Master Data Management
User Manual

m Prepared by
National Informatics Centre




A DIGITAL WORK MLACE SCLUTION

SUPER ADMIN 9
Login 10
Master Data Management Module 11
Categorization of the links 12
Diary Master 12
Language 12
View Language: 12
SearchLanguage: 13

Add New Language: 14

Edit Existing Language: 14
Delivery Mode 15
View Delivery Mode: 15
Search Delivery Mode: 16

Add New Delivery Mode: 17

Edit Existing Delivery Mode: 18
Forms of Communications 19
View Forms of Communication: 19
Search the Forms of Communications: 20

Add New Forms of Communication: 20

Edit Existing Forms of Communications: 21

VIP 22
View VIP: 23
Search the VIP: 23

Add New VIP: 24

Edit Existing VIP: 25
Draft Nature 26
View Draft Nature: 26
Search Draft Nature; 27

Add New Draft Nature: 27

Edit Existing Draft Nature: 28
Draft Prefix 29
View Draft Prefix: 29
Search Draft Prefix; 30

Add New Draft Prefix: 31

Edit Existing Draft Prefix: 32
Communication Detail Master 34
Ministry/Apex Body 34
View Ministry/Apex Body: 34
Search Minidry/Apex Body: 35

Add New Ministry/Apex Body: 35

Copyright © NIC, 2020 2



-gjffice

NGITAL WORK MLACE SCLUTION

Edit Existing Ministry/Apex Body: 36
Assign Ministry/Apex Body: 37
Department/Attached Office 39
View Department/Attached Office: 39
Search Department/Attached Office: 40
Add New Department/Attached Office: 40
Edit Existing Department/Attached Office: 41
Assign Department/Attached Office: 42
Attached Office/Sub Office/Others 43
View Attached Office/Sub Office/Others: 43
Search Attached Office/Sub Office/Others; 44
Add New Attached Office/Sub Office/Others: 45
Edit Existing Attached Office/Sub Office/Others: 46
Assign Attached Office/Sub Office/Others: 47
Country 48
View Country: 48
Search Country; 49
Add New Country: 50
Edit Existing Country: 51
State 52
View State: 52
Search State: 53
Add New State: 53
Edit Existing State: 54
Subject Master 56
Subject Category 56
View Subject Category: 56
Search Subjec€Category: 57
Add New Subject Category: 58
Edit Existing Subject Category: 58
Assign Subject Category: 59
Subject Sub Category 61
View Subject Sub Category: 61
Search Subject Sub Category: 61
Add New Subject Sub Category: 62
Edit Existing Subject Category: 63
Assign Subject Sub Category: 64
Category Mapping 65
View Category Mapping: 65
Search Categoy Mapping: 66
Add New Category Mapping: 67
Edit Existing Category Mapping: 69
Delete Existing Category Mapping: 70
File Heads Master 71

Copyright © NIC, 2020 3




-gjffice

NGITAL WORK MLACE SCLUTION

Basic Head 71
View Basic Head: 71
Search Basic Head: 72
Add New Basic Head: 72
Edit Existing Basic Head: 73
Assign Basic Head: 74

Primary Head 76
View Primary Head: 76
Search Primary Head: 76
Add New Primary Head: 77
Edit Existing Primary Head: 78
Assign Primary Head: 79

Secondary Head 81
View Secondary Head: 81
Search Secondary Head: 81
Add New Secondary Head: 82
Edit Existing Secondary Head: 83
Assign Scondary Head: 84

Tertiary Head 85
View Tertiary Head: 86
Search Tertiary Head: 86
Add New Tertiary Head: 87
Edit Existing Tertiary Head: 88
Assign Tertiary Head: 89

File Code 90
View File Code: 91
Search File Code: 91
Add New File Code: 92
Edit Existing File Code: 93

Retention Category 94
View Retention Cakgory: 94
Search Retention Category: 95
Add New Retention Category: 95
Edit Existing Retention Category: 96

