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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 M anagement 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 

Letõs 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 ôLanguageõ dropdown field in ôReceipt Diaryõ and ôDFA creationõ page of File 

Management System. 

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

Diarizatio n or creation of DFAs. 

View Language: 

To view the Language type, perform the following Steps: 

1. Login to Master Data ManagementĄ Go to ôDiary MasterõĄ Click on ôLanguageõ, 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 Ą Go to  ôDiary MasterõĄ Click on ôLanguageõ ĄEnter the 

text which needs to be searched in ôSearchõ text box, see Figure 6 

 
Figure 6 
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Add New Language: 

For adding a new Language, perform the following Steps: 

1. Login to Master Data ManagementĄ Go to ôDiary MasterõĄ Click on ôLanguageõĄ Click ôAdd 

Languageõ, see Figure 7 

 
Figure 7 

2. EnterôLanguage Nameõ and Click ôSaveõ, as shown in Figure 8 

 
Figure 8 

 Note:  

Á 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 ManagementĄ Go to ôDiary MasterõĄ Click on ôLanguageõĄ Click ôEdit  

Iconõ, seeFigure 9 
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Figure 9 

2. Check/Uncheck ôIs Activeõ checkbox to make language active or Inactive, see Figure 10 

 
Figure 10 

 Note:  

Á Language Name canõt 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 ôDelivery Modeõ dropdown field in ôReceipt Diaryõ 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 ManagementĄ Go to ôDiary MasterõĄ Click onôDelivery Modeõ, as 

shown inFigure 11 



 
 

 

 
16 

 
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 Ą Go to ôDiary MasterõĄ Click on ôDelivery Modeõ ĄEnter the 

text which needs to be searched in ôSearchõ 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 ManagementĄ Go to ôDiary MasterõĄ Click on ôDelivery ModeõĄ Click 

ôAdd Delivery Modeõ, as shown in Figure 14 

 
Figure 14 

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


