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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 

 Enter the Username and Password in the eOffice portal, as shown in Figure 1: 

  
Figure 1 

 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): 

 
Figure 2 
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 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) : 

 
Figure 3 

Master Data Management Module 

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

 Basic Head  Subject Category  Delegation Privileges 

 Primary Head  Subject Sub Category  Quick Noting 

 Secondary Head  Category Mapping  Template 

 Tertiary Head  Ministry/ Apex Body  Record Room 

 File Code  Department/ Attached Office  Department Mapping 

 Retention Category  Attached Office/Sub Office/Others  Block Storage 

 File Head Mapping  Country  Room Storage 

 Language  State  Rack Storage 

 Delivery Mode  Action  Shelve Storage 

 Forms of Communication  Priority  

 VIP  Postal Mode  

 Draft Nature  Peon Name  

 Draft Prefix  Delegation Group and Head Mapping  
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Categorization of  the links 

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

1. Diary Master 

2. Communication Detail Master 

3. Subject Master 

4. File Heads Master 

5. Record Room Master 

6. Miscellaneous 

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 

 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. 

 These values identify the Language of Incoming DAKs/TAPALs/LETTERs received during 

Diarization or creation of DFAs. 

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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Figure 4 

2. As a result LanguageList appears as shown in Figure 5 

 
Figure 5 

Search Language: 

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 

 
Figure 6 



 
 

 

 
14 

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 

 
Figure 7 

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

 
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 



 
 

 

 
15 

 
Figure 9 

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

 
Figure 10 

 Note:  

 Language Name can‟t be edited only it can be made active or Inactive. 

 

Delivery Mode 

 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. 

 These values identify the mode of delivery for incoming DAKs/TAPALs/LETTERs 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 
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Figure 11 

2. As a result Delivery Mode List appears as shown inFigure 12 

 
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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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 

 
Figure 14 

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

 
Figure 16 

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



 
 

 

 
19 

 
Figure 17 

 Note:  

 Name and Description ofDelivery Mode can‟t be edited only it can be made active or Inactive. 

 

Forms of Communications 

 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. 

 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 

 
Figure 18 
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2. As a result Forms of Communications List appears as shown in Figure 19 

 
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 

 
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 



 
 

 

 
21 

 
Figure 21 

 

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

Figure 22 

 
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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Figure 23 

2. Check/Uncheck ‘Is Active’ checkbox to make Forms of Communicationsactive or Inactive, see 

Figure 24 

 
Figure 24 

 Note:  

 Name and Description ofForms of Communicationscan‟t be edited only it can be made active or 
Inactive. 

 

VIP 

 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. 

 These values identify VIP-Type from where the DAKs/TAPALs/LETTERs has been received. 

EX- MLA, MP, MLC etc. 
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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 

 
Figure 25 

2. As a result VIP List appears as shown in Figure 26 

 
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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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 

 
Figure 28 

2. Enter the VIPName andDescription then click on Save button, as shown in Figure 29 
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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 

 
Figure 30 

2. Check/Uncheck ‘Is Active’ checkbox to make Delivery Mode active or Inactive, see Figure 31 
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Figure 31 

 Note:  

 Name and Description of VIP can‟t be edited only it can be made active or Inactive. 

 

Draft Nature 

 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.  

 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 

 
Figure 32 

2. As a result Draft Nature List appears as shown inFigure 33 
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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 

 
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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Figure 35 

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

the below Figure 36 

 
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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Figure 37 

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

 
Figure 38 

 Note:  

 Draft Reply Type and Draft Nature Name can‟t be edited only it can be made active or Inactive. 

 

 

Draft Prefix 

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

through „Draft Prefix‟ dropdown field in „DFA Creation‟ page of File Management System.  

 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: 



 
 

 

 
30 

1. Login to Master Data Management Go to ‘Diary Master’ Click on‘Draft Prefix’, as shown 

inFigure 39 

 
Figure 39 

2. As a result Draft Prefix List appears as shown inFigure 40 

 
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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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 

 
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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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 

 
Figure 44 

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

 Ministry/Apex Body 

 Department/Attached Office 

 Attached Office/Sub Office/Others 

 Country 

 State 

 City 

 

Ministry/Apex Body 

 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. 