File Head Mapping 98
View File Head Mapping: 98
Search File Head Mapping: 98
Add New File Head Mapping: 99
Edit Existing File Head Mapping: 101
Delete Existing File Head Mapping: 102

Record Room Master 103

Record Room 103
View Record Room: 103
Search Record Room: 104
Add New Record Room: 104

Copyright © NIC, 2020 4




-gjffice

NGITAL WORK MLACE SCLUTION

Edit Existing Record Room: 105
Department Mapping 106
View Department Mapping: 107
SearchDepartment Mapping: 107
Add New Department Mapping: 108
Edit Existing Department Mapping: 109
Block Storage 110
View Block Storage: 110
Search Block Storage: 110
Add New Block Storage: 111
Edit Existing Block Storage: 112
Room Storage 113
View Room Storage: 113
Search Room Storag: 114
Add New Room Storage: 114
Edit Existing Room Storage: 116
Rack Storage 117
View Rack Storage: 117
Search Rack Storage: 118
Add New Rack Storage:; 118
Edit Existing Rack Storage: 119
Shelve Storage 120
View Shelve Storage: 121
Search Shelve Storage: 121
Add New Shelve Storage: 122
Edit Existing Shelve Storage: 123
Miscellaneous 124
Action 124
View Actions: 124
Search Actions: 125
Add New Action: 126
Edit Existing Actions: 127
Priority 128
View Priority: 128
Search Priority: 129
Add New Priority: 130
Edit Existing Priority: 130
Postal Mode 131
View Postal Mode: 131
Search Postal Mode: 132
Add New Postal Mode: 133
Edit Existing Postal Mode: 134
Peon Name 135
View Peon Name: 135

Copyright © NIC, 2020 5




edffice

Search Peon Name: 136

Add New Peon Name: 137

Edit Existing Peon Name: 138
Delegation Group and Head Mapping 139
View Delegation Group and HeadMapping: 139
Search Delegation Group and Head Mapping: 140

Add New Delegation Group and Head Mapping: 141

Edit Existing Delegation Group and Head Mapping: 142
Delegation Privileges 143
View Delegation Privileges: 143
Search Delegation Privileges: 144

Add New Delegation Privileges: 144

Edit Existing Delegation Privileges: 146
Quick Noting 147
View Quick Noting: 147
Search Quick Noting: 147

Add New Quick Noting: 148

Edit Existing Quick Noting: 149
Templates 150
View Template: 150
Search Template: 151

Add New Template: 152

Edit Existing Template; 153
Assign Template; 155
LOCAL ADMIN 157
Login 158
MasterData Management Module 160
Categorization of the links 160
Communication Detail Master 160
Ministry/Apex Body 161
View Ministry/Apex Body: 161
Search Ministry/Apex Body: 162
Assign Ministry/Apex Body: 162
Remove Mapping of Assigned Ministry/Apex Body: 163
Department/Attached Office 164
View Department/Attached Office: 164
Seach Department/Attached Office: 165
Assign Department/Attached Office: 165
Remove Mapping of Assigned Department/Attached Office: 166
Attached Office/Sub Office/Others 167
View Attached Office/Sub Office/Others: 167
Search Attached Office/Sub Office/Others; 168

