Draft Reply Type
Figure 196
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2. As aresult RoomStorageList appears as shown inFigure 197

e@ffice Master Data Management

DIGTAL WORKGAGE BOUUTION

Help v | A.Mohan | Logout | eOffice Portal

1 Diary Master Communication Detail Master Subject Maste

File Heads Master Record Room Master Miscellaneous

Room Storage List

Add Room Storage I Q estab l

k;_ Further segregation of storage structure for keeping records in a Record-Room, with BLOCK as its immediate parent.
Successfully Added

S.No $ Room < Description $ Block % Record Room 4 IsActiv Action
e
[ search Room [ search Description 1] 'Q Search Block [ @ Search Record Room
1 Room 001 Establishment Estt 01 21 E}
2 Room 002 Establishment Estt 02 21 &
3 Room 003 Establishment Estt 03 21 &

Figure 197
Search Room Storage:

To search the RoomStorage, perform the following Steps:

1. Login to Master Data Management - Go to ‘Record RoomMaster’—> Click
‘RoomStorage’—>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 198

e@ffice Master Data Management

PG BAUTION

Help v | A.Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master

File Heads Master Record Room Master Miscellaneous

Room Storage List

Add Room Storage Q estab ]

Q Further segregation of storage structure for keeping records in a Record-Room, with BLOCK as its immediate parent.
Successfully Added

S.No $ Room £ Description $ Block

% Record Room $ IsActiv Action
e
[.0\ Search Room [ search Description 'Q Search Block [ @ search Record Room
1 Room 001 Establishment Estt 01 21 E}
2 Room 002 Establishment Estt 02 21 E}
3 Room 003 Establishment Estt 03 21 @

Figure 198
Add New Room Storage:
For adding a new RoomStorage, perform the following Steps:

1.

Login to Master Data Management—> ‘Record RoomMaster’—> Click ‘RoomStorage’—> Click
‘AddRoomStorage’, as shown in
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e@ffice Master Data Management
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Help v | A.Mohan | Logout | eOffice Portal

Communication tail Master v File Head

Room Storage List

Q estab l

g; Further segregation of storage structure for keeping records in a Record-Room, with BLOCK as its immediate parent.
Successfully Added

S.No < Room < Description $ Block % Record Room $ IsActiv Action
e
[@search Room Q Search Descri [ search Block Q Search Record Room
1 Room 001 Establishment Estt 01 21 E}
2 Room 002 Establishment Estt 02 21 E’
3 Room 003 Establishment Estt 03 21 ®

Figure 199

e@ffice Master Data Management

A DIGITAL WORKIRACE BOLUTION

Help v | A. Mohan | Logout | eOffice Portal

mmunication Detail

Record

Room Storage List

(D) Further segregation of storage structure for keeping records in a Record-Room, with BLOCK as its immediate parent
Successfully Added

S.No % Room £ Description $ Block % Record Room $ IsActiv Action
e
[70\ Search Q Search Description [@searchBlock /m
1 Room 001 Establishment Estt 01 21 f’}
2 Room 002 Establishment Estt 02 21 E}
3 Room 003 Establishment Estt 03 21 E,

Figure 199

2. Select ‘Record Room’ and ‘Block No.’ and enter the ‘Room No.’& ‘Description’.
‘Save’ button as shown in the below Figure 200

Room Storage

Then click on

Record Room*: |21 v|

Block®: | Estt 02 v |

Room® |R|:n:|m 002 |
Eataklishment

Description:

Is Active

Save Cancel

Figure 200
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Note:

RoomStorage once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Room Storage:

For editing status of existing Room Storage, perform the following Steps:

1. Login to Master Data Management—> ‘Record Room Master’—> Click ‘RoomStorage’—>Click on
‘Edit’ icon, seeFigure 201

e@ffice Master Data Management

Help v | A.Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Room Storage List Add Room Storage |2 este ||

\.; Further segregation of storage structure for keeping records in a Record-Room, with BLOCK as its immediate parent.
Successfully Added

S.No $ Room % Description $ Block % Record Room % IsActiv Action

[ @ search Room

Q Search Description | Q Search Block Q Search Record Room

1 Room 001 Establishment Estt 01 21
2

Room 002 Establishment Estt 02 21 &
3 Room 003 Establishment Estt 03 21 ®
.
Figure 201

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 202

Room Storage
Record Room*: |21 v
Block*: | Estt 01 v
Room®: |Rnnm ool
Eatablishment
Description:
Is Active
Figure 202

Note:

= RoomStorage can’t be edited only it can be made active or Inactive.
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Rack Storage

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values used for
specifying the actual storage details for the recording of Files in e-RMS Module.

e Based on the actuals storage to be provided as per the available storage facilities in the department
this value needs to be entered.

View Rack Storage:
To view the Rack Storage, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Record Room Master’—> Click ‘RackStorage’, as
shown inFigure 203

e@ffice Master Data Management

Help v | A Mohan | Logout | eOffice Portal

DIGHTAL WORKILAGE SOUUTION

Diary Master Communication Detail Maste Subje ste File Heads Master Record Room Master | Miscellaneous

Record Room

~ s =
"o. _ i = ) B Dcpartment Mapping =\ _
&Y/ Diary Master &Y/ Communicatio &Y subject Master

» Language » Ministry / Apex H

» Subject Category

» Delivery Mode » Department / Att » Subject Sub-Category

» Forms of Communications » Attached Office /| » Category Mapping
Office/Others
» VIP
» Country
» Draft Nature
» Draft Prefix L
» City
» Draft Reply Type
Figure 203

2. As aresult RackStorageList appears as shown inFigure 204
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e@ffice Master Data Management

Help v | A.Mohan | Logout | eOffice Portal

1 Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Rack Storage List |2 estl |

(L) Further segregation of storage structure for keeping records in a Record-Room, with ROOM as its immediate parent
Successfully Added

S.No % Rack £ Description % Room % Block % Record Room $ IsActiv Action
e
[ & Search Rack [ search Description [ search Room [ search Block [ search Record Room
1 Rack 001 Establishment Room 001 Estt 01 21 [_-9
2 Rack 022 Establishment Room 002 Estt 02 21 E}
3 Room 025 Establishment Room 003 Estt 03 21 ®

Figure 204
Search Rack Storage:
To search the RackStorage, perform the following Steps:

1. Login to Master Data Management - Go to ‘Record RoomMaster’—> Click
‘RackStorage’—>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 205

e@ffice Master Data Management

Help = | A Mohan | Logout | eOffice Portal

Rack Storage List Add Rack Storage H IQ estal I|

(,; Further segregation of slorage structure for keeping records in 8 Record-Room, with ROOM as its immediate parent.
Successfully Added

S.Ho % Rack % Description % Room % Block % Record Room %+ IsActiv Action
€
[ @ search Rack [ search Description [ @ search Room [ @ search Block [ @ search Recard Room
1 Rack 001 Establishment Room 001 Estt 01 2 E
2 Rack 022 Establishment Room 002 Estt 02 21 E
3 Room 025 Establishment Room 003 Estt 03 21 ﬁ

Figure 205

Add New Rack Storage:

For adding a new RackStorage, perform the following Steps:

1. Login to Master Data Management—> ‘Record RoomMaster’—> Click ‘RackStorage’—> Click
‘AddRackStorage’, as shown in Figure 206
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fi Master Data Ma

OHGH A ORPILAGE SOALTION

Communication Detail Master

Help ~ | A Mohan | Logout | eOffice Portal

Rack Storage List l
(,; Further segregation of storage structure for keeping records in a Record-Room, with ROOM as its immediate parent
Successfully Added
S.Ho % Rack % Description % Room 4% Block % Record Room %+ IsActiv Action
€
[ @ search Rack [ search Description [ @ search Room [ search Block [ '@ search Record Room
1 Rack 001 Establishment Room 001 Estt 01 21 @
2 Rack 022 Establishment Room 002 Estt 02 21 @
3 Room 025 Establishment Room 003 Estt 03 2 @
Figure 206

2. Select ‘Record Room’, ‘Block No.’ & ‘Room No.’ and enter the ‘RackNo.’ & ‘Description’. Then
click on ‘Save’ button as shown in the below Figure 207

Rack Storage

Record Room™*: |21 v
Block™: | Estt 01 v
Room®: |F-‘.|:u:|rr| 001 v|
Rack*: Rack 001 |

Establishment]|
Description:

Is Active

Figure 207

Note:

= RackStorage once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Rack Storage:

For editing status of existing RackStorage, perform the following Steps:

1. Login to Master Data Management—>‘Record Room Master’—> Click ‘RackStorage’—>Click on
‘Edit’ icon, seeFigure 208
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fi Master Data Ma

OHGH A ORPILAGE SOALTION

Help ~ | A Mohan | Logout | eOffice Portal

Rack Storage List

(,; Further segregation of storage structure for keeping records in a Record-Room, with ROOM as its immediate parent
Successfully Added

S.Ho % Rack % Description % Room 4% Block

Add Rack Storage [Q esta|

% Record Room %+ IsActiv Action

[ @ search Rack [ search Description [ @ search Room [ search Block

[ '@ search Record Room

1 Rack 001 Establishment Room 001 Estt 01 21 E
2 Rack 022 Establishment Room 002 Estt 02 21 @
3 Room 025 Establishment Room 003 Estt 03 2 5
o
Figure 208

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 209

Rack Storage

Record Room*: | 21

Block*: | Estt 01 v
Rack™: Rack 001
Establishment
Description:
Is Active

Save Cancel

Figure 209

Note:

= Rack Storage can’t be edited only it can be made active or Inactive.

Shelve Storage

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values used for
specifying the actual storage details for the recording of Files in e-RMS Module.

e Based on the actuals storage to be provided as per the available storage facilities in the department
this value needs to be entered.
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View Shelve Storage:

To view the Shelve Storage, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Record Room Master’—> Click ‘ShelveStorage’, as
shown inFigure 210

e@fﬁce Master Data Management

Help + | A Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master Maste Record Room Master = Miscellaneous

Record Room

P 3
1’0. _ { ) B Department Mapping { ), B
‘@’ Diary Master @&/ Communicatio &Y’ Subject Master

» Language » Ministry / Apex H » Subject Category

» Delivery Mode » Department / Att » Subject Sub-Category
» Forms of Communications » Attached Office / » Category Mapping
. VIP Office/Others Shelve Storage

» Count
» Draft Nature Y

» Stat
» Draft Prefix i

» City
» Draft Reply Type

Figure 210

2. As aresult ShelveStorageList appears as shown inFigure 211

e@fﬁce Master Data Management

Help = | A.Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Maste Record Room Master Miscellaneous

Shelve Storage List Add Shelve Storage [o. estt| l

K; Further segregation of storage structure for keeping records in & Record-Room, with RACK as its immediate parent
Successfully Added

S.No % Shelve % Description % Rack % Room % Block % Record Room < IsAct Action
e
['@ search Shelve [@ search Description [@ search Rack [@ search Room [ search Block [@ search Record Room
1 521 Shelve 21 Rack 001 Room 001 Estt 01 pdl E
2 522 Shelve 22 Rack 022 Reom 002 Estt 02 21 E
5] 523 Shelve 23 Room 025 Room 003 Esit 03 .l 5
Figure 211

Search Shelve Storage:

To search the ShelveStorage, perform the following Steps:

1. Login to Master Data Management - Go to ‘Record RoomMaster’—> Click
‘ShelveStorage’ > Enter the text which needs to be searched in ‘Search’ text box, seeFigure 212
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Help « | A. Mohan | Logout | eOffice Portal

Shelve Storage List

Add Shelve Storage |[Q estt | l |

(L) Further segregation of storage structure for keeping records in a Record-Room, with RACK as its immediate parent

Successfully Added

5.No % Shelve % Description % Rack % Room % Block % Record Room 5 IsAct Action
ive
[ '@ search Shelve [@ search Description [@ search Rack [ @ search Room [@ search Block [ @ search Record Room
1 s Shetve 21 Rack 001 Room 004 Estt 01 21 E
2 522 Shelve 22 Rack 022 Room 002 Estt 02 21 B
3 523 Shelve 23 Room 025 Room 003 Estt 03 21 5

Figure 212
Add New Shelve Storage:
For adding a new ShelveStorage, perform the following Steps:

1. Login to Master Data Management—> ‘Record RoomMaster’—> Click ‘ShelveStorage’—> Click

‘AddShelveStorage’, as shown in Figure 213
e@ffice Master Data Management

A DIGITAL WORKPLACE SOLUTION

Help ~ | A.Mohan | Logout | eOffice Portal

M DiayMa unication Detai

Shelve Storage List

Add Shelve Storage l Q, estt| l

K; Further segregation of siorage struciure for keeping records in a Record-Room, with RACK as its immediate parent

Successfully Added

5.No % Shelve % Description % Rack % Room % Block % Record Room 5 IsAct Action
ive
[ '@ search Shelve [@ search Description [@ search Rack [ @ search Room [@ search Block [ @ search Record Room
1 521 Shelve 21 Rack 001 Room 001 Estt 01 21 B
2 S22 Shelve 22 Rack 022 Room 002 Estt 02 21 B
3 523 Shelve 23 Room 025 Room 003 Estt 03 21 &

Figure 213

2. Select ‘Record Room’, ‘Block No.’, ‘Room No.’ & ‘Rack No.’ and enter the ‘ShelveNo.’ &
‘Description’. Then click on ‘Save’ button as shown in the below Figure 214
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Record Room*: |21 ]
Block*: | Estt 01 |
Room™*: | Room 001 |
Rack™: | Rack 001 |
Shelve™ |S 21 |
Shelwve 21
Description:
Is Active
Figure 214

Note:

= ShelveStorage once Added cannot be deleted, only it can be made Active or Inactive using edit
feature.

Edit Existing Shelve Storage:

For editing status of existing ShelveStorage, perform the following Steps:

1. Login to Master Data Management—> ‘Record Room Master’—> Click ‘ShelveStorage’->Click on
‘Edit’ icon, seeFigure 215

e@ffice Master Data Management

ADIGITAL WORKPLALE SOLUTION Help ~ | A.Mohan | Logout | eOffice Portal
1t Diary Master Communication Detail Master Subject Master File Heads Maste Record Room Master Miscellaneous
Shelve Storage List Add Shelve Storage [q estt| l
k; Further segregation of siorage struciure for keeping records in a Record-Room, with RACK as its immediate parent
Successfully Added
5.No % Shelve % Description % Rack % Room % Block % Record Room % IsAct Action
ive
[ '@ search Shelve [@ search Description [@ search Rack [ @ search Room [@ search Block [ @ search Record Room
1 521 Shelve 21 Rack 001 Room 001 Estt 01 21 E
2 522 Shelve 22 Rack 022 Room 002 Estt 02 21 L?’
3 523 Shelve 23 Room 025 Room 003 Estt 03 pdl @
Figure 215

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 216
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Shelve Storage

Record Room™*: |21 v
Block®: | Estt 01 W
Room®: | Room 001 ~
Rack*: | Rack 001 w
Shelve*: 521

Shelwve 21
Description:

Is Active

Figure 216

Note:

= ShelveStorage can’t be edited only it can be made active or Inactive.

Miscellaneous

Miscellaneous Master includes the following links which contains the Meta data to be used at user level.

« Action % Priority

+ Postal Mode + Peon Name

% Delegation Group and Head Mapping ¢ Delegation Privileges

¢ Quick Noting « Template
Action

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Action’ dropdown field in ‘Send’ screen of Receipt/File in File Management System.
e Nature of actions demarcated for next recipient at the time of sending of File(s)/Receipt(s).

View Actions:

To view the Actions, perform the following Steps:
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1. Login to Master Data Management—> Go to ‘Miscellaneous’—> Click ‘Action’, as shown inFigure
217

i Master Data Management
eOffice g

ADIGITAL WORKPLACE SOLUTION

Help v | A. Mohan | Logout | eOffice Portal

ft

Diary Master ~ Communication Detail Master Subject Master File Heads Master v Record Room Master ¥ : Miscellaneous v

Action

Priority
f Diary Master ) Communication Detail Master fon

Postal Mode

» Language » Ministry / Apex Body
Peon Name
» Delivery Mode » Department / Attached Office
Delegation Group & Head Mapping
» Forms of Communications » Attached Office / Sub Office/Others
» VIP » Country Delegation Privileges
» Draft Nature » State Quick Noting
» Draft Prefix » City Template

» Draft Reply Type

Figure 217

2. Asaresult ActionList appears as shown inFigure 218

effice Master Data Management

A DGITAL WORKFPLACE SOLUTION

Help = | A. Mohan | Logout | eOffice Portal

L ] Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Action List Add Action [a v ||
r\; Nature of actions demarcated for next recipient at the time of sending of File(s)/Receipt(s).

SNo 2 Type + Description = Action Type = IsActive Action

I Q, Search Description
1 Please call Please call Receipt
2 Please discuss Please discuss Receipt
3 Please Examine Please Examine Receipt
4 Please Examine and putup Please Examine and putup Receipt
5 Please Verify Verify Please File
Figure 218

Search Actions:

To search the Actions, perform the following Steps:

1. Login to Master Data Management - Go to ‘Miscellaneous’—> Click ‘Action’ > Enter the text
which needs to be searched in ‘Search’ text box, seeFigure 219
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er Data Management
r Data Managemen Help + | A. Mohan | Logout |

Communication Detail e File Hea
Action List Add Action o v ||
\, Nature of actions demarcated for next recipient af the time of sending of File(s)/Receipi(s).
S.No 5 Type + Description = Action Type 3 IsActive Action
I Q, Search Description
1 Flease call Flease call Receipt
2 Please discuss Flease discuss Receipt
2 Flease Examine Flease Examine Receipt
4 Please Examine and putup Please Examine and putup Receipt
& Please Verify Verify Please File
Figure 219

Add New Action:

For adding a new Action, perform the following Steps:

1. Login to Master Data Management—>Go to ‘Miscellaneous’—> Click ‘Action’ > Click
‘AddAction’, as shown in Figure 220

ster Data Manage

Help + | A. Mohan | Logout | eQ

Communication Deta

Action List [ 1
\, Nature of actions demarcated for next recipient af the time of sending of File(s)/Receipi(s).
S.No 5 Type 4+ Description = Action Type = IsActive Action
[@search Description |

1 Flease call Flease call Receipt

2 Please discuss Flease discuss Receipt

3 Flease Examine Flease Examine Receipt

4 Please Examine and putup Please Examine and putup Receipt

3 Flease Verify Verify Please File

Figure 220

2. Select ‘Action Type’ and Enter the ‘Type’nameand‘Description’. Then click on ‘Save’ button as
shown in the below Figure 221
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Select Action Type*: I File W

Type™: |F|:|r Approval

For Approval
Description:

ls Active

Save Cancel

Figure 221

Note:

= Actiononce Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Actions:

For editing status of existing Actions, perform the following Steps:

1. Login to Master Data Management—> ‘Miscellaneous’—> Click ‘Action’>Click on ‘Edit’ icon,
seeFigure 222

e@fflce Master Data Management

Help + | A. Mohan | Logout | eOffice Portal

ADOGITAL WORKFLAGE SOLUTION

1 ] Dian e Communication Detail Master Subject Maste e Record Room Master
Action List Add Action [o v ||
Q Nature of actions demarcated for next recipient af the time of sending of File(s)/Receipi(s).
S.No 5 Type 4+ Description = Action Type = IsActive Action
I Q, Search Description
1 Please call Please call Receipt
2 Please discuss Flease discuss Receipt
3 Flease Examine Flease Examine Receipt
4 Please Examine and putup Please Examine and putup Receipt
3 Flease Verify Verify Please File
Figure 222

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 223
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Select Action Type*: IReceipt w

Type™ |P'Iease call

Please call
Description:

Is Active

Save Cancel

Figure 223

Note:

= Actioncan’t be edited only it can be made active or Inactive.