 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 

 
Figure 46 

2. As a result Ministry/Apex BodyList appears as shown inFigure 47 
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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 

 
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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Figure 49 

2. Selectthe Ministry/Apex Body Typeand enter theName then click Save button, as shown in the 

below Figure 50 

 
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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Figure 51 

2. Check/Uncheck ‘Is Active’ checkbox to make Ministry/Apex Body active or Inactive, see Figure 

52 

 
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 
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Figure 53 

2. Search (If required) and Click on Available Departments to move them to Assigned Departments 

then Click Save, see  Figure 54 

 
Figure 54 

 

 Note:  

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

 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. 

 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 

 
Figure 55 

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

 
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 

 
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 

 
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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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 

 
Figure 60 

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

Figure 61 
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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 

 
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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Figure 63 

 Note:  

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

 

Attached Office/Sub Office/Others 

 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. 

 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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Figure 64 

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

 
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  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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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 

 
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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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 

 
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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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 

 
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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Figure 72 

 Note:  

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

 

Country 

 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. 

 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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Figure 73 

2. As a result CountryList appears as shown inFigure 74 

 
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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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 

 
Figure 76 

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

 
Figure 78 

2. Check/Uncheck ‘Is Active’ checkbox to make Country active or Inactive, see Figure 79 
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Figure 79 

 Note:  

 CountryName can‟t be edited only it can be made active or Inactive. 

 

State 

 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. 

 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 

 
Figure 80 

2. As a result State List appears as shown inFigure 81 
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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 

 
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 



 
 

 

 
54 

 
Figure 83 

2. Select Country and Enter theStateName and Code then click Save button, as shown in the below 

Figure 84 

 
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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Figure 85 

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

 
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. 

 Subject Category 

 Subject Sub-Category 

 Category Mapping 

 

Subject Category 

 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. 

 These values identify the category of the DAKs/LETTERs/TAPALs 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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Figure 87 

2. As a result Subject Category List appears as shown inFigure 88 

 
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 

 
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 

 
Figure 90 

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

91 

 
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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Figure 92 

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

 
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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Figure 94 

2. Search (If required) and Click on Available Departments to move them to Assigned Departments 

then Click Save, see Figure 95 

 
Figure 95 

 Note:  

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

 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. 

 Further classification of category for DAKS/LETTERs/TAPALs 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 

 
Figure 96 

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

 
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 

 
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 

 
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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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 

 
Figure 101 

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

102 



 
 

 

 
64 

 
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 

 
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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Figure 104 

 Note:  

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

 

Category Mapping 

 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. 

 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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Figure 105 

2. As a result Category MappingList appears as shown inFigure 106 

 
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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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 

 
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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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 

 
Figure 110 
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Edit Existing Category Mapping: 

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 

 
Figure 111 

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

 
Figure 112 
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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 

 
Figure 113 

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

 
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 

 By using this link Super Admin canView, Search, Add, Edit and Assignthe Basic Head. 

 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 

 
Figure 115 

2. As a result Basic HeadList appears as shown inFigure 116 
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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 

 
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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Figure 118 

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

 
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 
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Figure 120 

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

 
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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Figure 122 

2. Search (If required) and Click on Available Departments to move them to Assigned Departments 

then Click Save, see Figure 123 

 
Figure 123 

 Note:  

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

 By using this link Super Admin canView, Search, Add, Edit and Assignthe Primary Head. 

 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 

 
Figure 124 

2. As a result Primary HeadList appears as shown inFigure 125 

 
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 

 
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 

 
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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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 

 
Figure 129 

2. Check/Uncheck ‘Is Active’ checkbox to make Primary Head active or Inactive, see Figure 130 
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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 

 
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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Figure 132 

 Note:  

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

 By using this link Super Admin canView, Search, Add, Edit and Assignthe Secondary Head. 

 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 

 
Figure 133 

2. As a result Secondary HeadList appears as shown inFigure 134 

 
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 

 
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 

 
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 
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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 

 
Figure 138 

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

 
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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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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 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 

 
Figure 142 

2. As a result Tertiary HeadList appears as shown inFigure 143 

 
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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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 

 
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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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 

 
Figure 147 

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

 
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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Figure 150 

 Note:  

 Only active Tertiary Head can be assigned to available departments. 