Copyright © NIC, 2020 5




-gjffice

NGITAL WORK MLACE SCLUTION

Assign Attached Office/Sub Office/Others: 169
Remove Mapping of Assigned Ministry/Apex Body: 170
Subject Master 171
Subject Category 171
View Subject Category: 171
Search Subject Category: 172
Assign Subjet Category: 172
Remove Mapping of Assigned Subject Category: 173
Subject Sub Category 174
View Subject Sub Category: 174
Search Subject Sub Category: 175
Assign Subject Sub Category: 175
Remove Mapping of Assigned Subject Sub Category: 176
Category Mapping 177
View Category Mapping: 177
Search Categoy Mapping: 178
Add New Category Mapping: 179
Edit Existing Category Mapping: 181
File Heads Master 182
Basic Head 182
View Basic Head: 182
Search Basic Head: 183
Assign Basic Head: 183
Remove Mapping of Assigned Basic Head: 184
Primary Head 185
View Primary Head: 185
Search Primary Head: 186
Assign Primary Head: 187
Remove Mapping of Assigned Primary Head: 188
Secondary Head 189
View Secondary Head: 189
Search Secondary Head: 190
Assign Seconday Head: 190
Remove Mapping of Assigned Secondary Head: 192
Tertiary Head 193
View Tertiary Head: 193
Search TertiaryHead: 193
Assign Tertiary Head: 194
Remove Mapping of Assigned Tertiary Head: 195
File Head Mapping 196
View File Head Mapping: 196
Search File Head Mapping: 197
Add New File Head Mapping: 197

Copyright © NIC, 2020 7




e@ffice

A DIGITAL WORK PLACE SCLUTION

Edit Existing File Head Mapping:

199

Miscellaneous 201
Templates 201
View Template: 201
Search Template: 202
Assign Template: 202
Remove Mapping of Assigned Template: 203

Copyright © NIC, 2020 8




-
r
A DIGITAL WORK FLACE SOLUTION

SUPER ADMIN

Super Admin canCreate, View, Edit and Delete Master dataof eFile Application of all
the departments within an eOffice InstanceAlso it can assign selective metadata to
selected departments.
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Login

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

Monday, January 11, 2016

c©Office

A DIGITAL WORKPLACE SOLUTION

Figurel

T 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):

AdvancedSearch = g ) KarTKMIsHRAY (@) Logour

?@ffiC e . 2 & =

& || @ search Here

DIRECTORY CONTACT EMPLOYEE SERVICES QUICK LINKS
I ) IQum of the week  To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam
I CETTACE  Latest  testdata  MTP SECTION Notice Board [y amTerar
eFile .
€ eOffice Services » eOffice training L " Antenatal Clinic - ey Frarea
- KAPIL AGGARWAL ON 03/07/2020
£ + File Management System
KMS. + eFile MIS Reports v test é_‘l News
KARTIK MISHRA ON 03/07/2020
et » Knowledge Management System Test Publish T » India, China agree to ensure =
il 13 . - .
m o Bl e B ] me:m :IS}I-{SRA ON 030772020 =} early resolution of situation
ey » Master Data Management along LAC
+ Leave Management System PO = » CISCE ICSE 10th, ISC 12th result
T » Leave MIS Reports - 2020 declared
g » Tour Management System » doc # ) .
+ Tamil Nadu CM holds meetin,
O + Record Management System KARTIK MISHRA ON 26/06/2020 b bt 4=_% — v
= + KMS Trainin, '
] g ITDC ) 252 Evens more >
NIC mail Ié Other Services NIKITA NEGI DN 19/06/2020 - gl
- ¥ Finance Services A 2l S At A8 mmEE » No Event Available
Py E‘ﬁ Download Forms
Lo Connect
E » ““ central doc
» 7 Order 25452
Galle: z
4/ g » 7 test doc
more >
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1 To open theMaster Data ManagementModule click on the link mentioned in the right panel as
highlighted in Figure2, as result of which following home screen appears through which tisiper
Admin can log into the Master Data ManagementModule (Figure3) :

Communication Detail Master

Master Data For Department:

Help v | A. Mohan | Logout | eOffice Po

r' A“
‘Q’ Diary Master

» Language

» Delivery Mode

» Forms of Communications
» VIP

» Draft Nature

» Draift Prefix

K
'@' File Heads Master

w

» Basic Head

» Primary Head

» Secondary Head

» Tertiary Head

» File Code

» Retention Category
» File-Head Mapping

f\i . -

@/ Communication Detail Master
» Ministry / Apex Body
» Department / Attached Office
» Attached Office / Sub Office/Others
» Country
» State