Priority

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Priority’ dropdown field in ‘Receipt/File Send’ page of File Management System.
e These values identify the urgency of File(s)/Receipt(s) at the time of sending.

View Priority:
To view the Priority, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Miscellaneous’—> Click ‘Priority’, as shown
inFigure 224

Copyright © NIC, 2020 128




@ffice

AL WORK PLACE SCLUTION

e@fﬁce Master Data Management

A DIGITAL WORKPLACE SOLUTION

Help v | A. Mohan | Logout | eOffice Portal

1t Diary Master ~ Communication Detail Master Subject Master File Heads Master Record Room Master ¥ | Miscellaneous v

Action

Priority

s Diary Master ) Communication Detail Master

ostal Mode
» Language » Ministry / Apex Body
Peon Name
» Delivery Mode » Department / Attached Office
Delegation Group & Head Mapping
» Forms of Communications » Attached Office / Sub Office/Others
» VIP » Country Delegation Privile
» Draft Nature » State Quick Noting
» Draft Prefix » City Template
»

Draft Reply Type

Figure 224

2. As aresult PriorityList appears as shown inFigure 225

efﬁce Master Data Management

Help = | A. Mohan | Logout | eOffice Portal

A DOGITAL WORKPUACE SOLUTION

L1 Diary Master Communication Detail Master Subject Master File Heads Maste Record Room Maste

Priority List Add Priority [a mm ||

‘;= These values identify the urgency of File(s)/Receipi(s) at the time of sending.

S.Ho & Level = Description = IsActive Action
Q Search Level I Q, Search Description
1 Immediate Immediate
2 MostImmediate Most Immediate
Figure 225

Search Priority:

To search the Priority, perform the following Steps:

1. Login to Master Data Management - Go to ‘Miscellaneous’—> Click ‘Priority’ - Enter the text
which needs to be searched in ‘Search’ text box, seeFigure 226

- Data Mana
r Data Mana Help v | A Mohan | Logout | e

A DOGITAL WWORKPUACE SOLUTION

L1 Dia Communication Detail . File Head

Priority List Add Priority [ o mm ||

\, These values identify the urgency of File(s)/Receipi(s) at the time of sending.

S.Ho & Level = Description = IsActive Action
Q Search Level I Q, Search Description
1 Immediate Immediate
2 Most Immediate Most Immediate
Figure 226
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Add New Priority:
For adding a new Priority, perform the following Steps:
1.

Login to Master Data Management—>Go to ‘Miscellaneous’> Click ‘Priority’—> Click
‘AddPriority’, as shown in Figure 227

e@ff. e Master Data Management

Help = | A. Mohan | Logout | eOffice Portal

Communication Detail Master Subject Master

File Heads Record Room Master
Priority List Add Priority | o imm ||
k; These values identify the urgency of File(s)/Receipi(s) at the time of sending.
SNo 2 Level # Description = IsActive Action
Q, Search Level I Q_ Search Description
1 Immediate Immediate
2 MostImmediate Wost Immediate
Figure 227

Enter the Priority ‘Level’and ‘Description’. Then click on ‘Save’ button as shown in the below
Figure 228

Level*: |Dut Today

Description®: |Dut Today

ls Active
Figure 228

Note:

Priorityonce Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Priority:

For editing status of existing Priority, perform the following Steps:

1. Login to Master Data Management—> ‘Miscellaneous’—> Click ‘Priority’—=>Click on ‘Edit’ icon,

seeFigure 229
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efflce Master Data Management

A DG TAL WYORKFLACE SGAUTION

ft Diary Master

Help + | A. Mohan | Logout | eOffice Portal

Communication Detail Master

Subject Master File Heads Master Record Room Master Miscellaneous
Priority List Add Priority |2 imm ||
\! These values identify the urgency of File(s)/Receipi(s) at the time of sending.
SNo = Level = Description = IsActive Action
Q, Search Level I Q, Search Description
1 Immediate Immediate
2 Most Immediate Most Immediate
Figure 229

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 230

Level*: |Immediate

Description®: |[mmediate

s Active

Save Cancel

Figure 230

Note:

Prioritycan’t be edited only it can be made active or Inactive.

Postal Mode

e This facilitates the Super Admin to View, Search, Add and Edit the Meta data values populating
through ‘Postal Mode’ dropdown field in ‘Draft Dispatch’ page of File Management System.
e Postal-Mode details for approved issues being dispatched.
View Postal Mode:

To view the Postal Mode, perform the following Steps:

1.

Login to Master Data Management—> Go to ‘Miscellaneous’> Click ‘Postal Mode’, as shown
inFigure 231
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e@fﬁce Master Data Management

Al WORKPLACE SOLUTION

T Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master

\
s Diary Master ) Communication Detail Master

» Language » Ministry / Apex Body

» Delivery Mode » Depariment / Attached Office

» Forms of Communications » Attached Office / Sub Office/Others
» VIP » Country

» Draft Nature » State

» Draft Prefix » City

¥

Draft Reply Type

Help v | A. Mohan | Logout | eOffice Portal

i Miscellaneous v |

Action

Priority

Postal Mode

Peon Name

Template

Figure 231

2. As aresult Postal ModeList appears as shown inFigure 232

e@fﬁce Master Data Management

ADIGITAL WORKPLACE SOLUTION

Help v | A. Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master

Postal Mode List

(L) Postal-Mode details for approved issues being dispatched.

Successfully Added

Miscellaneous

Add Postal Mode IQ secure] I

S.No £ Name % Description < IsActive Action
Q Search Name Q Search Description
1 Courier Secure Postal Mode 53
2 Registered Post Secure Postal Mode B
3 Speed Post Secure Postal Mode @
Figure 232

Search Postal Mode:

To search the Postal Mode, perform the following Steps:

1. Login to Master Data Management - Go to ‘Miscellaneous’—> Click ‘Postal Mode’->Enter the
text which needs to be searched in ‘Search’ text box, seeFigure 233

Copyright © NIC, 2020

132



=>@ffice

A DIGITAL WORK MLACE SCLUTION

er Data Management

Help + | A. Mohan | Logout | eOffice Portal

Communication Deta Record Room Master

Postal Mode List

Add Postal Mode H I Q, secure| l

‘t Postal-Mode details for approved issues being dispatched.

Successfully Added
SNo 3 Name

2 Description 2 IsActive Action
[ search Name [« search Description |

1 Courier Secure Postal Mode

2 Registered Post Secure Postal Mode

3 Speed Post Secure Postal Mode

Figure 233
Add New Postal Mode:

For adding a new Postal Mode, perform the following Steps:

1. Login to Master Data Management->Go to ‘Miscellaneous’—> Click ‘Postal Mode’—> Click

‘AddPostal Mode’, as shown in Figure 234
effice Master Data Management

ADGITAL WORKPUACE SOLUTION

Help » | A. Mohan | Logout |eOffice Portal
L ] Diary Master

Communication Detail Master Subject Master

File Heads Master Record Room Master Miscellaneous

Add Postal Mode Q securd ||

Postal Mode List

g Postal-Mode details for approved issues being dispatched.

Successfully Added
S.No = Name

= Description = IsActive Action
[ search Name | [ Search Description |
1 Courier Secure Postal Mode
2 Registered Post Secure Postal Mode
3 Speed Post Secure Postal Mode
Figure 234
2.

Enter the Postal Modeand Description. Then click on ‘Save’ button as shown in the below Figure
235
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|
Postal Mode
Postal Mode®: [Speed Post |
Secure Postal Mode
Description:
Is Active
L -
Figure 235

Note:
| |

Postal Modeonce Added cannot be deleted, only it can be made Active or Inactive using edit feature

Edit Existing Postal Mode:

For editing status of existing Postal Mode, perform the following Steps:

1. Login to Master Data Management—> ‘Miscellaneous’—> Click ‘Postal Mode’ > Click on ‘Edit’

icon, seeFigure 236

effice Master Data Management

A DOGITAL WORKPLACE SOLUTION

Help » | A. Mohan | Logout | eOffice Portal

013 Diary Master

Communication Detail Master Subject Master

File Heads Master Record Room Master Miscellaneous

Add Postal Mode IQ SecUre| l

Postal Mode List

{; Postal-Mode details for approved issues being dispatched.

Successfully Added
SMNo 3 Name

4 Description 2 IsActive Action
[ search ame | [ search Description |

1 Caourier Secure Postal Mode

2 Registered Post Secure Postal Mode

3 Speed Post Secure Postal Mode

Figure 236

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 237
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Postal Mode

Postal Mode*: [Cuurier l

Description:

Secure Postal Mode ‘

ls Active

Save Cancel

Figure 237

Note:

= Postal Modecan’t be edited only it can be made active or Inactive.

Peon Name

e This facilitates the Super Admin to View, Search, Add and Edit the meta data values populating
through ‘Peon Name’ dropdown field in ‘Draft Dispatch’ page of File Management System.
e List of Dispatch-Riders for an organization to circulate issues.

View Peon Name:

To view the Peon Name, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Miscellaneous’> Click ‘Peon Name’, as shown
inFigure 238
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TACAGITAL WORKPLACE SOLUTION Help v | A. Mohan | Logout | eOffice Portal
t Diary Maste Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous ¥

Action

Priority

4 Diary Master ! Communication Detail Master

Postal Mode

» Language » Ministry / Apex Body
Peon Name
» Delivery Mode » Department / Attached Office
» Forms of Communications » Attached Office / Sub Office/Others
» VIP » Country
» Draft Nature » State
» Draft Prefix » City Template

¥

Draft Reply Type

Figure 238

2. As aresult Peon NameList appears as shown inFigure 239

e@fﬁce Master Data Management

"ADIGITAL WORKPUACE SoLUTION Help v | A. Mohan | Logout | eOffice Portal

1 ] Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Peon Name List [ ool k

Q List of Dispatch-Riders for an organization to circulate issues.
Successfully Added

S.No £ Name 4 Code % IsActive Action
[@searchname [@searchcode |
1 Radhey Shyaam 0011 B
2 Ram Madhav 0013 B
3 Tulsi Ram 0012 &
Figure 239

Search Peon Name:

To search the Peon Name, perform the following Steps:

1. Login to Master Data Management - Go to ‘Miscellaneous’—> Click ‘Peon Name’->Enter the
text which needs to be searched in ‘Search’ text box, seeFigure 240
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Help v | A. Mohan | Logout | eOffice Portal

" Diary Master

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Peon Name List

Add Peon Name H [Q 001 l
&) List of Dispatch-Riders for an organization to circulate issues.
Successfully Added
S.No £ Name 4 Code % IsActive Action
Q Search Name Q, Search Code
1 Radhey Shyaam 0011 B
2 Ram Madhav 0013 B
3 Tulsi Ram 0012 &
Figure 240

Add New Peon Name:

For adding a new Peon Name, perform the following Steps:

1. Login to Master Data Management->Go to ‘Miscellaneous’—> Click ‘Peon Name’-> Click

‘AddPeon Name’, as shown in Figure 241
e@fﬁce Master Data Management

ADIGITAL WORKPLACE SOLUTION

Help v | A. Mohan | Logout | eOffice Portal

1 g Diary Master

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Peon Name List

Add Peon Name |[ Q 001 l
&) List of Dispatch-Riders for an organization to circulate issues.
Successfully Added
S.No £ Name $ Code % IsActive Action
Q Search Name Q Search Code
1 Radhey Shyaam 0011 &
2 Ram Madhav 0013 B
3 Tulsi Ram 0012 B
Figure 241

2. Enter the ‘Peon Name’ and ‘Code’. Then click on ‘Save’ button as shown in the below Figure 242
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Mame®: [Surinder Singh |
Code* o014 |
Is Active
Figure 242
Note:

Peon Nameonce Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Peon Name:

For editing status of existing Peon Name, perform the following Steps:

1. Login to Master Data Management—>‘Miscellaneous’—> Click ‘Peon Name’—>Click on ‘Edit’

icon, seeFigure 243

e@fﬁce Master Data Management

ADIGITAL WORKPLACE SOLUTION

Help v | A. Mohan | Logout | eOffice Portal

" Diary Master

Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Peon Name List

Add Peon Name LQ 001 I
&) List of Dispatch-Riders for an organization to circulate issues.
Successfully Added
S.No £ Name 4 Code % IsActive Action
Q Search Name Q, Search Code
1 Radhey Shyaam 0011
2 Ram Madhav 0013 B
3 Tulsi Ram 0012 B
Figure 243

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 244
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Mame*: [ Radhey Shyaam l

Code*: [U[]ll l
s Active
Figure 244

Note:

= Peon Namecan’t be edited only it can be made active or Inactive.

Delegation Group and Head Mapping

e This facilitates the Super Admin to View, Search, Add and Edit the Delegation Group and mapped
File Heads assigned to the delegation.

e Due to this mapping, the person to whom the charge is delegated will be able to view only the
mapped File Heads.

e Mapping of File-Heads to customized group for re-use in delegation privilege.

View Delegation Group and Head Mapping:
To view the Delegation Group and Head Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Miscellaneous’> Click ‘Delegation Group and
Head Mapping’, as shown inFigure 245
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Help » | A. Mohan | Logout | e Portal

Communication Detail |

Priority

Diary Master Communication Detail Master

P

» Language » Ministry / Apex Body
Peon Name
» Delivery Mode » Depariment / Attached Office
Delegation Group & Head Mapping
» Forms of Communications » Attached Office / Sub Office/Others
w VP » Country
» Draft Nature » State
» Draft Prefix » City Template
» Draft Reply Type

Figure 245

2. As aresult Delegation Group and Head Mapping List appears as shown inFigure 246

e@fflce Master Data Management Help v | A.Mohan | Logout | eOffice Portal

A DIGHTAL WORKIANGE SOUUTION

f*  Diary Master « Communication Detail Master Subject Maste File Heads Master Record Room Master Miscellaneous

Delegation Group & Head Mapping List Add Delegation Group & Head Mapping |q assistant I

;_ Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application

S.No $ Group name % Group Type Action
[QSearch Group name [@search Group Type

1 Assistant Level 1 Custom 5}

2 Assistant Level 2 Custom E}

3 Assistant Level 3 Custom @

Figure 246

Search Delegation Group and Head Mapping:
To search the Delegation Group and Head Mapping, perform the following Steps:

1. Login to Master Data Management - Go to ‘Miscellaneous’—> Click ‘Delegation Group and
Head Mapping’-> Enter the text which needs to be searched in ‘Search’ text box, seeFigure 247

e@fflce Master Data Management Help ~ | A Mohan | Logout | eOffice Portal

A DIGHTAL WORKIAAGE SOUITION

1 Diary Maste Communication Detail Master S File Heads Master Record Room Master Miscellaneous

Delegation Group & Head Mapping List Add Delegation Group & Head Mapping [Q assistant ]

() Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application.

S.No % Group name % Group Type Action
\’40\ Search Group name \0\ Search Group Type

1 Assistant Level 1 Custom 5}

2 Assistant Level 2 Custom @

3 Assistant Level 3 Custom E/'

Figure 247
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Add New Delegation Group and Head Mapping:
For adding a new Delegation Group and Head Mapping, perform the following Steps:

1. Login to Master Data Management—>Go to ‘Miscellaneous’—> Click ‘Delegation Group and
Head Mapping’—> Click ‘AddDelegation Group and Head Mapping’, as shown in Figure 248

fflce aster Data Management Help v | A Mohan | Logout | eOffice Portal

%  Diary Master Communication Detail Master Subject Maste File Heads Master Record Room Master Miscellaneous

Delegation Group & Head Mapping List Add Delegation Group & Head Mapping Q_ assistant I

‘; Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application.

S.No 4 Group name % Group Type Action
[Qsearch Group name | [@search Group Type
1 Assistant Level 1 Custom E}
2 Assistant Level 2 Custom E}
3 Assistant Level 3 Custom @
Figure 248

2. Select the Group Type, Enter the Group Name and select the File Heads which needs to be

viewed and used by the delegated user. Then click on ‘Save’ button as shown in the below Figure
249

Communication Detail Master

Delegation Mapping

Group Type™: Custom -
Group™ Assistant Level 1
File Heads™ [iCapacty Buiding (1)} .

[[] Commaon Office Services (D)
s [v] | Computerisation (I)
4 [ | Hindi Teaching Scheme (12)
Conduct of Hindi competition (16)
Examinations (13)
General aspects and Hindi Committees (11)
Grant of advance increments (14)
Grant of awards (15)
Training programme (12)
¥ | Progressive use of Hindi in government offices (11)
# [ | Transation into Hindi (13)
[¥1| Books, reports, periodicals efc (11)
[ EONCE-Medu (CoueE )
« [] Establishment (&)
[ Allowances (27)
[] Casual leave (including special leave) (25)
[ change of Home Town (51)
[ confidential/assessment report {28)
[ Creation and Classffication Of Posts (11)
[] Delegation of powers (36) v

IEEEEE

Figure 249
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Edit Existing Delegation Group and Head Mapping:

For editing existing Delegation Group and Head Mapping, perform the following Steps:

1. Login to Master Data Management—> ‘Miscellaneous’> Click ‘Delegation Group and Head
Mapping’—>Click on ‘Edit’ icon, seeFigure 250Figure 215

e@fflce Master Data Management Help + | A Mohan | Logout | eOffice Portal

A DIGHTAL WORKIANGE SOUTION

%  Diary Master Communication Detail Master S S File Heads Master Record Room Master Miscellaneous

Delegation Group & Head Mapping List Add Delegation Group & Head Mapping |q assistant I

‘; Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application.