 

 

 

 

 

 

 

 

 

 

 

File Code 

 By using this link Super Admin canView, Search, Add and Editthe File Code. 
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 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 

 
Figure 151 

2. As a result File Code List appears as shown inFigure 152 

 
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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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 

 
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 

 
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 

 
Figure 156 

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

 
Figure 157 

 Note:  

 File Codecan‟t be edited only it can be made active or Inactive. 
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Retention Category 

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

 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. 

 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 

 
Figure 158 

2. As a result Retention Category List appears as shown inFigure 159 

 
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 

 
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 

 
Figure 161 

2. Enter the Retention CategoryCode, Duration and Description then click on Save button, as 

shown in Figure 162 
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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 

 
Figure 163 

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

164 
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Figure 164 

 Note:  

 Retention Category can‟t be edited only it can be made active or Inactive. 
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File Head Mapping 

 By using this link Super Admin canView, Search, Add, Edit and Deletethe File Head Mapping. 

 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 

 
Figure 165 

2. As a result File Head MappingList appears as shown inFigure 166 

 
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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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 

 
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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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 

 
Figure 170 
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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 171 

 
Figure 171 

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

 
Figure 172 
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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 

 
Figure 173 

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

 
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 

 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 

 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 

 
Figure 175 

2. As a result Record RoomList appears as shown inFigure 176 
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Figure 176 

Search Record Room: 

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 

 
Figure 177 

Add New Record Room: 

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

1. Login to Master Data Management‘Record RoomMaster’ Click ‘Record Room’ Click 

„AddRecord Room’, as shown in Figure 178 
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Figure 178 

2. Enter the „Access Role‟, ‘Code’& „Description’. Then click on ‘Save’ button as shown in the 

below Figure 179 

 
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 

 
Figure 180 

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

 
Figure 181 

 Note:  

 Record Roomcan‟t be edited only it can be made active or Inactive. 

 

 

Department Mapping 

 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 

 
Figure 182 

2. As a result Department Mapping List appears as shown inFigure 183 

 
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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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 

 
Figure 185 

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

Figure 186 

 
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. Login to Master Data Management‘Record Room Master’ Click ‘Department 

Mapping’Click on ‘Edit’  icon, seeFigure 187 

 
Figure 187 

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

 
Figure 188 

 Note:  

 Department Mappingcan‟t be edited only it can be made active or Inactive. 
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Block Storage 

 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. 

 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 

 
Figure 189 

2. As a result Block StorageList appears as shown inFigure 190 

 
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 

 
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 

 
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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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 

 
Figure 194 

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 195 
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Figure 195 

 Note:  

 Block Storagecan‟t be edited only it can be made active or Inactive. 

 

Room Storage 

 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. 

 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 

 
Figure 196 
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2. As a result RoomStorageList appears as shown inFigure 197 

 
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 

 
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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Figure 199 

Figure 199 

2. Select ‘Record Room’ and „Block No.‟ and enter the „Room No.‟& „Description‟. Then click on 

‘Save’ button as shown in the below Figure 200 

 
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 

 
Figure 201 

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 202 

 
Figure 202 

 Note:  

 RoomStorage can‟t be edited only it can be made active or Inactive. 
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Rack Storage 

 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.  

 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 

 
Figure 203 

2. As a result RackStorageList appears as shown inFigure 204 
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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 

 
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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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 

 
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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Figure 208 

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 209 

 
Figure 209 

 Note:  

 Rack Storage can‟t be edited only it can be made active or Inactive. 

 

 

Shelve Storage 

 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.  

 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 

 
Figure 210 

2. As a result ShelveStorageList appears as shown inFigure 211 

 
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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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 

 
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 



 
 

 

 
123 

 
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 

 
Figure 215 

2. Check/Uncheck „Is Active‟ checkbox to make State active or Inactive, see Figure 216 
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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 

 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. 