I~
'\Q) Record Room Master

» Record Room
» Department Mapping
» Block Storage
» Room Storage
» Rack Storage

» Shelve Storage

)
¥’ Subject Master

» Subject Category
» Subject Sub-Category
» Category Mapping

N
‘%) Miscellaneous
-’

» Action

» Priority

» Postal Mode

» Peon Name

» Delegation Group & Head Mapping
» Delegation Privileges

» Quick Noting

» Template

Figure3

Master Data M anagement Module

Master Data Management Modulecomprises of 3Xdifferent sectionsfor Super Admin:

Basic Head
Primary Head
Secondary Head
Tertiary Head

File Code
Retention Category
File Head Mapping
Language

Delivery Mode
Forms of Communication
VIP

Draft Nature

Draft Prefix

X X X X X X X X X X X X X

X X X X X X X X X X X X X

Subject Category

Subject Sub Category
Category Mapping

Ministry / Apex Body
Department Attached Office

Attached Office/Sub Office/Others

Country
State

Action
Priority
Postal Mode
Peon Name

Delegation Privileges
Quick Noting
Template

Record Room
Department Mapping
Block Storage

Room Storage

Rack Storage
Shelve Storage

X X X X X X X X X

Delegation Group and Head Mapping
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Categorizationof the links

Based on theusability above mentioned linkshas been categorizeds follows:

Diary Master

Communication Detail Master
Subject Master

File Heads Master

Record Room Master
Miscellaneous

oA~ wWDNE

Letds have a quick overvbyome of the different sect

Diary Master

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

x Language x  Delivery Mode

x Forms of Communication x  VIP

x  Draft Nature x  Draft Prefix
Language

1 This facilitates theSuperAdmin to View, Search,Add and Edit the Meta data values populating
through6 L a n g Wramlevd fieldind Recei ptand®DBA Yy & r paad of Filen
Management System.

1 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 ManagementA Goto 6 Di Mg tAeClickon 6 L a n g usaefigute4.

Copyright © NIC, 2020 12
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e@ffice Master Data Management Master Data For Department:

A DIGITAL WORKPUACE 1on Help » | A. Mohan | Logout | eOffice Portal

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

Language

Delivery Mode N = | b .
z W C ication Detail Mast &’ Subject Master
Form: Communications = -
s » Ministry / Apex Body| » Subject Category
» Department / Attached Office » Subject Sub-Category
Draft Nature
ommunications » Attached Office / Sub Office/Others » Category Mapping
Draft Prefix
» Country
» Draft Nature » State

» Draft Prefix

Figured

2. As aresult LanguagelList appears as shown kigure5

e@fﬁce Master Data Management

'NOKTIL WORKILACE SOLUTION Help v | A Mohan | Logout | eOffice Portal

[y ] Diary M Communication Detail M Subject Master File Head

Language List Add Language IQ Search A

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

S.No 4 Language Name $ IsActiv Action

ch Language Name

16 Hindi ®
17 Hindix E}
18 Jaspreet ®

Figure5

Search Language:

To search the Language, perform the following Steps:

1. Login to Master Data ManagementA Goto 6 Di ar y AVv@lisktoed Loa n g LAd&gter the
text which needs to be searched & S e a text loX, see~igure6

e@fﬁce Master Data Management

ORI WAL ST Help v | A.Mohan | Logout | eOffice Portal

1t Diary Master Communication Detail Master £ cf ste ste Record Room Master Miscellaneous

;_ These values identify the Language of Incoming DAKS/TAPALS/LETTERS received during diarization or creation of DFAS.