S.No 4 Group name 7: Group Type ) Action
1 Assistant Level 1 Custom
2 Assistant Level 2 Custom E}
3 Assistant Level 3 Custom ®
Figure 250

2. Make required changes and Click ‘Save’, see Figure 251

Communication Det:

Delegation Mapping

Group Type*: Custom -
Group*: Assistant Level 1
File Heads": O Capacty Buidng (1) "

[[1 Common Office Services (D)
+ [V | Computerisation (I)
4 [¥] | Hindi Teaching Scheme (12)
[l | Conduct of Hingi competition (16}
[ Examinations (13)
[v] General aspects and Hindi Committees (11)
[¥ | Grant of advance increments (14)
[¥l| Grant of awards (15)
[¥1| Training programme (12)
[¥] | Progressive use of Hindi in govemment offices (11)
+ [ | Transktion into Hindi (13)
[ | Books, reports, perodicals etc (11)
T eoiCe-Tedu LLoue)
# [] Establishment (A}
[ Alowances (27)
[[] Casual leave (including special leave) (25)
[] change of Home Town (51}
[ confidential/assessment report (28)
[ Creation and Classification Of Posts (11)
[ Delegation of powers (36) ]

Figure 251
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Delegation Privileges

e When the charge of any user (Delegator) is delegated to another user (Delegatee) then
Administrator will be able to transfer the privileges of Delegator to Delegatee. Privileges such as
mapping of File Heads, Subject Categories, VIP Types, and Classified etc. can be transferred to

Delegatee.

e List of available delegations from EMD. Customizing delegation privilege as per the required

scope.

e Itis used to limit the scope of assigned delegation by filtering through File/Receipt Subject

Categories & other available parameters.

View Delegation Privileges:

To view the Delegation Privileges, perform the following Steps:

1. Login to Master Data Management-> Go to ‘Miscellaneous’—> Click ‘Delegation Privileges’, as

shown inFigure 252

effice Master Data Management

SGITAL WORKPL

Communication Detail Master Subject

o~ A
[ ) = { ) e .
~°» Diary Master \ A Communication Detail Master
v
» Language » Ministry / Apex Body
» Delivery Mode » Department / Attached Office

» Forms of Communications » Attached Office / Sub Office/Others

» VIP » Country
w Draft Nature » Siate
w Draft Prefix » City

» Draft Reply Type

Help + | A. Mohan | Logout | eOffice Portal

n Group & Head Mapping

Privileges

oting

Template

Figure 252

2. As aresult Delegation Privileges List appears as shown inFigure 253
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goffice

Help ~ | A Mohan | Logout | eOffice Portal

Delegation Privileges List [ searcha 1
L,; List of available delegalions from EMD. Customizing delegation privilege as per the required scope.
S.No % Delegation From % Delegation To % From Date % ToDate % Type Action
\ Q, Search Delegation From |Q Search Delegation To | Q search Type
1 Bilash Kaman Suresh Rajkhowa 25072019 31122020 ASSISTANT Privileges
2 Bilash Kaman Amujae Phurailatpam 01/05/2018 311272020 SIGNATORY Privileges
R Bilazh Kaman Amujae Phurailatpam 18/06/2018 3101212020 AUTHORMY Privileges
4 B Rajput Lalta Chugh 28/08/2018 311212020 ASSISTANT Privileges
B Rajput Lalta Chugh 28/08/2018 MM 2/2020 ASSISTANT Privileges
6 B Rajput Lalita Chugh 28/08/2018 311212020 ASSISTANT Privileges

Figure 253

Search Delegation Privileges:

To search the Delegation Privileges, perform the following Steps:

1. Login to Master Data Management - Go to ‘Miscellaneous’> Click ‘Delegation
Privileges’>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 254

eoffice Master Data Management

DG TAL WORSSILACE SCLUTION Help » | A. Mohan | Logout | eOffice Portal

[ 4 Diary Master Communication Detail Master C te astel Record Room Master Miscellaneous

Delegation Privileges List [ bissh ||

(,; List of available delegations from EMD. Customizing delegation privilege as per the required scope.

S.No % Delegation From %+ Delegation To + From Date % To Date % Type Action
| @, Search Delegation From ‘ Q, Search Delegation To | Q Search Type
1 Bilash Kaman Suresh Rajkhowa 250072019 IMNM2/2020 ASSISTANT Privileges
s Bilash Kaman Amujao Phurailatpam 18/06/2018 3111212020 AUTHORMTY Privileges
3 Bilash Kaman Amujao Phurailatpam 01/05/2018 3212020 SIGNATORY Privileges

Figure 254

Add New Delegation Privileges:

For adding a new Delegation Group and Head Mapping, perform the following Steps:

1. Login to Master Data Management—>Go to ‘Miscellaneous’—> Click ‘Delegation Privileges’—>
Click ‘Privileges’link, as shown in Figure 255
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e X Help v | A Mohan | Logout | eOffice Portal

f Di

Delegation Privileges List | = biesn ||

(L) List of available delegations from EMD. Customizing delegation privilege as per the required scope.

S.No % Delegation From % Delegation To % From Date 4 To Date %+ Type Action
| Q, Search Delegation From \ Q, Search Delegation To | Q, Search Type
1 Bilash Kaman Suresh Rajkhowa 250072019 3111212020 ASSISTANT Privileges
2 Bilazh Kaman Amujao Phurailatpam 18/06/2018 31212020 AUTHORITY Privileges
3 Bilash Kaman Amujao Phurailatpam 01/05/2018 311212020 SIGNATORY Privileges

Figure 255

As a result Delegation Privilege settings page will be displayed as shown in the below Figure 256

e@fﬁce Master Data Management

-~ -~ Help v | A.Mohan | Logout | eOffice Portal
ORI WORKIRACE SOLLTON

1t Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

+ File Privileges

+ Receipt Privileges

Save Cancel

Figure 256

2. Click ‘File Privilege’ to expand and Select ‘Delegation Groups’ and ‘Delegation Subject

Category’ by clicking on required element from the Available list to move them to the Selected list
as shown inFigure 257

- File Privileges

Delegation Group

Selected

~ Assistant Level 1

Assistant Level 2

ajay

Assistant Level 2

BB

D1

G Commen Office Services Capacity Building1

G-Projects

2

g-QA-deletion
G-Test

NG12

NG123
gqa-zoffice-custom
QA-General
ga-Projects

QA-Public-Relation

Delegation Subject | Avzilable Selected

Category : L Establishment

Commen Office Services

Finance, Budget, Cash and Accounts
english

General

Figure 257
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3. Click ‘Receipt Privilege’ to expand and Select ‘Receipt VIP’ and ‘Receipt Subject Category’ by
clicking on required element from the Available list to move them to the Selected list as shown
inFigure 258

+ File Privileges

- Receipt Privileges

Receipt VIP: Available Selected
22 Chief Minister
AA Minister
aaa MLA
Cabinet MP
Govemnor .
jaskiran VIF
Others
Parsad
Fresident 3

Prime Minister
typing

VIP

vip testing
vmm

wip

Receipt Subject Avsilable Selected
Category A22 ~

Common Office Services

AR Establishment

Finance, Budget, Cash and Accounts

Figure 258

4. Click ‘Save’ to save the selection as shown in Figure 259. After saving the settings, selected
privileges will be set for the ‘Delegatee’.

e Master Data Management

Help v | A.Mohan | Logout | eOffice Portal

cation Detail Master

+ File Privileges

+ Receipt Privileges

e

Figure 259

Edit Existing Delegation Privileges:

For editing Delegation Privileges, follow the same steps as in Adding Delegation Privileges.
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Quick Noting

e This facilitates the Super Admin to View, Search, Add and Edit the Quick Noting populating
through ‘Quick Noting’ field in Green/Yellow Noting Editor in eFile Inner page of File
Management System.

View Quick Noting:
To view the Quick Noting, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Miscellaneous’> Click ‘Quick Noting’, as shown
inFigure 260

e@fﬁce Master Data Management

A OIGITAL WORKPLACE SOLUTION

Help v | A. Mohan | Logout | eOffice Portal

ft

Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous v

Action

P -3
170\ ) €» e 2 Priority
S’ Diary Master &’ Communication Detail Master

» Language » Ministry / Apex Body
» Delivery Mode » Department / Attached Office
Delegation Group & Head Mapping
» Forms of Communications » Attached Office / Sub Office/Others
» VIP » Country Delegation Privileges
» Draft Nature » State Quick Noting
» Draft Prefix » City Template

» Draft Reply Type

Figure 260

2. As aresult Quick Noting List appears as shown inFigure 261

Help | A. Mohan | Logout | eOffice Portal

Quick Noting List Add Quick Noting | o aporcv 1
[,; These values identify the urgency of File(s)/Receipl(s) at the time of sending.
5.Ho + Language % Quick Noting Content & Quick Noting Traslated Content + Created By % Created 0 3 IsActiv Action
n e
| Q, Search Language | Q, Search Quick Noting Cont | Q, Search Quick Noting Tras | @, Search Created By

1 English Approved. e0ffice Administrator 24/04/2020 E-
2z English JD/Dir. May kindly see for approval. e0ffice Administrator 24/04/2020 E
3 English Submitted for orders/approval please. e0ffice Administrator 24/04/2020 5

4 English Draft approved and duly singed letter is enclosed. Prashant K.Thete 24/04/2020 5

.
Figure 261

Search Quick Noting:

To search the Quick Noting, perform the following Steps:
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1. Login to Master Data Management 2> Go to ‘Miscellaneous’> Click ‘Quick Noting’—> Enter the
text which needs to be searched in ‘Search’ text box, seeFigure 262

e@ffioe Master Data Management

Help | A. Mohan | Logout | eOffice Portal
CIGITAL PORRILACE SELUTION
Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Quick Noting List Add Quick Noting | o aporcv 1
L,; These values identify the urgency of File(s)/Receipl(s) at the time of sending.

5.Ho + Language % Quick Noting Content & Quick Noting Traslated Content + Created By % Created 0 3 IsActiv Action

n e
| Q, Search Language | Q, Search Quick Noting Cont | Q, Search Quick Noting Tras | @, Search Created By

1 English Approved. e0ffice Administrator 24/04/2020 E
2z English JD/Dir. May kindly see for approval. e0ffice Administrator 24/04/2020 E
3 English Submitted for orders/approval please. e0ffice Administrator 24/04/2020 5
4 English Draft approved and duly singed letter is enclosed. Prashant K.Thete 24/04/2020 5

Figure 262

Add New Quick Noting:

For adding a new Quick Noting, perform the following Steps:

1. Login to Master Data Management—>Go to ‘Miscellaneous’—> Click ‘Quick Noting’-> Click
‘AddQuick Noting’, as shown in Figure 263

e@ffice Master Data Management

Help ~ | A. Mohan | Logout | eOffice Portal
UG PHORRPLAGE SCALITION
Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Quick Noting List Add Quick Noting Q, approv I
(L) These values identify the urgency of File(si/Receipt(s) at the time of sending.

S.Ho % Language % Quick Noting Content % Quick Noting Traslated Content 4 Created By % Created O % IsActiv Action

n e
| Q, Search Language | @, Search Quick Moting Cont | @, Search Quick Noting Tras | Q, Search Created By

1 English Approved e0ffice Administrator 24/04/2020 E
2 English JD/Dir. May kindly see for approval. e0ffice Administrator 24/04/2020 E
3 English Submitted for orders/approval please. eOffice Administrator 24/04/2020 5
4 English Draft approved and duly singed letter is enclosed. Prazshant K.Thete 24/04/2020 5

Figure 263

2. Select ‘Language’, Enter the ‘Content’, Select checkbox ‘Add Translated Content’ and enter
‘Translated Content’ (Ifrequired). Then click on ‘Save’ button as shown in the below Figure 264
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CQuick Moting

Language®: English W

Kindly do the needful.
Content*:

Add Translated Content

T HGWEAl & AT B P

Translated Content®:

s Active

Figure 264

Note:

= Quick Noting once Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Quick Noting:

For editing status of existing Quick Noting, perform the following Steps:

1. Login to Master Data Management—> ‘Miscellaneous’—> Click ‘Quick Noting’—>Click on ‘Edit’
icon, seeFigure 265

e@ffice Master Data Management
| Aeatal R G SouuTin |

Help = | A. Mohan | Logout | eOffice Portal

[0} Diary Master Communication Detail Master Subject Master File Heads Master Record Room Master Miscellaneous

Quick Noting List Add Quick Noting [q SIY l
(L) Tnese values identify the urgency of File(s)/Receipl(s) at the time of sending.

S.No % Language % Quick Noting Content % Quick Noting Traslated Content % Created By 4 Created Q0 2 IsActiv Action

n e
| Q, Search Language | Q, Search Quick Noting Cont | Q, Search Quick Noting Tras | Q, Search Created By

1 English Approved. e0ffice Administrator 24/04/2020 IE'
2 English JO/Dir. May kindly see for approval. e0ffice Administrator 24/04/2020 @

3 English Submitted for orders/approval please. e0ffice Administrator 24/04/2020 5

4 English Draft approved and duly singed letter is enclosed Prashant K. Thete 24/04/2020 5

o
Figure 265

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 266
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Quick MNoting

Language*: English W

KEindly do the needful
Content*;

Add Translated Content

DI HAWPAl P FEY DY DL

Translated Content®:

s Active

Figure 266

Note:

= Quick Noting can’t be edited only it can be made active or Inactive.

Templates

e This facilitates the Super Admin to View, Search, Add and Edit the Draft Template populating

through ‘Template’ field in Draft Editor in File/Receipt Draft Creation page of File Management
System.

View Template:

To view the Template, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Miscellaneous’—> Click ‘Template’, as shown
inFigure 267
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ctar Datam =
astcpDdaaManagement Help v | A Mohan | Logout | eOffice Portal

Communication Detail M § E H Record Room Master Miscellaneous v
Action

) _ ~ _ Priority
) Communication Detail Master

Diary Master

Postal Mode

» Language » Ministry / Apex Body
Peon Name
» Delivery Mode » Department / Attached Office
¥ s gatio oup & Head Mapping
» Forms of Communications » Attached Office / Sub
i Office/Others ) ion Privileges
» Count -
» Draft Nature v Quick Noting
» State
» Draft Prefix Template
» City

» Draft Reply Type

Figure 267

2. As aresult Template List appears as shown inFigure 268

Help = | A Mohan | Logout | eOffice Fortal

f* | Diary Master

() These values identify the urgency of Filejs)Receipt(s) at the time of sending.

SNo 2 Name # Language 2 Type 2 Created By % Created O 2 IsActiv Action
n e
Q Search Mame Q, Search Language Q Search Created By
1 ADMG Letter Head Bengali Draft eOffice Administrator 032/04/2020 3 Assignment
2 DemiOfficialL etter Bangali Draft eOffice Administrator 02/04/2020 B Assignment
3 ECI DO Letter Bengali Draft eOffice Administrator 02/04/2020 @ Assignment
4 FCI Normal Letter Bengali Draft =Office Administrator 03/04/2020 B Assionment

5 letter Bengali Draft eOffice Administrator 02/04/2020 @ Assignment

Figure 268

Search Template:

To search the Template, perform the following Steps:

1. Login to Master Data Management 2> Go to ‘Miscellaneous’> Click ‘Template’>Enter the text
which needs to be searched in ‘Search’ text box, seeFigure 269

aster Data Management
e@fflC Master D nagement Help v | A. Mohan | Logout | eOffice Portal

£ 4 Diary Master Communication Detail Master Subject Master File Heads Master Recor Miscellaneous

() These values identify the urgency of File(s)/Receipt(s) at the time of sending

S.No S Name $ Language s Type % Created By % Created O 2 IsActiv Action
n e
R’\?Em:'h Name i‘rQ
1 ADMG Letter Head Bengali Draft eOffice Administrator 03/04/2020 E} Assignment
2 DemiOfficialLetter Bengali Draft eOffice Administrator 03/04/2020 E} Assignment
3 ECI DO Letter Bengali Draft eOffice Administrator 02/04/2020 @ Assignment
4 FCI Normal Letter Bengali Draft eOffice Administrator 02/0 0 ® Assignment

Figure 269
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Add New Template:

For adding a new Template, perform the following Steps:

1. Login to Master Data Management—>Go to ‘Miscellaneous’—> Click ‘Template’—> Click
‘AddTemplate’, as shown in Figure 270

fﬂce Master Data Management Help v | A. Mohan | Logout | eC

Communication Detail Master

Template List + | .
(D) These values identify the urgency of File{si¥Receipts) at the time of sending.
SMNo £ Name % Language % Type 3 Created By % Created 0 % IsActiv Action
n e
Q, Search Name Q, Search Language Q, Search Created By
1 ADMG Letter Head Bengali Draft eOffice Administrator 02/04/2020 ® Assignment
z DemiOfficiall etter Bengali Draft eOffice Administrator 03/04/2020 B Assignment
3 ECI DO Letter Bengali Draft eOffice Administrator 03/04/2020 ® Assignment
4 ECl Hormal Letter Bengali Draft eOffice Administrator 03/04/2020 B assignment
letter Bengali Draft eDffice Administrator 03/04/2020 B Assignment
(-] Letter fwith endorsement} Bengali Draft eOffice Administrator 02/04/2020 ® Assignment
7 NRHMLetterHeadEnglish Bengali Draft eOffice Administrator 03/04/2020 B Assignment
2 NRHMLetterHeadMarathi Bengali Draft eDffice Administrator 02/04/2020 = Assignment
9 550 Letter Head Bengali Draft eOffice Administrator 03/04/2020 B Assignment

Figure 270

2. Enter the Template ‘Name’, Select Template ‘Type’ and ‘Language’.Paste the Content in the
editor or create using editor tools and then click on ‘Add’ button as shown in the below Figure 271

Copyright © NIC, 2020 152




Template
Mame® |Endorsement | Type® |Draft vlLanguagE’: English vl 5 Active
B L B JT U = == Fomats~ Line Height = | Paragraph =~ Verdana ~  Tipt -
HeshTag> E = = & ¢ B — 0 x, xX A T E~ A~ A~ & 3 Englsh~ & ~ =
s
Tel. No. oo
List of papers forwarded:
1)
2)
3)
To
r
r
[ W
p Words: 37
=)
Note : Use fellowing # tags for draft creation
#4pprovedBy# for Approver Info #h4pprovedByName# for Approver Name
#4 pprovedByDesignation# for Approver Designation  #ApprovedBySectionName# for Approver Section Name
#4pprovedByPost# for Approver Post #h4pprovedByEmail# for Approver Email
#4 pprovedDates for Date of Approval #DocumentMumbers# for Document Number
Figure 271
Note:

= Templateonce Added cannot be deleted, only it can be made Active or Inactive using edit feature.