 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 

 
Figure 217 

2. As a result ActionList appears as shown inFigure 218 

 
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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Figure 219 

Add New Action: 

For adding a new Action, perform the following Steps: 

1. Login to Master Data ManagementGo to ‘Miscellaneous’ Click ‘Action’ Click 

„AddAction’, as shown in Figure 220 

 
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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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 

 
Figure 222 

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 223 
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Figure 223 

 Note:  

 Actioncan‟t be edited only it can be made active or Inactive. 

 

 

 

 

 

 

Priority 

 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. 

 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 
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Figure 224 

2. As a result PriorityList appears as shown inFigure 225 

 
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 

 
Figure 226 
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Add New Priority: 

For adding a new Priority, perform the following Steps: 

1. Login to Master Data ManagementGo to ‘Miscellaneous’ Click ‘Priority’ Click 

„AddPriority’, as shown in Figure 227 

 
Figure 227 

2. Enter the Priority ‘Level’and ‘Description’. Then click on ‘Save’ button as shown in the below 

Figure 228 

 
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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Figure 229 

2. Check/Uncheck „Is Active’ checkbox to make State active or Inactive, see Figure 230 

 
Figure 230 

 Note:  

 Prioritycan‟t be edited only it can be made active or Inactive. 

 

Postal Mode 

 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. 

 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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Figure 231 

2. As a result Postal ModeList appears as shown inFigure 232 

 
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 
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Figure 233 

Add New Postal Mode: 

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

1. Login to Master Data ManagementGo to ‘Miscellaneous’ Click ‘Postal Mode’ Click 

„AddPostal Mode’, as shown in Figure 234 

 
Figure 234 

2. Enter the Postal Modeand Description. Then click on ‘Save’ button as shown in the below Figure 

235 
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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 

 
Figure 236 

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 237 
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Figure 237 

 Note:  

 Postal Modecan‟t be edited only it can be made active or Inactive. 

 

 

Peon Name 

 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. 

 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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Figure 238 

2. As a result Peon NameList appears as shown inFigure 239 

 
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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Figure 240 

Add New Peon Name: 

For adding a new Peon Name, perform the following Steps: 

1. Login to Master Data ManagementGo to ‘Miscellaneous’ Click ‘Peon Name’ Click 

„AddPeon Name’, as shown in Figure 241 

 
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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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 

 
Figure 243 

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 244 
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Figure 244 

 Note:  

 Peon Namecan‟t be edited only it can be made active or Inactive. 

 

Delegation Group and Head Mapping 

 This facilitates the Super Admin to View, Search, Add and Edit the Delegation Group and mapped 

File Heads assigned to the delegation. 

 Due to this mapping, the person to whom the charge is delegated will be able to view only the 

mapped File Heads.  

 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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Figure 245 

2. As a result Delegation Group and Head Mapping List appears as shown inFigure 246 

 
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 

 
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 ManagementGo to ‘Miscellaneous’ Click ‘Delegation Group and 

Head Mapping’ Click „AddDelegation Group and Head Mapping’, as shown in Figure 248 

 
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 

 
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 

 
Figure 250 

2. Make required changes and Click ‘Save’, see Figure 251 

 
Figure 251 
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Delegation Privileges 

 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. 

 List of available delegations from EMD. Customizing delegation privilege as per the required 

scope. 

 It is 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 

 
Figure 252 

 

2. As a result Delegation Privileges List appears as shown inFigure 253 
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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 

 
Figure 254 

Add New Delegation Privileges: 

For adding a new Delegation Group and Head Mapping, perform the following Steps: 

1. Login to Master Data ManagementGo to ‘Miscellaneous’ Click ‘Delegation Privileges’ 

Click ‘Privileges’link, as shown in Figure 255 
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Figure 255 

As a result Delegation Privilege settings page will be displayed as shown in the below Figure 256 

 
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 

 
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 

 
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‟. 