IQ eng ]

S.No % Language Name < IsActiv Action
e

| @ Search Language Name

1 Bengali E}
2 English [i;

Figure6
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Add New Language:

For adding a new Languwage perform the following Steps:

1. Login to Master Data ManagementA Goto 6 Di ar y AVa@lisktoed Lba n g B Llicke @A d d
L a n g u,aeghagdre7

Help = | A Mohan | Logout | eOffice Portal

Jiary Maste Co stel ctMa = s ] ord aste 5
Language List | search ||

(L) These values identify the Language of Incoming DAKSTAPALsA ETTERS received during diarization or creation of DFAS
S.No % Language Name % IsActiv Action
e
[@ search Lenguage Name
16 Hindi B
17 Hindix ]
18 lasprest &
19 lasprest 1 &
20 Kannada &
21 Kashmiri 3
Figure7

2. Enterd L a n g u a g and BlekdeSda \a® shiown inFigure8

Language Mame®: | Punjzki |

Is Active
Figure8

Note:
A 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.anguage perform the following Steps:

1. Login to Master Data ManagementA Goto 6 Di ar y AV@lisktoed Lba n g & £d¢ ¢ Bdk
| ¢ on Gigure e e

Copyright © NIC, 2020 14




Help = | A Mohan | Logout | eOffice Portal

Language List |2 searena ||
(L) These values identiy the Language of Incoming DAKS/TAPALSAETTERS received during diarization or creation of DFAS.
S.No % Language Name % IsActiv Action
e

16 Hindi
17 Hindix ]

18 Jaspreet [

19 Jasprest 1 &

20 Kannada &

21 Kashmiri &

Figure9

2. ChecklUncheck 6 I s A checkbexetddmake language active or Inactive, séegure10

Language Mame®: | ABC |

I5A|:tivE
Cove [ o |
FigurelO
Note:
A Language Name candt be edited only it can be

Delivery Mode

1 This facilitates theSuperAdmin to View, Search,Add and Edit the Meta data values populating
through6 D e | iMoedrelydopdown fieldind Re c e i p pagdaf Fle Mabagement System.
1 These values identify the mode of delivery for incoming DAKsS/TAPALS/LETTERS received.

View Delivery Mode :

To view the Delivery Mode, perform the following Steps:

1. Login to Master Data ManagementA Goto 6 Di ar y AV@lisktoedorDde | i ver, Mode
shown inFigurell

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

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

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

Language

i P
Delivery Mode { \ a \
z d Communication Detail Master &Y’ Subject Master

4
Forms of Communications

v » Ministry / Apex Body| » Subject Category
» Department / Attached Office » Subject Sub-Category
Draft Nature
ommunications » Attached Office / Sub Office/Others » Category Mapping
Draft Prefix
» Country
» Draft Nature » State

» Draft Prefix

Figurell

2. As aresultDelivery Mode List appears as shown iRigure12

e@fﬁce Master Data Management

Help = | A Mohan | Logout | eOffice Portal

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

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

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

Figurel2
SearchDelivery Mode:

To search theDelivery Mode, perform the following Steps:

Login to Master Data ManagementA Goto6 Di ar y AVv@lisktor@® &1 i v e r Y Eier tthee &
text which needs to be searched i S e a text hoxX, seé&igurel3

Copyright © NIC, 2020 16



e@ffice

A DIGITAL WORK MLACE SCLUTION

Help ~ | A Mohan | Logout | eOffice Portal

1  Diary Master Communication Detail Master Subject Master

File Heads Master

Delivery Mode List

(L) These values identity the mode of delivery for incoming DAKS/TAPALSA ETTERS received

S.No + Name % Description % IsActiv Action
e
Q Search Name Q, Search Description
1 Ordinary Post Ordinary Post 5
2 Registered Post Registered Post 5
3 Speed Post Spesd Post &

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

First Previous n Mext Last

Figurel3
Add New Delivery Mode:

For adding a newDelivery Mode, perform the following Steps:

1. Login to Master Data ManagementA Goto 6 Di a r y 0AM@lisktor @elivery Moded Click
6Add Del i v, asrshyowrMi-igwed4

Figurel4

2. Enter theDelivery ModeName andDescription then click on Savebutton, as shown inFigure15
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