Edit Existing Template:

For editing status of existing Template, perform the following Steps:

1. Login to Master Data Management—> ‘Miscellaneous’—> Click ‘Template’>Click on ‘Edit’ icon,
seeFigure 272
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Help v | A. Mchan | Logout |

ft

Template List

SNo 2 Name 4 Language % Type % Created By 4 Created @ £ IsActiv

Diary £ Communication Detail Master

(D) These values identify the urgency of Filejs)/Receipt(s) at the time of sending

Action

Q Search Mame @, Search Language @ Search Created By

ADMG Letter Head Bengali Draft eOffice Administrator 03/04/2020
DemiOfficialLetter Bengali Draft eDffice Administrator 02/04/2020
FCl DO Letter Bengali Draft ebffice Administrator 02/04/2020
ECl Mormal Letter Bengali Draft eOffice Administrator 02/04/2020
letter Bengali Draft eOffice Administrator 02/04/2020
Letter {with endorsement) Bengali Draft eOffice Administrator 03/04/2020
NRHMLetterHeadEnglish Bengali Draft eOffice Administrator 02/04/2020
NRHML etterHeadMarathi Bengali Draft eOffice Administrator 03/04/2020
S55M Letter Head Bengsali Draft eDffice Administrator 02/04/2020

—

B assionment
® passignment
® Assignment
B assignment
[ Assianment
B assignment
[ passignment

@ Assignment

Figure 272

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 273

Mame®: |Er|dair Telegram Type®: |Draft + | Langusge®: |Bengali W
~
TELEGRAM
L£DCOMAH STATE
BOMBAY “EXPRESS
MO e B e REQLET-RYLET JULY TEMNTH STOP
EXPEDITE BUDGET PROPOSALS STOP DINAMNCE PRESSING HARD STOP.
EHOMEX,
Tel. No. ...
Department of
(.....\Vibhag)
MNO.
Copy by post in
confirmation
New Malhi tha Fnn7 v
»
=
Mote : Use following # tags for draft creation
#Approved By# for Approver Info #ApprovedByMames# for Approver Name
#ApprovedByDesignations for Approver Designation #ApprovedBySectionMames# for Approver Section Name
#Approved ByPost#¥ for Approver Post #4pprovedByEmail# for Approver Email
#Approved Date# for Date of Approval #DocumentMumber# for Document Number

Figure 273
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Note:

= Templatecan’t be edited only it can be made active or Inactive.

Assign Template:

For Assigning existing Templateto other Departments within same eOffice Instance, perform the
following Steps:

1. Login to Master Data Management—>‘Miscellaneous’> Click ‘Template’ > Click on
‘Assignment’ link, see Figure 274

Master Da gement

Help v | A. Mchan | Logout | eCffice Portal

Communication Detail Master

() These values identify the urgency of File(s)/Receipt(s) at the time of sending

SNo 2 Name 2 Language = Type 2 Created By 2 Created 0 2 IsActiv Aetion
n e
Q Search Name Q, Search Language Q, Search Created By
1 ADMG Letter Head Bengali Draft eOffice Administrator 02/04/2020 Assignment
2 DemiOfficiall etter Bengali Draft eOffice Administrator 03/04/2020 B Assignment
3 FCl DO Letter Bengali Draft eOffice Administrator 02/04/2020 ® Assignment
) ECl Hormal Letter Bengali Draft eOffice Administrator 03/04/2020 B Assignment
5 letter Bengali Draft eDffice Administrator 02/04/2020 @ Assignment
[:] Letter {with endorsement} Bengali Draft eOffice Administrator 032/04/2020 3 Assignment
7 NRHMLetterHeadEnglish Bengali Draft eOffice Administrator 03/04/2020 B assianment
8 NRHMLetterHeadMarathi Bengali Draft eOffice Administrator 02/04/2020 B Assignment
9 55M Letter Head Bengali Draft eOffice Administrator 03/04/2020 B Assignment

Figure 274

2. Search (If required) and Click on Available Departments to move them to Assigned Departments
then Click ‘Save’, see Figure 275
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Master Data Ma

Help v | A. Mohan | Logout | eOffice Portal

Template : DemiOfficialLetter Status: Active

IAvailabIe Departments

| Assigned Departments |
|Seav\:h Available Search § £

cted

National Informatics Centre

MD-NICSI

SOFTWARE DEVELOPME and TRAINING CENTRE , NAGPUR Ministry of C: ion & Technol
E-Sign Division

National centre for eGovernance Standards Technology (NeST)

HQ

Figure 275

Note:

Only active Templatecan be assigned to available departments.
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LOCAL ADMIN

Local Admin can only View, Search, Assign and Delete Master data assigned by Super
Adminfor eFile Application of hisdepartment.
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Login

e Enter the Username and Password in the eOffice portal, as shown in Figure 276:

Monday, January 11, 2016

c@Office

A DIGITAL WORKPLACE SOLUTION

Mission Mode Project

Figure 276

e Click Login ( ) button to submit the details, if the Username and Password correctly match
then the user is successfully logged in to the eOffice portal and following screen appears (as shown
in Figure 277):
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g@ffic

AL WORKPLACE SOLUTION

R=f || & search Here

Advanced Search ~

CONTACT

2 3 iy

u @ wrtkmsHrAY (@) Logour

EMPLOYEE SERVICES QUICK LINKS

IQuug ofthe week  To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam

Notice Board Latest

ik € eOffice Services

@ » File Management System

KMS » eFile MIS Reports

[ » Knowledge Management System
» Employe Master Detail

» Master Data Management

+ Leave Management System
+ Leave MIS Reports
+ Tour Management System
+ Record Management System
() .
NIC mail e Other Services
: » Finance Services
Ey Download Forms
Calendar
@ » 7 central doc
+ 7 Order 25452
Gallery

» 7 test doc

test data

» eOffice training
KAPIL AGGARWAL ON 03/07/2020

b test
KARTIK MISHRA ON 03/07/2020

+ Test Publish
KARTIK MISHRA ON 03/07/2020

» my Notice
509 ON 23/06/2020

» doc
KARTIK MISHRA ON 26/06/2020

KMS Training ITDC
NIKITA NEGI ON 13/06/2020

C A mede desed an s s

Connect

MTP SECTION Notice Board

[y et weg
& " Antenatal Clinic - T fare
e News
L For ]
+ India, China agree to ensure ~
A . L
& early resolution of situation
along LAC
Iéﬂ v CISCE ICSE 10th, ISC 12th result
2020 declared
Cal » Tamil Nadu CM holds meeting v
B S .
& EVENTS more >

+ No Event Available

Figure 277

e To open the Master Data Management Module click on the link mentioned in the right panel as
highlighted in Figure 277, as result of which following home screen appears through which the
Admin can log into the Master Data Management Module (Figure 278) :

e@fﬁce Master Data Management

A DIGITAL WORRILACE SOLUTION

nication Detail

Master Data For Department: MD-NICSI

Miscellaneous

Help v | Rama Hariharan | Logout | eOffice Portal

@
"r ication Detail

» Ministry / Apex Body
» Department / Attached Office

» Attached Office / Sub
Office/Others

P
=
"°) Miscellaneous

» Template

o
|/ \
\ej Subject Master

» Subject Category
» Subject Sub-Category
» Category Mapping

Zams,
14 W
[l )
\ 4
N

"

»

»

File Heads Master

Basic Head
Primary Head
Secondary Head
Tertiary Head
File-Head Mapping
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Master Data Management Module

Master Data Management Module comprises of 12 different sections:

%o

A

0, R O Rl R ® ®
LR X R X X I X B X X4

Basic Head
Primary Head
Secondary Head X
Tertiary Head <>
File Head Mapping

Subject Category

Subject Sub Category

Category Mapping

Ministry/ Apex Body
Department/ Attached Office
Attached Office/Sub Office/Others
Template

Categorization of the links

Based on the usability above mentioned links has been categorized as follows:

Ll

Communication Detail Master
Subject Master

File Heads Master
Miscellaneous

Let’s have a quick overview of the different sections one by one.

Communication Detail Master

Communication Master includes the following links which contains the Meta data to be used at user level.

Ministry
Department
Country
State
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Ministry/Apex Body

e This facilitates the Local Admin to View, Search, Assign and Remove Mapped Meta data values
populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File
Management System.

e These values identify the name of ministry from/to whom DAKs/LETTERs/TAPAL's has been
received/to be sent.

View Ministry/ Apex Body:
To view the Ministry/ Apex Body, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’—> Click
‘Ministry/Apex Body’, as shown inFigure 279

A DIGTAL WORKILAG

eC Master Data Management Master Data For Department: MD-NICSI Help ~ | Rama Hariharan | Logout | eOffice Portal

(1 Communication Detail Master » Subject Master File Heads Master Miscellaneous

Ministry / Apex Body

P
Department / Attached Office ) . { "
tion Detail Master &

I’A‘V
Subject Master ‘\Q) File Heads Master

Apex Body » Subject Category » Basic Head
» Department / Attached Office » Subject Sub-Category » Primary Head
» Attached Office / Sub » Category Mapping » Secondary Head

Office/Others
» Tertiary Head

» File-Head Mapping

Figure 279

2. As aresult Ministry/Apex BodyList appears as shown inFigure 280

(LS R Par Dl UaiE e Help » | Rama Hariharan | Logout | eOffice Porta

User Department : MD-NICSI Assign Ministry / Apex Body | seacha ||
(L) These values identify the name of ministry fromfo whom DAKS/LETTERS/TAPAL 's has been receivedito be sent.
S.No % Name s Type % Created By 4 Assigned By %+ Created On 3 Assigned On & Status Action

[ @, 5earch Name | [ @ search Created By | ' [@ search Assigned By

1 COMPTROLLER & AUDITOR GENERAL OF INDIA Ministry . Mohan, STD(AM)-TN, CHENNAI ( STATE UNIT ) 1110712020 Active Q

2 DEPARTMENT OF ATOMWIC ENERGY Ministry Active o

3 DEPARTMENT OF DISINVESTMENT Ministry Active [x]

4 DEPARTMENT OF SPACE Ministry Active Q
ELECTION COMMISSION OF INDIA Ministry Active [x]

] GOVT OF NCT OF DELHI Ministry Active o

Figure 280
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Search Ministry/ Apex Body:
To search the Ministry/ Apex Body, perform the following Steps:

1. Login to Master Data Management - Go to ‘Communication Detail Master’—> Click
‘Ministry/Apex Body’ > Enter the text which needs to be searched in ‘Search’ text box, seeFigure
281

f-c Master Data Management Master Data For Department: MD-NICSI Help v | Rama Hariharan | Logout | eOffice Portal

T Communication Detail Master Subject Master File Head: ste Miscellaneous

User Department : MD-NICSI Assign Ministry / Apex Body q [Q ministry] I

(,; These values identify the name of ministry fromto whom DAKS/LETTERSTAPAL's has been receivedio be sent.

S.Ho % Hame % Type 3 Created By % Assigned By 4 Created On % Assigned On % Status Action
| Q. 5earch Name | | @ Search Created By | || @ 5earch Assigned By

1 COMPTROLLER & AUDITOR GENERAL OF INDLA Ministry A. Mohan, STD(AM}-TN, CHENNAI { STATE UNIT ) 11/07/2020 Active 9

2 DEPARTMENT OF ATOMIC ENERGY Ministry Active 0

3 DEPARTMENT OF DISINVESTMENT Ministry Active 9

4 DEPARTMENT OF SPACE Ministry Active 9
ELECTION COMMISSION OF INDIA Ministry Active 0

6 GOVT OF NCT OF DELHI Ministry Active (<]

Figure 281

Assign Ministry/ Apex Body:

For Assigning existing Ministry/Apex Body to Logged in Department, perform the following Steps:

1. Login to Master Data Management Module > ‘Communication Detail Master’—> Click
‘Ministry/Apex Body’ > Click‘Assign Ministry/Apex Body’, see Figure 282

‘U eaeCeIRUS LRI SHE S EITEDT LR AL E EAENTE [ Help » | Rama Hariharan | Logout | eOffice Portal
1t Communication Detail Master Subject Master File Heads Master Miscellaneous

User Department - MD-NICSI Assign Ministry / Apex Body Q, ministry| l
(L) These values identify the name of ministry from/to whom DAKS/LETTERS/TAPAL s has been receivedito be sent.

S.No % Name s Type 3 Created By S Assigned By % Created On  § Assigned On 3 Status Action

[ Q, 5earch Name | [ @ search Created By | | [ search Assigned By

1 COMPTROLLER & AUDITOR GENERAL OF INDIA Ministry A. Mohan, STD(AM)-TN, CHENMAI { STATE UNIT ) 114072020 Active [x]

2 DEPARTMENT OF ATOMIC ENERGY Ministry Active 0

3 DEPARTMENT OF DISINVESTMENT Ministry Active [x]

4 DEPARTMENT OF SPACE Ministry Active [x]

5 ELECTION COMMISSION OF INDLA& Ministry Active 0

3 GOVT OF NCT OF DELHI Ministry Active [x]

Figure 282
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2. Search (If required) and Click on Available Ministry to move them to Assigned Ministry then Click
Save, see Figure 283

e@fflce Master Data Management Master Data For Department: MD-NICSI

Help + | Rama Hariharan | Logout | eOffice Portal

DRGHTAL WORGIRACE SOULITION

[y 4 Communication Detail Master Subject Master File Head S Miscellaneous

Minisiry / Apex Body:

| Available Ministry | Assigned Ministry |

‘Search Available |Sea|ch Selected
11 {Inactive) ~ COMPTROLLER & AUDTOR GENERAL OF INDL& ~
CABINET SECRETARIAT (Inactive) DEPARTMENT OF ATOMIC ENERGY
CENTRAL VIGILANCE COMMISSION (Inactive) DEPARTMENT OF DISINVESTMENT
N DERARTMENT OF SRACE

FLECTON COMMBSEN OT O

jasooo (Inactive) GOWT OF NCT OF DELHI
MINISTRY OF CIVIL AWIATION

1

MINISTRY OF AGRICULTURE (Inactive)
) MINISTRY OF COAL
ministry test (Inactive)
MINISTRY OF COMMERCE AND INDUSTRY

NAMEEN
Ministry of Communications
naveen123
MINISTRY OF CONSUMER AFFAIRSEPUBLIC DIST
QA-Ministry
MINISTRY OF DEFENCE
OA-Testing

MINISTRY OF DEVELOPMENT OF NORTH EASTERN REGION
test (Inactive
: ] MINISTRY OF EARTH SCIENCES
Testi hd . hd

Cancel Save

Figure 283

Remove Mapping of Assigned Ministry/ Apex Body:

For removing mapping of assignedMinistry/ Apex Body perform the following Steps:

1. Login to Master Data Management Module > ‘Communication Detail Master’> Click
‘Ministry/Apex Body’ > ClickRemove Mapping Icon, see Figure 284

e@fflce Master Data Management Master Data For Department: MD-HICSI

Help » | Rama Hariharan | Logout | eDffice Portal

User Department: MD-NICSI Assign Ministry / Apex Body | o st ||
(,; These values identify the name of ministry fromito whom DAKSLETTERSTAPAL 5 has been receivedto be sent
S.No 5 Name $ Type 5 Created By + Assigned By % Created On 5 Assigned On 5 Status Action
| @ 5earch Name | | @ Search Created By | | [ Search Assigned By
1 COMPTROLLER & AUDITOR GENERAL OF INDHA Ministry A. Mohan, STD(AM}-TN, CHENNAI { STATE UNIT ) 1072020 Active @
2 DEPARTMENT OF ATOMIC ENERGY Ministry Active 9
3 DEPARTMENT OF DISINVESTMENT Ministry Active 9
4 DEPARTMENT OF SPACE Ministry Active 6
ELECTION COMMISSION OF INDIA Ministry Active o
6 GOVT OF NCT OF DELHI Ministry Active Q

Figure 284

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 285
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Are you sure, want to delete it 2?

[ cancel

Figure 285

Department/Attached Office

e This facilitates the Local Admin to View, Search, Assign and Remove MappedMeta data values
populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File
Management System.

e These values identify the name of ministry from/to whom DAKs/LETTERs/TAPAL's has been
received/to be sent.

View Department/ Attached Office:

To view the Department/ Attached Office, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’—> Click
‘Department/Attached Office’, as shown inFigure 286

- MD-NICS
Master Data For Department: MD-NICSI Help v | Rama Hariharan | Logout | eOffice Portal

A OIGHTAL WORKIUGE SOUUT

7t Commu tion Detail Master v Subject Master File Heads Master Miscellaneous

'r N a ‘\
tion Detail Master @' Subject Master '@' File Heads Master

» Subject Category » Basic Head
» Department / Attached Office » Subject Sub-Category » Primary Head
» Attached Office / Sub » Category Mapping » Secondary Head

Office/Others
» Tertiary Head

» File-Head Mapping

Figure 286

2. As aresult Department/Attached Office List appears as shown inFigure 287
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e@fflce Master Data Management Master Data For Department: MD-NICSI

. Help ~ | Rama Hariharan | Logout | eOffice Portal
DA R A Sk LT
1t Communication Detai
User Department - MD-NICSI Assign Department / Attached Office IQ department I
(L) These values identify the department within the ministry fromto whom DAKSAETTERS/TAPAL s has been receivedio be sent.
S.No % Name % Ministry | Apex Bodies % Type % Created By + Assigned By % CreatedOn 3 AssignedOn  § Status Action
| @ search Name | [Qsearch Ministry / Apex Bodies | | @ search Created By | | Q Search Assigned By |
‘ DEPARTMENT OF ANIMAL HUSEANDRY AN MINISTRY OF MICRO, SMALL & MEDIUM ENTERP | departmen - o
D DARYING RIZES t
2 DEPARTMENT OF BIO-TECHNOLOGY MINISTRY OF SCENCE & TECHNOLOGY fe""”me" Inactive Q
5 DEPARTMENT OF CHEMICALS & PETROCHE |y oopn oo departmen N — )
WICALS t
"
4 DEPARTMENT OF COMPANY AFFARS z\N\STRY OF LAW,JUSTICES COMPANY AFFAIR fiepartmen Active o

Figure 287

Search Department/ Attached Office:

To search the Department/Attached Office, perform the following Steps:

1. Login to Master Data Management = Go to ‘Communication Detail Master’—> Click
‘Department/Attached Office’ > Enter the text which needs to be searched in ‘Search’ text box,
seeFigure 288

. Master Data Managemen - MD-NICS| W
‘U Master Data Management Master Data For Department: MD-NICSI Help ~ | Rama Hariharan | Logout | eOffice Portal

1t Jetai

User Department - MD-NICSI Assign Department / Attached Office @, department I

(L) These values identify the department within the ministry fromio whom DAKSALETTERSTAPAL s has been receivedto be sent.