 
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 

 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 

 
Figure 260 

 

2. As a result Quick Noting List appears as shown inFigure 261 

 
Figure 261 

Search Quick Noting: 

To search the Quick Noting, perform the following Steps: 
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1. Login to Master Data Management Go to ‘Miscellaneous’ Click ‘Quick Noting’Enter the 

text which needs to be searched in ‘Search’ text box, seeFigure 262 

 
Figure 262 

Add New Quick Noting: 

For adding a new Quick Noting, perform the following Steps: 

1. Login to Master Data ManagementGo to ‘Miscellaneous’ Click ‘Quick Noting’ Click 

„AddQuick Noting’, as shown in Figure 263 

 
Figure 263 

2. Select ‘Language’, Enter the ‘Content’, Select checkbox ‘Add Translated Content’ and enter 

‘Translated Content’ (If required). Then click on ‘Save’ button as shown in the below Figure 264 
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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 

 
Figure 265 

2. Check/Uncheck ‘Is Active’ checkbox to make State active or Inactive, see Figure 266 
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Figure 266 

 Note:  

 Quick Noting can‟t be edited only it can be made active or Inactive. 

 

 

Templates 

 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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Figure 267 

2. As a result Template List appears as shown inFigure 268 

 
Figure 268 

Search Template: 

To search the Template, perform the following Steps: 

1. Login to Master Data Management Go to ‘Miscellaneous’ Click ‘Template’Enter the text 

which needs to be searched in ‘Search’ text box, seeFigure 269 

 
Figure 269 
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Add New Template: 

For adding a new Template, perform the following Steps: 

1. Login to Master Data ManagementGo to ‘Miscellaneous’ Click ‘Template’ Click 

„AddTemplate’, as shown in Figure 270 

 
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 
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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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Figure 272 

2. Check/Uncheck „Is Active‟ checkbox to make State active or Inactive, see Figure 273 

 
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 

 
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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Figure 275 

 Note:  

 Only active Templatecan be assigned to available departments. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 
157 

 

 

 

 

 

 

 

 

 

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 

 Enter the Username and Password in the eOffice portal, as shown in Figure 276: 

  
Figure 276 

 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): 



 
 

 

 
159 

 
Figure 277 

 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) : 

 
Figure 278 
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Master Data Management Module 

Master Data Management Module comprises of 12 different sections: 

 Basic Head  Ministry/ Apex Body 

 Primary Head  Department/ Attached Office 

 Secondary Head  Attached Office/Sub Office/Others 

 Tertiary Head  Template 

 File Head Mapping  

 Subject Category  

 Subject Sub Category  

 Category Mapping  

 

Categorization of  the links 

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

1. Communication Detail Master 

2. Subject Master 

3. File Heads Master 

4. 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 

 This facilitates the LocalAdmin 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. 

 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 

 
Figure 279 

2. As a result Ministry/Apex BodyList appears as shown inFigure 280 

 
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 

 
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 

 
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 

 
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 

 
Figure 284 

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 285 
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Figure 285 

 

Department/Attached Office 

 This facilitates the LocalAdmin to View, Search, Assign and Remove MappedMeta data values 

populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File 

Management System. 

 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 

 
Figure 286 

2. As a result Department/Attached Office List appears as shown inFigure 287 
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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 

 
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‘Communication Detail Master’ Click 

‘Department/Attached Office’Click on ‘Assign Department/Attached Office’, see Figure 289 
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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 

 
Figure 290 

Remove Mapping of Assigned Department/Attached Office: 

For removing mapping of assignedDepartment/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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Figure 291 

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 292 

 
Figure 292 

 

Attached Office/Sub Office/Others 

 This facilitates the LocalAdmin to View, Search, Assign and Remove MappedMeta data values 

populating through ‘Min./Dept./Others’ dropdown field in ‘Receipt Diary’ page of File 

Management System. 

 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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Figure 293 

2. As a result Attached Office/Sub Office/Others List appears as shown inFigure 294 

 
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  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 

 
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‘Communication Detail Master’ Click ‘Attached 

Office/Sub Office/Others’Click on ‘Assign Attached Office/Sub Office/Others’, see Figure 

296 

 
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 

 
Figure 297 
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Remove Mapping of Assigned Ministry/Apex Body: 

For removing mapping of assignedAttached Office/Sub Office/Othersperform the following Steps: 

1. Login to Master Data Management Module‘Communication Detail Master’ Click ‘Attached 

Office/Sub Office/Others’ ClickRemove Mapping Icon, see Figure 298 

 
Figure 298 

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 299 

 
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 

 This facilitates the LocalAdmin 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. 