S.No % Name % Ministry | Apex Bodies % Type % Created By + Assigned By % CreatedOn 3 AssignedOn  § Status Action

| @ search Name | [Qsearch Ministry / Apex Bodies | | @ search Created By | | Q Search Assigned By |

‘ DEPARTMENT OF ANIMAL HUSEANDRY AN MINISTRY OF MICRO, SMALL & MEDIUM ENTERP | departmen - o
D DARYING RIZES t

2 DEPARTMENT OF BID-TECHNOLOGY MINISTRY OF SCENCE & TECHNOLOGY fe""”me" Inactive [x]

5 DEPARTMENT OF CHEMICALS & PETROCHE | yiu nopoy o departmen . )
WICALS t

"
4 DEPARTMENT OF COMPANY AFFARS z\N\STRY OF LAW,JUSTICES COMPANY AFFAIR tdel}ﬂl‘trl‘\el‘l Active 6

Figure 288

Assign Department/ Attached Office:

For Assigning existing Department/Attached Office to Logged in Departments, perform the following
Steps:

1. Login to Master Data Management Module 2> ‘Communication Detail Master’ > Click
‘Department/Attached Office’ > Click on ‘Assign Department/Attached Office’, see Figure 289
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e@fflce Master Data Management Master Data For Department: MD-NICSI

. Help ~ | Rama Hariharan | Logout | eOffice Portal
DA R A Sk LT
1t Communication Detai
1
User Department - MD-NICSI Assign Department / Attached Office l Q, department I
!
(L) These values identify the department within the ministry fromto whom DAKSAETTERS/TAPAL s has been receivedio be sent.
S.No % Name % Ministry | Apex Bodies % Type % Created By + Assigned By % CreatedOn 3 AssignedOn  § Status Action
| @ search Name | [Qsearch Ministry / Apex Bodies | | @ search Created By | | Q Search Assigned By |
‘ DEPARTMENT OF ANIMAL HUSEANDRY AN MINISTRY OF MICRO, SMALL & MEDIUM ENTERP | departmen - o
D DARYING RIZES t
2 DEPARTMENT OF BIO-TECHNOLOGY MINISTRY OF SCENCE & TECHNOLOGY fe""”me" Inactive Q
5 DEPARTMENT OF CHEMICALS & PETROCHE |y oopn oo departmen N — )
WICALS t
"
4 DEPARTMENT OF COMPANY AFFARS z\N\STRY OF LAW,JUSTICES COMPANY AFFAIR fiepartmen Active o

Figure 289

2. Select Ministry from All Ministry dropdown, Search (If required) and Click on Available
Department/ Attached Office to move them to Assigned Department/ Attached Office then Click
Save, see Figure 290

e@ffICe Master Data Management Master Data For Department: MD-NICSI
AT

Help v | Rama Hariharan | Logout | eOffice Portal

1t Communication Detail Master Subject Master File Heads Master Miscellaneous

Department / Attached Office:

All Ministry

MINISTRY OF FINANCE

Available Depariment / Attached Office Assigned Department / Attached Office
Search Available |S:afc1w Selected
DEPARTMENT OF FINANCIAL SERVICES (BANKING DIV) DEPARTMENT OF ECONOMIC AFFARS
DEPARTMENT OF FINANCIAL SERVICES (INSURANCE) DEPARTMENT OF REVENUE
-
-

Figure 290

Remove Mapping of Assigned Department/ Attached Office:

For removing mapping of assigned Department/ Attached Officeperform the following Steps:

1. Login to Master Data Management Module > ‘Communication Detail Master’ > Click
‘Department/Attached Office’> ClickRemove Mapping Icon, see Figure 291
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L%@fﬂoe Master Data Management Master Data For Department: MD-NICSI T TR i DSy ac)
g

Communication Detail Master

User Department - MD-NICSI Assign Department / Attached Office IQ department I
; These values identify the department within the ministry from/io whom DAKS/LETTERS/TARPAL s has been receivedio be sent.
S.No % Name % Ministry | Apex Bodies % Type % Created By + Assigned By % CreatedOn 3 AssignedOn  § Status Action
| @ search Name | [@5earch Ministry / Apex Bodies | | @ Search Created By | | Q. Search Assigned By |
‘ DEPARTMENT OF ANMAL HUSBANDRY AN MINISTRY OF MICRO, SMALL & MEDIUM ENTERP | departmen - o
D DARYING RISES t
2 DEPARTMENT OF BIO-TECHNOLOGY MINISTRY OF SCENCE & TECHNOLOGY fe“”me" Inactive Q
. DEPARTMENT OF CHEMICALS & PETROCHE |y oo departmen [ o
MICALS t
-
. DESARTHENT OF COMBANY AFFARS z\N\STRY OF LAW,JUSTICES COMPANY AFFAIR tclepartmen Actve o

Figure 291

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 292

Are you sure, want to delete it 77

Cancel

Figure 292

Attached Office/Sub Office/QOthers

e This facilitates the Local Admin to View, Search, Assign and Remove MappedMeta data values

populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File
Management System.

e These values identify the name of ministry from/to whom DAKs/LETTERs/TAPAL's has been
received/to be sent.

View Attached Office/Sub Office/Others:
To view the Attached Office/Sub Office/Others, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Communication Detail Master’—> Click ‘Attached
Office/Sub Office/Others’, as shown inFigure 293
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e@fﬁce Master Data Management Master Data For Department: N\
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Help v | Rama Hariharan | Logout | eOffice Portal

% | Communication Detail Master v ject Master File Heads Maste Miscellaneous

Department / Attached Office " y {’ “, " ,’o‘, :
tion Detail Master b = 4 Subject Master \'4' File Heads Master
Apex Body » Subject Category » Basic Head
» Department / Attached Office » Subject Sub-Category » Primary Head
» Attached Office / Sub » Category Mapping » Secondary Head
Office/Others

» Tertiary Head
» File-Head Mapping

Figure 293

2. As aresult Attached Office/Sub Office/Others List appears as shown inFigure 294

er Data Man

Master Data For Department: MD-NI

A TAL WIORRILAGE SOLLTION.

Help = | Rama Hariharan | Logout | eOffice Portal

Ly ] munication Detai

User Department - MD-NICSI

n Attached Office / Sub Office/Others | EESEE |

L; These values identify the attached office for the selected country for communication details.

S.No 5 Name % Ministry / Apex Bodies 5 Department / Assit. Off. % Type % Created By % Assigned By % Created On 5 Assigned On 5 Status Action
[ @ 5earch Name | [ Search Ministry / Apex | | Q Search Department | A] | @ Search Created By | [ @ Search Assigned By |
departme A Mohan, STD(AM)-TN, CHEN = A. Mohan, STD{AM)-TN, CHEN - - "
1 Test Sub Office MINISTRY OF HOME AFFAIRS ~ Test Department nt NAI{ STATE UNIT ) NAI { STATE UNIT ) 12/05/2020 12/05/2020 Active o

Showing 1 to 1 of 1 records

First Previous n Next Last

Figure 294

Search Attached Office/Sub Office/Others:
To search the Attached Office/Sub Office/Others, perform the following Steps:

1. Login to Master Data Management 2 Go to ‘Communication Detail Master’ > Click ‘Attached

Office/Sub Office/Others’—>Enter the text which needs to be searched in ‘Search’ text box,
seeFigure 295

e@fﬁce Master Data Ma en Master Data For Department: MD-}

A G TAL WIORMILAGE SOLLTION

Help = | Rama Hariharan | Logout | eCffice Portal

User Department . MD-NICSI

Assign Atached Office / Sub Office/Others q I Q Search A I|

(L) These values identify the attached office for the selected country for communication details.

S.Ho % Name % Ministry / Apex Bodies % Department / Assit. Off. % Type % Created By 4 Assigned By % Created On 3 Assigned On 3 Status Action
[ @ 5earch Name || Search Ministry / Apex | [ Q Search Department / A [ Search Created By | [ Q. Search Assianed By |
departme A Mohan, STO{AM}-TN, CHEN A. Mohan, STO(AM)<TN, CHEN B R )
1 Test Sub Office MINISTR'Y OF HOME AFFARS  Test Department o ST e 12/05/2020 12/05/2020 Active Q

Showing 1 to 1 of 1 records First | | Previous n Next || Last

Figure 295
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Assign Attached Office/Sub Office/Others:

For Assigning existing Attached Office/Sub Office/Others to Logged in Department, perform the
following Steps:

1. Login to Master Data Management Module 2> ‘Communication Detail Master’ > Click ‘Attached
Office/Sub Office/Others’—>Click on ‘Assign Attached Office/Sub Office/Others’, see Figure
296

Master Data For Department. MD-NICSI Help » | Rama Hariharan | Logout | eOffice Portal

Miscellaneous

User Department - MD-NICSI

L,; These values identify the altached office for the selected country for communication delails.

S.No % Name % Ministry / Apex Bodies % Department / Assit. Off. %+ Type & Created By %+ Assigned By % CreatedOn 3 AssignedOn 3 Status Action
| @ search Mame || @ Search Ministry / Apex | | Q Search Department / A{ | @ Search Created By | | [Q Search Assigned By |
departme A Mohan, STD(AM)-TN, CHEN = A. Mohan, STD{AM}-TN, CHEN - - .
1 Test Sub Office MINISTRY OF HOME AFFAIRS  Test Department = NAI { STATE UNIT ) NAI [ STATE UNIT ) 12/05/2020 12/05/2020 Active 0
Showmg 1101 0f 1 records First Previous n Next Last
.
Figure 296

2. Select Ministry and corresponding Department from dropdown, Search (If required) and Click on
Available Attached Office/Sub Office/Othersto move them to Assigned Attached Office/Sub
Office/Othersthen Click Save, see Figure 297

1 Communication Detail Master Su 5 g Miscellaneous

Attached Office / Sub Office/Others:

All Ministry

DEPARTMENT OF ATOMIC ENERGY

Depariment / Attached Office

Atomic Sciences

Available Attached Office / Sub Office/Others Assigned Attached Office / Sub Office/Others
|Sea|'ch Available |Sea|'ch Selected

Research and Development Atomic Research

¢

Figure 297
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Remove Mapping of Assigned Ministry/ Apex Body:
For removing mapping of assigned Attached Office/Sub Office/Othersperform the following Steps:

1. Login to Master Data Management Module 2> ‘Communication Detail Master’ > Click ‘Attached
Office/Sub Office/Others’—> ClickRemove Mapping Icon, see Figure 298

Master Data For Department: MD-NICSI

Help ~ | Rama Hariharan | Logout | eC

[y Communication Detail Master Subject Master File H aste Miscellaneous

User Department © MD-NICSI Assign Aftached Office [ Sub Office/Others lq Search Al 1

Q; These values identify the attached office for the selected country for communication detfails.

‘ 5.Ho % Name & Ministry / Apex Bodies % Department/Assit. Off. 5 Type 5 Created By + Assigned By % CreatedOn 5 AssignedOn 5 Status Action
[ @ 5earch Name | [@ Search Ministry / Apex | [ Q Search Department / A} | @ Search Created By | | Search Assigned By |
departme A, Mohan, STO{AM})-TN, CHEN A. Mohan, STD(AM}-TN, CHEN . ; )
1 Test Sub Office MINISTRY OF HOME AFFAIRS  Test Department = NAI { STATE UNIT ) NAI [ STATE UNIT ) 12/05/2020 12/05/2020 Active o

Showing 1 to 1 of 1 records First | | Previous n Next || Last

Figure 298

2. Click OK in confirmation popup to delete the Ministry/ Apex Body mapping, see Figure 299

Are you sure, want to delste it 27

=

Figure 299
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Subject Master

Subject Master includes the following links which contains the Meta data to be used at user level.

¢ Subject Category
¢ Subject Sub-Category
% Category Mapping

Subject Category

e This facilitates the Local Admin to View, Search, Assign and Remove MappedMeta data values
populating through ‘Subject Category’ dropdown field in ‘Receipt Diary’ and ‘File Creation’

page of File Management System.
e These values identify the category of the DAKs/LETTERs/TAPALSs or FILE(s) during
Diarization& creation of File(s) respectively.

View Subject Category:
To view the Subject Category, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’—> Click ‘Subject Category’, as
shown inFigure 300

,(m v?..u Master Data Management Master Data For Department: MD-NICSI Help + | Rama Hariharan | Logout | eOfice Portal

L g Communication Detail Master Subject Master v File Heads Master Miscellaneous

Subject Category

- " ‘\‘ " A“
b \ef Subject Master '\Q“' File Heads Master

» Subject Category » Basic Head

» Ministry / Apex Goay

» Department / Attached Office » Subject Sub-Category » Primary Head
» Attached Office / Sub » Category Mapping » Secondary Head
Office/Others

» Tertiary Head
» File-Head Mapping

Figure 300

2. As aresult Subject Category List appears as shown inFigure 301
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LLESED2EE P LEREACENE L Help » | Rama Hariharan | Logout | eOffice Portal

1t Communication Detail Master

User Department : MD-NICSI

Subject Category IQ ae| l

\L) These values identiiy the category of the DAKS/LETTERS/TAPALS or FILE(s) during diarization & creation of File(s) respectively.

S.No % Hame % Description

4 Created By 4 Assigned By 4 Created On 3 Assigned On % Status Action
[ @ search Name | |[@ search Description | [ @ search Created By | [ Search Assigned By
1 Finance, Budget, Cash and Accounts Finance, Budget, Cash and Accounts 24/04/2020 Active 9
2z General General 24/04/2020 Active Q

Figure 301
Search Subject Category:

To search the Subject Category, perform the following Steps:

1. Login to Master Data Management - Go to ‘Subject Master’> Click ‘Subject Category’ > Enter

the text which needs to be searched in ‘Search’ text box, seeFigure 302

eUTTice Master Data Management

A TAL WORFILAGE SOALITION

Master Data For Department: MD-NICS|

Help » | Rama Hariharan | Logout | eOffice Portal
[y ] Communication Detail Master

Subject Master Miscellaneous

User Department . MD-NICSI

n Subject Category |[Q ae| I|
L

|l These values identify the category of the DAKs/AETTERS/TAPALS or FILE(s) during diarization & creation of File(s) respectively.

S.Ho %+ Name 4 Description

4 Created By 4 Assigned By 4 CreatedOn % Assigned On % Status Action
| @ 5earch Name | [« Search Description | [ 9 Search Created By | [ 9 Search Assigned By
1 Finance, Budget, Cash and Accounts Finance, Budget, Cash and Accounts 24/04/2020 Active 6
2 General General 24/04/2020 Active 0

Figure 302
Assign Subject Category:

For Assigning existing Subject Categoryto Logged in Departments, perform the following Steps:
1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Subject Category’—>Click on
‘Assign Subject Category’, see Figure 303

eOTTice Master Data Management

A IGITAL WORKILAGE SOLLITION

Master Data For Department: MD-NICSI

Help » | Rama Hariharan | Logout | eOffice Portal

(3 Communication Detail Master Subject Master File Heads

Miscellaneous

User Department - MD-NICSI

gory IQ ael I

\L) These values identify the category of the DAKS/LETTERS/TAPALS or FILE(s) during diarization & creation of File(s) respectively.

5.Ho + Name + Description + Created By & Assigned By + Created On 3 Assigned On & Status Action
| @ 5earch Name | | @ search Description | [ Q.Search Created By | [ Q. Search Assigned By
1 Finance, Budget, Cash and Accounts Finance, Budget, Cash and Accounts 24/04/2020 Active o
2 General General 24/04/2020 Active o

Figure 303

Copyright © NIC, 2020 172



=@ffice

A DOGITAL WORK MLACE SCLUTION

2. Search (If required) and Click on Available Subject Category to move them to Assigned Subject
Category, then Click Save, see Figure 304

Master Data Management : MD-NICS 0
e@fflce asterData Managemen Master Data For Department: MD-NICSI Help ~ | Rama Hariharan | Logout | eOffice Portal
DRI WORRILAGE SOULTION
1t Communication Detail Master Subject Master File Heads Master Miscellaneous
Subject Category And Department Mapping
| Available Subject Category | Assigned Subject Category
|Sea|ch Available [Search Selected
- - A - N
coa Common Office Services
GOAN Establishment
GQA-01 Finance, Budget, Cash and Accounts
G-0A-Sub-Category General
g-subject-category Hindi
Parliament
Happy
in-active-main-gopal : Projects
B ) Public Relations
kush-inactive-main-categery (Inactive)
Technical
kush-main-category
Training
naveen kushwahal
Vigilance
MNew Category
NG SUBJECTCATEGORY
ga-24-06
QA-Main-Category W
.
Figure 304

Remove Mapping of Assigned Subject Category:

For removing mapping of assignedSubject Category, perform the following Steps:

1. Login to Master Data Management Module—> ‘Subject Master’—> Click ‘Subject Category’—->
ClickRemove Mapping Icon, see Figure 305

Master Data For Department: MD-NIC

Help » | Rama Hariharan | Logout | eOffice Portal

User Department : MD-NICSI ssign Subject Category [0. ol 1

(L) These values identify the category of the DAKSILETTERS/TAPALS or FILE(s) during diarization & creation of File(s) respectively.

S.No % Hame % Description 4 Created By % Assigned By % Created On 3 Assigned On % Status Action
| & search Name | [ @ search Description | || o search Created By | [ @ Search Assigned By
1 Finance, Budget, Cash and Accounts Finance, Budget, Cash and Accounts 24/04/2020 Active E
& General General 24/04/2020 Active e
o
Figure 305

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 306
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Are you sure, want to delete it ??

cancel

Figure 306

Subject Sub Category

e This facilitates the Local Admin to View, Search, Assign and Remove MappedMeta data values
populating through ‘Subject Sub Category’ dropdown field in ‘Receipt Diary’ and ‘File Creation’
page of File Management System.

e Further classification of category for DAKS/LETTERs/TAPALSs of FILE(s) during Diarization&
creation of File(s) respectively.

View Subject Sub Category:
To view the Subject Sub Category, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’—> Click ‘SubjectSub Category’, as
shown inFigure 307

3@' PPN AN AR A, . MD.NICS
" fC Master Data Management Master Data For Department: MD-NICSI Help + | Rama Hariharan | Logout | eOffice Portal

munication Detail Master SubjectMaster v | File H Miscellaneous

P

‘,"\' Sub- Y {"“' ('o\l
&Y/ Communica i & subject Master &Y File Heads Master

» Ministry / Apex Sod » Subject Category » Basic Head
» Department / Attached Office » Subject Sub-Category » Primary Head
» Attached Office / Sub » Category Mapping » Secondary Head

Office/Others
» Tertiary Head

» File-Head Mapping

Figure 307

2. As aresult Subject Sub Category List appears as shown inFigure 308
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Help = | Rama Hariharan | Logout | eOffice Portal

1t Communication Deta

User Department - MD-NICSI gn Subject Sub-Category [o. al ]

K; Futher classifcation of category for DAKS/LETTER=/TAPALs of FILE(s) during diarization & creation of File(s) respectively.

S.No 4+ Name % Description % Subject Category Hame % Created By % Assigned By 4 CreatedOn % Assigned On % Status Action

| @ search Name | [ search Description | [« search Subject Categon| | Search Created | [ Q Search Assigned §

Allindia Services (Conduct) Rules, 1 Allindia Services (Conduct) Rules, 1954- ; "

L 954-Clarification and interpretation of Clarification and interpretation of Vigiance T80 acive 0
Allindia Services (Discipline and App  All India Services (Discipline and Appeal)

2 eal) Rules, 1955- Clarification and int  Rules, 1955- Clarification and interpretati  Vigilance 24/04/2020 Active Q
erpretation of on of

3 Allowances Allowances E::l;nca. BudnetiCashiondAcca 24/04/2020 Active 9

4 Allowances Allowances Establishment 24/04/2020 Active o

Figure 308
Search Subject Sub Category:
To search the Subject Sub Category, perform the following Steps:

1. Login to Master Data Management = Go to ‘Subject Master’—> Click ‘Subject Sub
Category’>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 309

e@fflce Master Data Managemen Master Data For Department: MD-NICSI

Help = | Rama Hariharan | Logout | eOffice Portal

A HGITAL WORPILACE BOLLITION

L 1 4 Communication Detail Master £ ct Master File Hea e Miscellaneous

[
User Depar‘[ment: MD-NICSI an Subject Sub-Category |[<1 all l
L

K; Futher classifcation of category for DAKS/LETTERS/TAPALs of FILE(s) during diarization & creation of File(s) respectively.

S.No 5 Hame 5 Description 5 Subject Category Name % Created By % Assigned By % Created On 5 Assigned On 5 Status Action

[ @ Search Name | [Q search Description | [@ Search Subject Categor| |Q Search Created § [ Q Search Assigned §
Allindia Services (Conduct) Rules, 1 Allindia Services (Conduct) Rules, 1954- ; .

L 954-Clarification and interpretation of Clarification and interpretation of Migiance 2200 achve o
All India Services (Discipline and App Al India Services (Discipline and Appeal)

2z eal) Rules, 1955- Clarification and int  Rules, 1955- Clarification and interpretati  Vigilance 24/04/2020 Active o
erpretation of on of

3 Allowances Allowances E::I;:nce. BudoetiCashiondAcca 24/04/2020 Active 9

£ Allowances Allowances Establishment 24/04/2020 Active 0

Figure 309

Assign Subject Sub Category:

For Assigning existing Subject Sub Categoryto Logged in Department, perform the following Steps:

1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Subject Sub Category’—>Click on
‘Assign Subject Sub Category’, see Figure 310
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User Department - MD-NICSI Assign Subject Sub-Category |[o. al ]

K; Futher classifcation of category for DAKS/LETTER=/TAPALs of FILE(s) during diarization & creation of File(s) respectively.

S.No 4+ Name % Description % Subject Category Hame % Created By % Assigned By 4 CreatedOn % Assigned On % Status Action

| @ search Name | [ search Description | [« search Subject Categon| | Search Created | [ Q Search Assigned §

Allindia Services (Conduct) Rules, 1 Allindia Services (Conduct) Rules, 1954-

L 954-Clarification and interpretation of Clarification and interpretation of Vigiance T80 acive 0
Allindia Services (Discipline and App  All India Services (Discipline and Appeal)

2 eal) Rules, 1955- Clarification and int  Rules, 1955- Clarification and interpretati  Vigilance 24/04/2020 Active Q
erpretation of on of

3 Allowances Allowances E::l;nca. BudnetiCashiondAcca 24/04/2020 Active 9

4 Allowances Allowances Establishment 24/04/2020 Active o

Figure 310

2. Select Subject Category from dropdown, Search (Ifrequired) and Click on Available Subject Sub
Category to move them to Assigned Subject Sub Category then Click Save, see Figure 311

e@fflce Master Data Ma e Master Data For Department: MD-NICSI

ADIGATAL WORKALACE BOLUTION

Help = | Rama Hariharan | Logout | eOffice Portal

L g Communi

Subject Sub-Category And Department Mapping

All Subject Category

Establishment -

|Assigned Subject Sub Category

|Avai|ab\e Subject Sub Category

|Sea|‘ch Available |Sea|‘ch Selected
Departmental examinations. Allowances [l
Increment Casual leave (including special leave)
Medical examination Confidentialassessment report
Nomination of employees. Creation and Classification Of Posts
Test Establishment Delegation of powers

Deputations and delegations

Extension of service

t

Forwarding of applications

Honorarium/awards

Leave (other than study leave and casual leave)

No objection certificate for issue of passport, arms licenses etc to govt. servants
No objection certificate (for registration with Employment ExchangeQOrganization)
Pay/special pay

Pension/Retirement
v

Cancel

Figure 311

Remove Mapping of Assigned Subject Sub Category:

For removing mapping of assignedSubject Category, perform the following Steps:

1. Login to Master Data Management Module—> ‘Subject Master’> Click ‘Subject Sub Category’—>
ClickRemove Mapping Icon, see Figure 312

Copyright © NIC, 2020 176



e@ffice

A DIGITAL WORK PLACE SCLUTION

= Office Master Data Ma - Master Data For Department: MD-NICSI

AL NORVILACE SOLUTION

Communication Detail Master Subject Mas ile Heads Maste Miscellaneous
1t C ication Detail Mast Subj File Head! Miscell

User Department - MD-NICSI

&; Futher classifcation of category for DAKS/LETTER=/TAPALs of FILE(s) during diarization & creation of File(s) respectively.

S.No 4+ Name % Description % Subject Category Hame % Created By % Assigned By 4 CreatedOn % Assigned On % Status Action

| @ search Name | [ 5earch Description | [ @ 5earch Subject Categon] | @ Search Created | [ Q Search Assigned {
Allindia Services (Conduct) Rules, 1 Allindia Services (Conduct) Rules, 1954- ; "

L 954-Clarification and interpretation of Clarification and interpretation of Vigiance T80 acive 0
Allindia Services (Discipline and App  All India Services (Discipline and Appeal)

2 eal) Rules, 1955- Clarification and int  Rules, 1955- Clarification and interpretati  Vigilance 24/04/2020 Active o
erpretation of on of

3 Allowances Alowances E'r:'tinca' BudnetiCashiondAcca 24/04/2020 Active %]

4 Allowances Allowances Establishment 24/04/2020 Active o

Figure 312

2. Click OK in confirmation popup to delete the Ministry/ Apex Body mapping, see Figure 313

Are you sure, want to delete it ??

Figure 313

Category Mapping

e This facilitates the Local Admin to View, Search and Assign the Meta data values populating
through ‘Subject Categories & Subject Sub Category’ dropdown field in ‘Receipt Diary’ and ‘File
Creation’ page of File Management System.

e Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs of
logged in Department to provide customized view in eFile application.

View Category Mapping:
To view the Category Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’—> Click ‘Category Mapping’, as
shown inFigure 314
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e@ffice Master Data Management
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Master Data For Department: MD-NICSI

113 Communication Detail Master Subject Master v File Head: Miscellaneous

Help v | RamaHariharan | Logout | eOffice Portal

Subject Category
l” = “) l" . “I l@l
W’ Communica &Y’ Subject Master ‘@’ File Heads Master
» Ministry / Apex » Subject Category » Basic Head
» Department / Attached Office » Subject Sub-Category » Primary Head
» Attached Office / Sub » Category Mapping » Secondary Head
Office/Others =
» Tertiary Head
» File-Head Mapping
Figure 314

2. As aresult Category MappingList appears as shown inFigure 315

Master Data For Department: MD-NICSI

@ffice Master Data M

[y ] Communication Detail Master Subject Master File Heads Master Miscellaneous

[User Department : MD-NICSI

Q Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs to provide customized view in eFile application.

Help » | Rama Hariharan | Logout | eOffice Portal

S.No % Organization Unit % Subject Category Action
1 ADMINISTRATION [ Selected Subject Category — v ®
2 Administration,General Coordination Section,Protocol & Public Relations | — Selected Subject Category — V] &
3 ADMINISTRATION-II | - Selected Subject Category -- VI ®
4 ADMINISTRATION-III | — Selected Subject Category — VI ®
5 Administrative Reforms and Public Grievances | — Selected Subject Category — V] &

Figure 315

Search Category Mapping:
To search the Category Mapping, perform the following Steps:

1. Login to Master Data Management - Go to ‘Subject Master’—> Click ‘Category
Mapping’—>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 316
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e@fflce Master Data Management Master Data For Department: MD-NICSI Help » | Rama Hariharan | Logout | eOffice Portal
[y 3 Communication Detail Master Subject Master File Heads Master Miscellaneous

() Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs to provide customized view in eFile application.

S.No % Organization Unit % Subject Category Action
1 ADMINISTRATION | - Selected Subject Category — | B

2 Administration, General Coordination Section,Protocol & Public Relations | - Selected Subject Category - V‘ &

3 ADMINISTRATION-I [~ Selected Subject Category — v &

4 ADMINISTRATION-Il | - Selected Subject Category — v] @

5 Administrative Reforms and Public Grievances | - Selected Subject Category — Vl &

Figure 316
Note:

= Mapped Subject Category can be viewed in ‘Selected Subject Category’ dropdown adjacent to
Organization Unit.

Add New Category Mapping:
For adding a new Category Mapping, perform the following Steps:

1. Login to Master Data Management—> ‘Subject Master’—> Click ‘Category Mapping’—> Click
‘AddCategory Mapping’, as shown in Figure 317

Master Data Management Master Data For Department: MD-NICSI

Help w» | Rama Hariharan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master Miscellaneous

(L) Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs to provide customized view in eFile application.

S.No % Organization Unit % Subject Category Action
1 ADMINISTRATION | - Selected Subject Category - v 3
2 Administration,General Coordination Section Protocol & Public Relations | -- Selected Subject Category - VI B
3 ADMINISTRATION-I [ Selected Subject Category — v ®
4 ADMINISTRATION-III | — Selected Subject Category — V‘ ®
5 Administrative Reforms and Public Grievances | — Selected Subject Category — V] B

Figure 317

2. Select name of Department from drop down list and name of Organization Unit from the

respective department as shown in Figure 318
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Help = | Rama Hariharan | Legout | eOffice Portal

Communication Deta T Subject r File Head

Category Mapping

Department: MD-NICSI

Organization Unit: | 10 1c5) & MD-NICSI
DGM(GK-NICS] DGMKMS]NICS]
DGM(MR)}-NICS! DGM(RC)HNICSI

DGMVE) NICST T

DGM(VKS)-NICSI
GM(AVA}NICSI
GM(SK)-NICSI

3!

MD-NICSI
MGR{KNT)-NICSI
MGR(MKNJ-NICSI
MGR{PRP)-NICSI
MGR(SPJINICSI
MGR(VPGNICSI

Category: [J Establishment
> [J Finance, Budget, Cash and Accounts
> [ Hindi

Figure 318

3. Select Category and the correspondingSub Category and Click Save to save the Category
Mapping for selected Organization Unit as shown in Figure 319

Category™: asr

Common Office Services
Establishment
Finance, Budget, Cash and Accounts
General
Hindi
Hindi Teaching Scheme
Progressive use of Hindi in government offices
DiTransIatiUn into Hindi'?
O] P .
[] Projects
> [ Public Relations
> [] Technical
[ testt
[ Training
> [ vigilance

HOORDOO

Y

Figure 319
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Edit Existing Category Mapping:
To modify the existing Category Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Subject Master’> Go to ‘Category
Mapping’->Click on ‘Edit’ icon, see Figure 320

e@ff Master Data Management Master Data For Department: MD-NICSI Help » | Rama Hariharan | Logout | eOffice Portal

A 0

[y ) Communication Detail Master Subject Master File Heads Master Miscellaneous

|User Depanment : MD-NICSI Assign Category Mapping

() Mapping of available Subject Categories & Sub-Categories with identified OUs or Group of OUs to provide customized view in eFile application

S.No % Organization Unit % Subject Category Action
1 ADMINISTRATION | — Selected Subject Category — V1 0]
2 Administration, General Coordination Section.Protocol & Public Relations | - Selected Subject Category — V] E}
3 ADMINISTRATION-II | - Selected Subject Category — VI ®
4 ADMINISTRATION-I | - Selected Subject Category — -] ®
5 Administrative Reforms and Public Grievances | -- Selected Subject Category -- V] B

Figure 320

2. Edit the Category using checkbox asper requirement and click on Save button, See Figure 321

Category Mapping

Department: NIC

Organization Unit: ~ AADHAR ENABLED AUTHENTICATION DIVISION

Category™: [ AA A~

[ asr

[]cc

["] Common Office Services

[ Establishment

[] Finance, Budget, Cash and Accounts

[ General

[ gopaksample-main-category

[ GQA

[ G-QA-Sub-Category

[] g-subject-category

[ 1 Happy

+ M iHndi

indi Teaching Scheme
Progressive use of Hindi in government offices
Transiation into Hindi

I ni S e

[ naveen kushwahal

[ New Category

[ Parlament

Projects

Public Relations

[7) Szhoo

[ satru_Subject category

[ Technical o

Figure 321

Copyright © NIC, 2020 181




e@ffice

A DOGITAL WORK MLACE SCLUTION

File Heads Master

File Heads Master includes the following links which contains the Meta data to be used at user level.

+ Basic Head ¢ Primary Head
% Secondary Head % Tertiary Head
% File-Head Mapping

Basic Head

e By using this link Local Admin canView, Search, Assign and Remove MappedBasic Head.
e Functional Heads related to main functions of the organization.

View Basic Head:
To view the Basic Head, perform the following Steps:

1. Login to Master Data Management-> Go to ‘File Heads Master’—> Click ‘Basic Head’, as shown
inFigure 322

e@ ﬁce Master Data Management Master Data For Department: MD-NICSI

Help + | Rama Hariharan | Logout | eOffice Portal

ication Detail Master S File Heads Master v Miscellaneous

Basic Head

"A“ Prim "@
‘, Communication Detail Maste 1’ Subject Master (\'4} File Heads Master
» Ministry / Apex Body » Subject Category » Basic Head
» Department / Attached Office » Subject Sub-Category » Primary Head
File-Head Mapping
» Attached Office / Sub et SEAes » Category Mapping » Secondary Head

Office/Others =
» Tertiary Head

» File-Head Mapping

Figure 322

2. As aresult Basic HeadList appears as shown inFigure 323
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(LA a5 P lAENTE (e Help ~ | Rama Hariharan | Logout | eOffice Portal

User Department : MD-NICSI Assign Basic Head IQ Search A l

(,; Functional Heads related to main functions of the organization.

S.No % Subject % Code % Created By % Assigned By % CreatedOn 4 Assigned On % Status Action
| @ 5earch Subject | [ Search Code | [ @ 5earch Created By | | Q. 5earch Assigned By
1 Capacity Building T 24/04/2020 Active 9
2 Common Office Services D 24042020 Active 0
3 Computerisation | 24/04/2020 Active 9
4 Establishment A 24/04/2020 Active 9
Ei::rl"ltie. Budget, Cash and Ac c 2410412020 Active e
Figure 323

Search Basic Head:

To search the Basic Head, perform the following Steps:

1. Login to Master Data Management 2> Go to ‘File Heads Master’—> Click ‘Basic Head’> Enter
the text which needs to be searched in ‘Search’ text box, seeFigure 324

e@fﬁCe Master Data Management Master Data For Department: MD-NICSI

Help v | Rama Hariharan | Logout | eOffice Portal

A DIGTAL WORKPLAGE SO0

0o 3 Communication Detail Master Subject Master File Heads Master Miscellaneous

User Department : MD-NICSI

'; Functional Heads related to main functions of the organization.

IQ vi I|

S.No 4 Subject $ Code & Created By $ Assigned By & CreatedOn  § Assigned On & Status Action
[ Q Search Subject ] [ search Code | [Qsearch Created By | [ search Assigned By
1 Common Office Services D 24/04/2020 Active 0
2 Vigilance c 24/04/2020 Active °

Showing 1 to 2 of 2 records

First Previous n Next Last

Figure 324

Assign Basic Head:

For Assigning existing Basic Headto Logged in Department, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Basic Head’ > Click on
‘Assign Basic Head’ link, see Figure 325
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Master Data For Department: MD-NICSI

Help - | Rama Hariharan | Legout | eOffice Portal

1t Communication Detai

User Department: MD-NICSI Assign Basic Head Q se l

(,; Functional Heads related to main functions of the organization.