 These values identify the category of the DAKs/LETTERs/TAPALs 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 

 
Figure 300 

2. As a result Subject Category List appears as shown inFigure 301 
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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 

 
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 

 
Figure 303 
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2. Search (If required) and Click on Available Subject Category to move them to Assigned Subject 

Category, then Click Save, see Figure 304 

 
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 

 
Figure 305 

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 306 
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Figure 306 

 

 

Subject Sub Category 

 This facilitates the LocalAdmin 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. 

 Further classification of category for DAKS/LETTERs/TAPALs 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 

 
Figure 307 

2. As a result Subject Sub Category List appears as shown inFigure 308 
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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 

 
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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Figure 310 

2. Select Subject Category from dropdown, Search (If required) and Click on Available Subject Sub 

Category to move them to Assigned Subject Sub Category then Click Save, see Figure 311 

 
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 
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Figure 312 

2. Click OK in confirmation popup to delete the Ministry/Apex Body mapping, see Figure 313 

 
Figure 313 

 

Category Mapping 

 This facilitates the LocalAdmin 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. 

 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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Figure 314 

2. As a result Category MappingList appears as shown inFigure 315 

 
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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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 

 
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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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 

 
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 

 
Figure 320 

2. Edit the Category using checkbox asper requirement and click on Save button, See Figure 321 

 
Figure 321 
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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-Head Mapping  

 

Basic Head 

 By using this link Local Admin canView, Search, Assign and Remove MappedBasic Head. 

 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 

 
Figure 322 

2. As a result Basic HeadList appears as shown inFigure 323 
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Figure 323 

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 324 

 
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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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 

 
Figure 326 

Remove Mapping of Assigned Basic Head: 

For removing mapping of assignedBasic 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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Figure 327 

2. Click OK in confirmation popup to delete the Basic Head mapping, see Figure 328 

 
Figure 328 

 

Primary Head 

 By using this link Local Admin canView, Search, Assign and Remove MappedPrimary Head. 

 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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Figure 329 

2. As a result Primary HeadList appears as shown inFigure 330 

 
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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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 

 
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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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 

 
Figure 334 

2. Click OK in confirmation popup to delete the Primary Head mapping, see Figure 335 
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Figure 335 

 

Secondary Head 

 By using this link Local Admin canView, Search, Assign and Remove MappedSecondary Head. 

 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 

 
Figure 336 

2. As a result Secondary HeadList appears as shown inFigure 337 
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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 

 
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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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 

 
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 

 
Figure 341 

2. Click OK in confirmation popup to delete the Secondary Head mapping, see Figure 342 

 
Figure 342 
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Tertiary Head 

 By using this link Local Admin canView, Search, Assign and Remove MappedTertiary Head. 

 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 

 
Figure 343 

2. As a result Tertiary HeadList appears as shown inFigure 344 

 
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 

 
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 

 
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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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 

 
Figure 348 

2. Click OK in confirmation popup to delete the Tertiary Head mapping, see Figure 349 
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Figure 349 

 

File Head Mapping 

 By using this link Local Admin canView, Search and Assignthe File Head Mapping.  

 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 

 
Figure 350 

2. As a result File Head MappingList appears as shown inFigure 351 
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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 

 
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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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 

 
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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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 

 
Figure 356 

2. Edit theFile Head using checkbox as per requirement and click on Save button, See Figure 357 
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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 

 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 

 
Figure 358 

2. As a result Template List appears as shown inFigure 359 
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Figure 359 

Search Template: 

To search the Template, perform the following Steps: 

1. Login to Master Data Management Go to ‘Miscellaneous’ Click ‘Template’Enter the text 

which needs to be searched in ‘Search’ text box, seeFigure 360 

 
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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Figure 361 

2. Search (If required) and Click on Available Template to move them to Assigned Template then 

Click „Save’, see Figure 362 

 
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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Figure 363 

2. Click OK in confirmation popup to delete the Tertiary Head mapping, see Figure 364 

 
Figure 364 
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Fig.298 

 