S.No % Subject % Code % Created By % Assigned By % CreatedOn 4 Assigned On % Status Action
| @ 5earch Subject | [ Search Code | [ @ 5earch Created By | Q. 5earch Assigned By

1 Capacity Building T 24/04/2020 Active 9

2 Common Office Services D 24042020 Active e

3 Computerisation | 24/04/2020 Active 9

4 Establishment A 24/04/2020 Active 9
Ei::rl"ltie. Budget, Cash and Ac c 2410412020 Active e

Figure 325

2. Search (If required) and Click on Available Basic Heads to move them to Assigned Basic Heads then

Click Save, see Figure 326

Master Data For Department: MD-NICSI

Help » | Rama Hariharan | Logout | eOffice Portal

Basic Head And Department Mapping

|Available Basic Head

‘ Search Available

11

A4 (Inactive)
aal

ABC
eoffice-head
naveen

NG

ga_01

qga_02
Q41-Basic-Head (Inactive)
Q4-Basic-Head
Qa-Head

sa (Inactive)

sahoo test

131

|Assigned Basic Head

|Sea|ch Selected

Capacity Building
Common Office Services
Computerisation
Establishment

Finance, Budget, Cash and Accounts
General

naveendd

Parliament

Projects

Public Relations
Vigilance

Welfare

Cancel Save

Figure 326

Remove Mapping of Assigned Basic Head:

For removing mapping of assigned Basic Headperform the following Steps:

1. Login to Master Data Management Module—>‘File Head Master’—> Click ‘Basic Head’ >
ClickRemove Mapping Icon, see Figure 327
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{ ( ) Master Data Ma = : MD-NICS : S
|u RS LESEREE A i tE e Help ~ | Rama Hariharan | Logout | eQ
1t Communication Detail Master
User Department : MD-NICSI Assign Basic Head o seacna 1
Q Functional Heads related to main functions of the organization.
S.No % Subject % Code % Created By % Assigned By % CreatedOn 4 Assigned On % Status Action
| @ 5earch Subject | |2 5earch Code | /[ @ 5earch Created By | | Q.5earch Assigned By
1 Capacity Building T 24/04/2020 Active E
2 Common Office Services D 24042020 Active e
3 Computerisation | 24/04/2020 Active 9
4 Establishment A 2410412020 Active o
Finance, Budget, Cash and Ac c 2410412020 Active o
counts.
Figure 327

2. Click OK in confirmation popup to delete the Basic Head mapping, see Figure 328

Are you sure, want to delete it ??

| Cancel |

Figure 328

Primary Head

e By using this link Local Admin canView, Search, Assign and Remove MappedPrimary Head.
e Activity Heads related to the activities of each functional heads.

View Primary Head:

To view the Primary Head, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’> Click ‘Primary Head’, as
shown inFigure 329
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Help ~ | Rama Hariharan | Logout | eOffice Portal

t Mas | File Heads Master v
Basic Head
ZmS

/ \ Primary Head o
" Communication Detail Maste ) Subject Master (“ 4} File Heads Master

ndary Head

» Ministry / Apex Body o » Subject Category » Basic Head
ertiary

» Department / Attached Office » Subject Sub-Category » Primary Head
File-Head Mapping

» Attached Office / Sub - : » Category Mapping » Secondary Head

Office/Others =
» Tertiary Head

» File-Head Mapping

Figure 329

2. As aresult Primary HeadList appears as shown inFigure 330

Master Data For Department: ND

Help ~ | Rama Hariharan | Logout | eOffice Portal

ADIKTAL WORKILAGE SOLLITION

User Department :  MD-NICSI ign Primary Head [q Search Al l
L) Activity Heads related to the activities of each functional heads.
S.No % Subject % Code % Basic Head % Created By %+ Assigned By % CreatedOn 3 AssignedOn 3 Status Action
| @ search Subject | | @ search Code | [ @ Search Basic Head | | @ Search Created By| | @ Search Assigned By |
1 Accounts and audit 25 :‘22;5:{:”“9“' EEert 24/D4/2020 Active %]
2 Achievements 17 Capacity Building 24/04/2020 Active 9
=) Administrative approval and technical sanction 28 EEZEE:{:MQE{' Castland 24/04/2020 Active Q
4 Advances 26 FIzres EIEES EENE 2410412020 Active %]
Accounts
AllIndia Services (Conduct) Rules, 1954-Clarification - "
5 and interpretation of 20 Vigilance 24/04/2020 Active 9

Figure 330

Search Primary Head:

To search the Primary Head, perform the following Steps:

1. Login to Master Data Management - Go to ‘File Heads Master’> Click ‘Primary
Head’—> Enter the text which needs to be searched in ‘Search’ text box, seeFigure 331
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Help + | Rama Hariharan | Logout | eOffice Portal

File Heads Master

User Department : MD-NICSI

(L) Activity Heads related to the activities of each functional heads

I Q establishment I|

S.No < Subject % Code % Basic Head % Created By % Assigned By & CreatedOn  $ AssignedOn  $ Status Action
| @ Search Subject | [ Search Code | [ QSearch Basic Head | [ QSearch Created By | [ Q Search Assigned By |
1 Allowances 27 Establishment 2410472020 Active °
2 Casual leave (including special leave) 25 Establishment 2410412020 Active 0
3 Change of Home Town 51 Establishment 24/04/2020 Active °
- Confidentialassessment report 28 Establishment 24/04/2020 Active o

Figure 331
Assign Primary Head:
For Assigning existing Primary Headto Logged in, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’> Click ‘Primary Head’ > Click on
‘Assign Primary Head’, see Figure 332

Master Data For Department: MD-NICSI

Help » | Rama Hariharan | Logout | eOffice Portal

User Department - MD-NICSI

gn Primary Head

(L) Activity Heads refated to the activities of each functional heads

S.No % Subject % Code 4 Basic Head % Created By 4 Assigned By % CreatedOn 3 Assigned On 3 Status Action
| @ 5earch subject | | search Code | [ @ Search Basic Head | [ Search Created By| [ @ Search Assianed By|
1 Accounts and audit 25 iiﬂ;ﬁﬁ{f"dm Cashland 24/04/2020 Active %]
2 Achievements. 17 Capacity Building 24/04/2020 Active 9
=) Administrative approval and technical sanction 28 Egzgsafu‘jgm' Cash and 24/04/2020 Active 0
4 Advances ES Finance, Budget, Cash and 2410472020 Active ]
Accounts
Al India Services (Conduct) Rules, 1954-Clarification - "
5 and interpretation of 20 Vigilance 24/04/2020 Active 6

Figure 332

2. Select Basic Head from drown list, Search (If required) and Click on Available Primary Heads to
move them to Assigned Primary Heads then Click Save, see Figure 333
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LTS [Fa DE e L Help » | Rama Hariharan | Logout | eOffice Portal

Primary Head And Department Mapping

All Basic Head

Establishment (A) -

Assigned Primary Head
|Avai|ame Primary Head

|Sea|'ch Available \Search Selected
Delegation of powers (36) Allewances (27} ~
Forwarding of applications (44) Casual leave (including special leave) (25)
Increment (29) Change of Home Town (51)
Medical Reimbursement (53) Confidential'assessment report (28)

Creation and Classification Of Posts (11)
Departmental examinations (34)

Deputations and delegations (35)

¢

Extension of service (40}

General Provident Fund (54)

Honorarium/awards (37)

Leave (other than study leave and casual leave) (24)
Medical examination (17)

NOC for Higher Studies (52)

MNomination of employees (43)

Figure 333
Remove Mapping of Assigned Primary Head:
For removing mapping of assignedPrimary Head perform the following Steps:

1. Login to Master Data Management Module—> ‘File Head Master’—> Click ‘Primary Head’ >
ClickRemove Mapping Icon, see Figure 334

Master Data For Department: MD-K

Help - | Rama Hariharan | Legout | eOffice Portal

ADIKTAL WORKILAGE SOLLITION

ellane

User Department :  MD-NICSI T i) ) [a e 1

L) Activity Heads related to the activities of each functional heads.

S.No % Subject % Code % Basic Head % Created By %+ Assigned By % CreatedOn 3 AssignedOn 3 Status Action
| @ search Subject | | @ search Code | [ @ Search Basic Head | | @ Search Created By| | @ Search Assigned By|
1 Accounts and audit 25 :‘22;5:{:”“9“' EEert 24/D4/2020 Active %]
2 Achievements 17 Capacity Building 24/04/2020 Active 9
3 Administrative approval and technical =anction 28 EEZEE;:‘MQH' Castland 24/04/2020 Active Q
4 Advances 26 FIzres EIEES EENE 2410412020 Active %]
Accounts
. . . - S
c AllIndia Services (Conduct) Rules, 1954-Clarification 20 Vigilance 2410412020 Active 9

and interpretation of

Figure 334

2. Click OK in confirmation popup to delete the Primary Head mapping, see Figure 335
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Are you sure, want to delete it 27

Cancel

Figure 335

Secondary Head

e By using this link Local Admin canView, Search, Assign and Remove MappedSecondary Head.
e Aspect or Operation Heads related to aspects of operations involved in each activity heads.

View Secondary Head:

To view the Secondary Head, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘Secondary Head’, as
shown inFigure 336

E?Office Master Data Management

- MD-NICS 3
Master Data For Department: MD-NICSI Help + | Rama Hariharan | Logout | eOffice Portal

A OKATAL WORKILACE SOLUTION

1t Communication Detail Master S ! Master v Miscel

I’ A\
‘;' Subject Master (\Q/' File Heads Master

R P
'@ Communication Detail Maste i

Secondary Head

» Ministry / Apex Body
» Department / Attached Office

» Attached Office / Sub
Office/Others

Tertiary Head

File-Head Mapping

» Subject Category
» Subject Sub-Category
» Category Mapping

» Basic Head

» Primary Head

» Secondary Head

» Tertiary Head

» File-Head Mapping

Figure 336

2. Asaresult Secondary HeadList appears as shown inFigure 337
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SRS e Master Data For Department: MD-NICS! Help » | Rama Hariharan | Logout | eOffice Portal

A DKATAL WORRIACE BOLUTION

L g Communication Detail Master

User Department - MD-NICSI / ek A e [o seercn s |

L,; These values are used lo calegorize the incoming DAKSTAPALSLETTERS at the time of diarization or creation of DFAs as per their classified nature.

5.No % Subject % Code % Primary Head % Basic Head % Created By & Assigned By 4 Created On 3 Assigned On 5 Status Action

| @ Search Subject | @ 5earch Code || @ Search Primary Hea| | @ Search Basic Head| | @ Search Created B | @ Search Assigned

Finance, Budget, Cash a

1 Acceptance of credits/debits 32 Payments and recoveries TR 24/04/2020 Active 0
Acceptanceftransfer of gifts received
2 by officials of the ministry/ department 14 Gifts Public Relations 24/04/2020 Active o
State Specific Major e-GO S .
= Accounts 1 V Projects Projects 24/04/2020 Active 0
4 Act East Policy Affairs 1 Department General 24/04/2020 Active 0
5 Acts, rules, manuals 12 Vigilance Administration Vigilance 24/04/2020 Active 0

Figure 337
Search Secondary Head:
To search the Secondary Head, perform the following Steps:

1. Login to Master Data Management = Go to ‘File Heads Master’—> Click ‘Secondary
Head’>Enter the text which needs to be searched in ‘Search’ text box, seeFigure 338

aster Data Management 0
ff C € Master Data Management Help v | A. Mohan | Logout | eOffice Portal

Communicstion Detsil Master Subject Master File Heads Master Record Room Master Miscellaneous

Secondary Head List + |

; These values are used to categornize the incoming DAK=TAPAL=LETTER= at the time of dianzation or creation of DFAz &2 per their claszified nature.

SMNo + Subject % Code 4 Primary Head 4 Basic Head 4 Created By % Created O % IsActiv Action
n e

@ Search Subject [ @ search Code [ & search Primary Head [ @search Basic Head [ @ search Created By

Finance, Budget, Cash and Accou

1 Acceptance of cedits/debits 3z Peyments and recoveries e B Assionment
. Acceptance/transfer of gifts received by officials of the - . ! )

< ministry/ department [ 2 EUbiicRela oo B Assignment
N o - g.;m Specific Major =GOV Froje o, . [ —
4 Accounts clsssificstion opening of new hesds 12 Accounts end sudit :“S"E”“E‘ Budget, Cash and Accou B Assignment
5 Acquisition/ purchase of building/ land for officisl use | 28 Accommedation Common Office Services B Assignment

Figure 338

Assign Secondary Head:

For Assigning existing Secondary Headto Logged in Department, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Secondary Head’—> Click on
‘Assign Secondary Head’, see Figure 339
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ser o il e Master Data For Department: Help » | Rama Hariharan | Logout | eOffice Portal

on Detail

User Department - MD-NICSI Assign Secondary Head IQ earch A |

g These values are used lo calegorize the incoming DAKSTAPALSLETTERS at the time of diarization or creation of DFAs as per their classified nature.

5.No % Subject % Code % Primary Head % Basic Head % Created By & Assigned By 4 Created On 3 Assigned On 5 Status Action

| @ Search Subject | @ 5earch Code || @ Search Primary Hea| | @ Search Basic Head| | @ Search Created B | @ Search Assigned

1 Acceptance of credits/debits 32 Payments and recoveries TR [ETEEHER G 24/04/2020 Active 0
nd Accounts
Acceptanceftransfer of gifts received
2 by officials of the ministry/ department 14 Gifts Public Relations 24/04/2020 Active o
State Specific Major e-GO S .
= Accounts 1 V Projects Projects 24/04/2020 Active 9
4 Act East Policy Affairs 1 Department General 24/04/2020 Active 0
5 Acts, rules, manuals 12 Vigilance Administration Vigilance 24/04/2020 Active 0

Figure 339

2. Select Basic Head and corresponding Primary Head from dropdown Search (If required) and Click
on Available Primary Head to move them to Assigned Primary Head then Click Save, see Figure
340

Secondary Head And Depariment Mapping

All Basic Head

Establishment (A} -

All Primary Head

Casual leave (including special leave) (25)

Available Secondary Head Assigned Secondary Head
|Search Available |Search Selected
Group B (non gazetted) Group A
Group D Group B
Group C

t

Cancel

Figure 340
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Remove Mapping of Assigned Secondary Head:

For removing mapping of assignedSecondary Head perform the following Steps:

1. Login to Master Data Management Module->‘File Head Master’—> Click ‘Secondary Head’—>
ClickRemove Mapping Icon, see Figure 341

Master Data For Department: MD-NICSI

Help = | Rama Hariharan | Logout | g0

User Department :  MD-NICSI Assign Secondary Head [ Q, search Al ]
(L) These values are used to categorize the incoming DAKSTAPALS/LETTERS at the time of diarization or creation of DFAS as per their classified nature.
5.No + Subject + Code + Primary Head + Basic Head % Created By 5 Assigned By + CreatedOn 3 Assigned On 5 Status Action
| Q. 5earch Subject | [ 5earch Code || @ Search Primary Hea| | @ Search Basic Head) | Q Search Created B| | @ Search Assigned §
1 Acceptance of creditz/debits 32 Payments and recoveries Finance, Budget, Cash a 24/04/2020 Active 9
nd Accounts
Acceptanceftransfer of gifts received y . . .
2 by officials of the ministry! department 14 Gifts Public Relations 24/04/2020 Active o
State Specific Major e-GO0 5 .
=) Accounts 1 V Projects Projects 24/04/2020 Active e
4 Act East Policy Affairs 1 Department General 24/04/2020 Active o
5 Acts, rules, manuals 12 Vigilance Administration Vigilance 24/04/2020 Active 9

Figure 341

2. Click OK in confirmation popup to delete the Secondary Head mapping, see Figure 342

Are you sure, want to delete it 77

cancel

Figure 342
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Tertiary Head

e By using this link Local Admin canView, Search, Assign and Remove MappedTertiary Head.

e Factor Heads for factors to be taken into consideration relating to each of aspect or operation
heads.

View Tertiary Head:
To view the Tertiary Head, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’> Click ‘Tertiary Head’, as
shown inFigure 343

e@fﬁce Master Data Management

S
Master Data ForDepartment:: MD-NICS Help + | Rama Hariharan | Logout | eOffice Portal

1t Communication Detail Master File Heads Master v Miscellaneous

77—\ 7 N\
'@’ Communication Detail Maste ‘\Q/' File Heads Master

» Ministry / Apex Body
» Department / Attached Office
» Attached Office / Sub

» Subject Catego
Tertiary Head ! gory

» Subject Sub-Category

File-Head Mapping

» Category Mapping

» Basic Head
» Primary Head
» Secondary Head

Office/Others -
» Tertiary Head

» File-Head Mapping

Figure 343

2. Asaresult Tertiary HeadList appears as shown inFigure 344

Master Data For Department: MD-NICSI

Help ~ | Rama Hariharan | Logout | eOffice Portal

User Department - MD-NICSI Assign Tertiary Head [Q earch A l
(; Factor Heads for factors to be taken info consideration relating fo each of aspect or operation heads.
S.No % Subject % Code 4 Secondary Head % Primary Head % Basic Head 4 Created By % Assigned By 4 CreatedOn 5 AssignedOn % Status Action
| @ search Subject | [ @& Search Codd| @ Search Secondary i | @ Search Primary H| [ @ Search Basic He [ @, Search Created] [ @ Search Assigned|
Additional Director Gen
1 Eca\ of Police (W and & 11 Home Department General 24/04i2020 Active 0
)
2 AGRISNET 1 Agricuture Cenbaly SPONSOTES S projects 2410412020 Active (]
3 AIDC " Industries and Commerce  Department General 24/04/2020 Active 0
< AlDC 12 Industries and Commerce Department General 2410472020 Active o
Approvals 1 IntraGOV-FTS-0PA NIC Internal Projects Projects 24/04/2020 Active 9

Figure 344

Search Tertiary Head:

To search the Tertiary Head, perform the following Steps:
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1. Login to Master Data Management - Go to ‘File Heads Master’—> Click ‘Tertiary
Head’—> Enter the text which needs to be searched in ‘Search’ text box, seeFigure 345

COffiCe master pata Management Master Data For Department: MD-NICSI T e

DN TAL WORPILAGE SOLUTION

[y g Communication Detail Master Subject Master File Heads Master Miscellaneous

User Department : MD-NICSI Assign Tertiary Head |[q approvall ||
L

(L) Factor Heads for factors to be taken into consideration relating to each of aspect or operation heads.

5.No + Subject + Code + Secondary Head + Primary Head + Basic Head + Created By + Assigned By + CreatedOn 3 Assigned On 5 Status Action

| @ search Subjed | @ Search Code|| @ Search Secondary | | @ Search Primary He | @ Search Basic Hed | @ Search Created | | @ Search Assigned |

1 Approvals 1 e0ffice-MMP :::;:W Sponsored Sc o o g 2410412020 Active %]

2 Approvals 1 eOffice NIC Internal Projects Projects 24/04/2020 Active Q

3 Approvals 1 IntraGOV-FTS-0PA NIC Internal Projects Projects 24/04/2020 Active 0

4 Approvals 1 E’O"fg}-[“h”“mgy ol hC:;t;:IN Sponsored ¢ prpiects 24/04/2020 Active Q
Showing 1 to 4 of 4 records First || Previous n Mext | | Last

Figure 345
Assign Tertiary Head:
For Assigning existing Tertiary Headto Logged in Department, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘Tertiary Head’ > Click on
‘Assign Tertiary Head’ link, see Figure 346

e@fflce Master Data Management Master Data For Department: MD-NICSI Help | Rama Hariharan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master Mizcellaneous

User Department : MD-NICSI Assign Tertiary Head Q Search A 1

(,; Factor Heads for factors to be taken into consideration relating to each of aspect or operation heads

S.No + Subject % Code % Secondary Head % Primary Head % Basic Head % Created By = Assigned By s Created On 3 Assigned On 3 Status Action

| & 5earch subject | [ @ Search Codd| @ Search Secondary § | @ Search Primary H{ [ @ Search Basic He| | & Search Created| | @ Search Assigned |

Additional Director Gen

1 Eca\ of Police (W and & 11 Home Department General 24/04/2020 Active 9
-’

2 AGRISNET 1 Agriculture E;;:;:!" Sponsared S | o ects 24/D4/2020 Active %]

3 AlIDC 1 Industries and Commerce Department General 24/04/2020 Active o

4 AlDC 12 Industries and Commerce  Department General 24/04/2020 Active 0

Approvals " IntraGOV-FTS-0PA NIC Internal Projects Projects 24/04/2020 Active o

Figure 346

2. Select Basic Head and corresponding Primary and SecondaryHead from dropdown, Search (If
required) and Click on Available Tertiary Heads to move them to Assigned Tertiary Head then
Click Save, see Figure 347
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Tertiary Head And Department Mapping

All Basic Head

General

All Primary Head
Department (14)

All Secondary Head
Animal Husbandry

Available Tertiary Head Assigned Tertiary Head
Search Available |Sea|ch Selected
The Director A. H. and Veterinary Dairy Development
-
*

(o |1

Figure 347
Remove Mapping of Assigned Tertiary Head:
For removing mapping of assignedTertiary Head perform the following Steps:

1. Login to Master Data Management Module > ‘File Head Master’—> Click ‘Tertiary Head’ >
ClickRemove Mapping Icon, see Figure 348

eOfﬂce Master Data Management Master Data For Department: MD-NICSI

Help - | Rama Hariharan | Logout | eOffice Portal

User Department :  MD-NICSI Assign Tertiary Head [0. Search A l

\L) Factor Heads for factors to be taken into consideration relating to each of aspect or operation heads.

S.Ho % Subject % Code 4+ Secondary Head % Primary Head % Basic Head % Created By %+ Assigned By 4 Created On 5 AssignedOn 5 Status Action

| @ Search Subject | | & Search Codd| @ Search Secondary i | @ Search Primary H{ | @ Search Basic He| | O Search Created| | @ Search Assigned |

Additional Director Gen Izl
1 ga\ of Police (W and A 11 Home Department General 24/04i2020 Active
)
2 AGRISNET 1 Agricubure Centraly SPONSOTeAS  projects 2410412020 Active (]
3 AIDC " Industries and Commerce  Department General 24/04/2020 Active 0
4 AlDC 12 Industries and Commerce Department General 24/04/2020 Active o
Approvals 1 IntraGOV-FTS-0PA MIC Internal Projects Projects 24/04/2020 Active o

Figure 348

2. Click OK in confirmation popup to delete the Tertiary Head mapping, see Figure 349

Copyright © NIC, 2020 195



e@ffice

A DIGITAL WORK PLACE SCLUTION

Are you sure, want to delete it 77

Cancel

Figure 349

File Head Mapping

¢ By using this link Local Admin canView, Search and Assignthe File Head Mapping.
e Mapping of available File-Heads can be done with identified OUs or Group of OUs to provide
customized view in eFile application.
View File Head Mapping:
To view the File Head Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Click ‘File Head Mapping’,
as shown inFigure 350

e@ffice Master Data Management

- MD-NICS
Master Data For Department: MD-NICSI Help v | Rama Hariharan | Logout | eOffice Portal

Communication Detail Master Subject Master File Heads Master v Miscellaneous

s ooy
'\@' Communication Detail Maste LY subject Master Q’ File Heads Master

» Ministry / Apex Body » Subject Category » Basic Head

» Department / Attached Office » Subject Sub-Category » Primary Head
File-Head Mapping

» Attached Office / Sub » Category Mapping » Secondary Head

Office/Others 5
» Tertiary Head

» File-Head Mapping

Figure 350

2. As aresult File Head MappingList appears as shown inFigure 351
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e@fflce Master Data Management Master Data For Department: MD-NICSI
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Help w | Rama Hariharan | Logout | eOffice Portal

[y ] Communication Detail Master Subject Master File Heads Master Miscellaneous

(&) Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application

S.No % Organization Unit % Basic Heads Action
1 DGM(KMS)-NICS! [ - Selected Basic Heads — ] ®
2 DGM(MR)-NICSI [ Selected Basic Heads — vl ®
3 DGM(RC)-NICSI [-- Selected Basic Heads — V] ®
Figure 351

Search File Head Mapping:
To search the File Head Mapping, perform the following Steps:

1. Login to Master Data Management = Go to ‘File Heads Master’—> Click ‘File Head
Mapping’->Enter the text which needs to be searched in ‘Search’ text box, seeFigure 352

e Master Data Management Master Data For Department: MD-NICSI

Help w | Rama Hariharan | Logout | eOffice Portal

11 Communication Detail Master Subject Master File Heads Master Miscellaneous

User Department : MD-NICSI

() Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application.

S.No % Organization Unit % Basic Heads Action
1 DGM(KMS)-NICSI [ - Selected Basic Heads - -] ®
2 DGM(MR)-NICSI [~ Selected Basic Heads — v ®
3 DGM(RC)-NICSI [~ Selected Basic Heads V] ®
Figure 352
Note:

= Mapped File Head can be viewed in ‘Selected Basic Heads’ dropdown adjacent to Organization Unit.

Add New File Head Mapping:
For adding a new File Head Mapping, perform the following Steps:

1. Login to Master Data Management—> ‘File Heads Master’—> Click ‘File Head Mapping’—> Click
‘AddFile Head Mapping’, as shown in Figure 353
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e i : TNV ; s
|C Master Data Management Master Data For Department: MD-NICSI e | Rt P 1 Logout T Soms Portal

[y ] Communication Detail Master Subject Master File Heads Master Miscellaneous

User Department : MD-NICSI a dg

(&) Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application

S.No % Organization Unit < Basic Heads Action
‘ 1 DGM(KMS)-NICS! [ - Selected Basic Heads — ] ®
2 DGM(MR)-NICSI \ - Selected Basic Heads - V‘ E/'
‘ 3 DGM(RC)-NICSI [ - Selected Basic Heads - V] ®

Figure 353

2. Select name of Department from drop down list and name of Organization Unit from the
respective department as shown in Figure 354

File Head Mapping

Department: MD-NICST v

Organization Unit*: | jioouics ~

DGM{KMS}-NICSI DEM{VES}NICSI
DGM{MR}-NICSI GM(SK}-NICSI

DGM{VE}NICSI MD-NICSI

MGR{KNT}NICSI
MGR{MKN}-NICSI

MGR{PRP}-NICSI

3

MGR{SPI}FNICSI
MGRVPG}NICSI

MICSI ACCOUNTS
MICS! ADMINISTRATION
NICSI,BANGALORE
NICSI, BANGALORE
NICSI, BHOPAL

MICSI, BHUBANESHWAR

File Heads™:

[ Capacity Building (T)

[ Common Offics Services (D)
[J Computerisation {I)

[ Establishment (a)

Figure 354

3. Select Basic Head and the Corresponding Primary, Secondary and Tertiary Head andClick Save
to save the Category Mapping for selected Organization Unit as shown in Figure 355
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NICS| ACCOUNTS

NICS| ADMINISTRATION
NICS| BANGALORE
NICS|, BANGALORE
NICS|, BHOPAL

NICS|. BHUBANESHWAR

File Heads™: [ Capacity Buiding (T) £
[ commen Office Services (D)
_ [ Computerisation (I)
- Establishment (4)
+ [7] | Allowances (27)
[¥] | Air travel by non-entitiad personnel (20)
[] Children’s Education Allowance (CEA) Rules {general aspects) {12)
[¥] | Claims regarding CEA (13)
D.A., H.R.A. and C.C.A. (1)
Deputation (duty) alowance (15)
Educational concessions for children of political sufferers (1)
[¥] | Grant of non-practicing allowance (3) Grant of Risk alowance (21)
Overtime allowance (16)
Rules (general aspects) (11)
Traveling allowance (17)
[¥] | Washing allowance (18)
] Casual leave (induding special leave) (25)
[ Change of Home Town (51)
[ Confidential/assessment repart (28)
[ Creation and Classification Of Posts (11)
[] Delegation of powers (36)
[ Departmental examinations (34)
O D ns (35)

=

Figure 355

Edit Existing File Head Mapping:
To modify the existing File Head Mapping, perform the following Steps:

1. Login to Master Data Management—> Go to ‘File Heads Master’—> Go to ‘File Head
Mapping’->Click on ‘Edit’ icon, see Figure 356

Help w | Rama Hariharan | Logout | eOffice Portal

@@fflce Master Data Management Master Data For Department: MD-NICSI

A DIGITAL WORKPLAGE

1 Communication Detail Master Subject Master File Heads Master Miscellaneous

(D) Mapping of available File-Heads with identified OUs or Group of OUs to provide customized view in eFile application

S.No : Organization Unit : Basic Heads Action
‘ 1 DGM(KMS)-NICSI \ - Selected Basic Heads - V\
2 DGM(MR)-NICSI \ - Selected Basic Heads — v\ ®
1 3 DGM(RC)-NICS! [ - Selected Basic Heads - V] ®

Figure 356

2. Edit theFile Head using checkbox as per requirement and click on Save button, See Figure 357

Copyright © NIC, 2020 199



e@ffice

A DIGITAL WORK PLACE SCLUTION

Category Mapping

Department: NIC

Organization Unit: ~ AADHAR ENABLED AUTHENTICATION DIVISION

Category™ [ AA A
[ asr

0cc

[[] Common Office Services

[ Establishment

[] Finance, Budget, Cash and Accounts
[ General

[ gopaksample-main-category

[ Goa

[ G-QA-Sub-Category

[ g-subject-category

[] Happy

AT

indi Teaching Scheme
Progressive use of Hindi in government offices
Transiation into Hindi

Skttt gy

[ naveen kushwahal

[ New Category

[ Parlizment

Projects

Public Relations

[ sahoo

[ Satru_Subject category

[ Technical v

Figure 357
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Miscellaneous

Miscellaneous Master includes the following links which contains the Meta data to be used at user level.

% Template

Templates

e This facilitates the Local Admin canView, Search, Assign and Remove MappedDraft Template
populating through ‘Template’ field in Draft Editor in File/Receipt Draft Creation page of File
Management System.

View Template:

To view the Template, perform the following Steps:

1. Login to Master Data Management—> Go to ‘Miscellaneous’—> Click ‘Template’, as shown

inFigure 358
@ffl Master Data Management Master Data For Department: MD-NICSI Help v |Rama Hariharan | Logout | eOffice Portal
1t Communication Detail Master Subject Master File Heads Master Miscellaneous v
Template
1"“1 1" -“u (”A“)
W&’ Communication Detail Master &’ Subject Master \o ®”’ File Heads Master
» Ministry / Apex Body » Subject Category » Basic Head
» Department / Attached Office » Subject Sub-Category » Primary Head
» Attached Office / Sub » Category Mapping » Secondary Head
Office/Others
» Tertiary Head
» File-Head Mapping
Figure 358

2. As aresult Template List appears as shown inFigure 359
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Master Data For Department: Help » | Rama Hariharan | Logout | eOffice Portal

A DIGATA WORVILACE SOATION

User Department :  MD-NICSI n Template Io. Search Al l

(,; These values identify the urgency of File(s)/Receipl(s) at the time of sending.

S.No %+ Name % Language % Type % Created By % Assigned By % Created On % AssignedOn & Status Action
| @5earch Name | | @ Search Language | | @ search Created By | | @ Search Assigned By
1 ADNG Confidential Bengal Draft ﬁ?;fﬁ;f;ﬁ@lﬁfm eOffice Admin, National ;?;:E::C‘grgg'::” eOffice Admin, National 45,4102 281042020 Inactive [x]
2 ADMG Letter Head Bengal Dratt ﬁ?;:ﬁ:tfc‘grggﬁtsm £l das hskonsd ﬁl?;:';:tfc‘grgg';t{:mr eOffice Admin, National | 43 .4/050 28/04/2020 Active Q
3 DemiO fficialLetter Bengali Draft eOffice Administrator, eOffice Admin, National eOffice Administrator, eOffice Admin, National 03/04/2020 280412020 Active o
Informatics Centre Informatics Centre
4 DG Office Bengal Dratt eOffice Administrator, eOffice Admin, National eOffice Administrator, eOffice Admin, National 03/04/2020 2810412020 Active o

Informatics Centre Informatics Centre

Figure 359

Search Template:

To search the Template, perform the following Steps:

1. Login to Master Data Management 2> Go to ‘Miscellaneous’> Click ‘Template’>Enter the text
which needs to be searched in ‘Search’ text box, seeFigure 360

e@fﬁce Master Data Management Master Data For Department: MD-

A CHGATAL WORNILACE SOLITION

Help ~ | Rama Hariharan | Logout | eOffice Portal

Communication Detail Mas C ste e Miscellane
User Department : MD-NICSI o ol ||
(; These values identify the urgency of File(s)/Receipt(s) at the time of sending.
S.No 5 Name % Language s Type & Created By 5 Assigned By %+ Created On  § Assigned On % Status Action
| @ search Name | [ & search Language | | @ Search Created By | [ Search Assigned By
1 Endorsement Bengali Draft :atrfrl:;é\:gglrl::r:mn e0ffice Admin, National | :ﬁg:;?cg‘jc::ﬂzmmn e0ffice Admin, National In 03042020 2810472020 Active o
2 FCI DO_Letter Bengali Dratt s%i:rf;ii\;rcng;:r:tun eDffice Admin, Mational | t'aﬂl]r::acﬁec:dcrglrl"ltlrs;ratur. eDffice Admin, National In 03/04/2020 2810412020 Active o
3 I:eﬂar (with endorsemen Bengali Draft e0ffice Administrator, eOffice Admin, National | eOffice Administrator, e0ffice Admin, National In 03/04/2020 2810412020 e o
t) nfermatics Centre formatics Centre
Showing 1 1o 3 of 3 records First Previous n Next Last

Figure 360

Assign Template:

For Assigning existing Template to other Departments within same eOffice Instance, perform the
following Steps:

1. Login to Master Data Management—> ‘Miscellaneous’—> Click ‘Template’>Click on ‘Assign
Template’, see Figure 361
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erlatalk el LEREr e o cante Hariharan | Logout | eOffice Portal

User Department: MD-NICSI

(,; These values identify the urgency of File(s)/Receipl(s) at the time of sending.

S.No %+ Name % Language % Type % Created By % Assigned By % Created On % AssignedOn & Status Action
| @5earch Name | | @ Search Language | | @ search Created By | | @ Search Assigned By
1 ADNG Confidential Bengal Draft ﬁ?;fﬁ;f;ﬁ@lﬁfm eOffice Admin, National ;?;:E::C‘grgg'::” eOffice Admin, National 45,4102 281042020 Inactive [x]
2 ADMG Letter Head Bengal Dratt ﬁ?;:ﬁ:tfc‘grggﬁtsm £l das hskonsd ﬁl?;:';:tfc‘grgg';t{:mr eOffice Admin, National | 43 .4/050 28/04/2020 Active Q
3 DemiO fficialLetter Bengali Draft eOffice Administrator, eOffice Admin, National eOffice Administrator, eOffice Admin, National 03/04/2020 280412020 Active o
Informatics Centre Informatics Centre
4 DG Office Bengal Dratt eOffice Administrator, eOffice Admin, National eOffice Administrator, eOffice Admin, National 03/04/2020 2810412020 Active o

Informatics Centre Informatics Centre

Figure 361

2. Search (If required) and Click on Available Template to move them to Assigned Template then
Click ‘Save’, see Figure 362

Master Data For Department: MD-NI

Help » |Rama

Template :
Available Templates | | Assigned Templates |
|5earch Avaiable |search Selected
Note_Template - Mote_Template ~
Note_Template Testing Draft Tenplate
MNote_Template Note_Template
Note_Template DM PAD
Note_Template FCI_Circular
MNote_Template ADWG Letter Head
Note_Template - Parganas
-~
MNote_Template FCI_Mormal_Letter
Note_Template SSM Letter Head
Note_Template ADWG Confidential (Inactive)
Note_Template DiemiO fficialLetter
Note_Template DG Office

DSC Sanction Form

Enclair Telegram

Save

Figure 362

Remove Mapping of Assigned Template:

For removing mapping of assignedTemplate perform the following Steps:

1. Login to Master Data Management Module > ‘Miscellaneous’—> Click ‘Template’ >
ClickRemove Mapping Icon, see Figure 363
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Master Data For Department: MD-} + |Rama Hariharan | Logout |

User Department :  MD-NICSI | sz 1
Q: These values identify the urgency of File(s)/Receipt(s) at the time of sending.
S.No %+ Name % Language % Type % Created By % Assigned By % Created On % AssignedOn & Status Action
| @ search Mame | [ @ Search Language | | @ Search Created By | [ @ Search Assigned By

1 ADMG Confidential Bengal Draft ﬁl?;:'rﬁ:tﬁgrggﬁr:m" e T ;?::E:ti‘;rggnﬁ:m“ e0ffice Admin, National | ooy 00 28/04/2020 Inactive EI

2 ADMG Letter Head Bengal Dratt ﬁ?;:ﬁ:@g@gﬁfm £l das hskonsd ﬁ?ﬂf:ﬁ:tigrggn‘sﬁ:m“ eOffice Admin, National | 43 .4/050 28/04/2020 Active Q

3 DemiO fficialLetter Bengali Draft eOffice Administrator, eOffice Admin, National eOffice Administrator, eOffice Admin, National 03/04/2020 280412020 Active o
Informatics Centre Informatics Centre

0 DG Office Bengal Dratt e0ffice Administrator, eOffice Admin, National eOffice .Adr'l'lII'IISlFEtDF, eOffice Admin, National 03/04/2020 2810412020 Active o
Informatics Centre Informatics Centre

Figure 363

2. Click OK in confirmation popup to delete the Tertiary Head mapping, see Figure 364

Are you sure, want to delete it 77

Figure 364
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