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How to Create File



1.Go to the eOffice portal, provide the credentials.
2.Upon login, open File management System.
3. Click on files.
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We can view the Files menu as below.
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Existing physical Process:

—2If subject is new —we will create a new file In
manual system with file number and index the
file cover page. Later currents will be kept in
that file & submit to next officer with some
noting.

—2If subject file already with the section - In
manual system currents will be kept in that file
& submit to next officer with some noting.




How to convert the receipt in to file- if you want to
generate new file
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Click on “Create file”
. icon it will popup “Non
—— B iy ot @ arien - SFS” then click on that
o

* Open the receipt, click on putin a file, then
click on create file and then Non-SFS.



—>Provide the details of the respective department.
—>First field related to Org( select TRANSC-TSTRANSCO)
—>Second box related to wing (ex: |IT, Telecom)
-3 and 4t fields related to divisions and sub divisions.
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How to convert the receipt in to file- if its old file
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Open the receipt, click on put in a file, on the right
bottom corner, it will display the exiting files. Select the
file where you want to put that receipt and click on

attach.



If any receipt is attached to the file, then it won’t be
visible in the receipt inbox.

How do | check that receipt converted file or not-
click receipt — inbox

Earlier there were
two files
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For file where | need to search?

Receipts (+] |
Migrate File (+]
Dispatch
DSC =
Settings (+]
Notification (+]
Ext Department
Audit

=

Files =)

Click on “Inbox” J

J
Submitted Files for

- Closing Approval

» foa
Reopening Approval
» Sent

» Create New

p Created OR
» Draft »
Clickon Created -
> PoTes " “Completed”
» Approval Requests
» Bulk Closing
» Closed
+ By Me
S By Ovie A Give the file number
Submitted Files for and cearch




Now | would like to write note in my file to submit
my next officer what should | do?
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—>Click on the respective file number to open that
particular file.



Now you can write note in file
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Now you can write note in file
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How to add draft letter to file?
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Now you can write draft letter/Circular/Memo...to
add file
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How to attach annexures to my draft letter and
save the draft ?

B 7 GAG grwead] v mrabeedia = [, I, . UL ' W + — ] =
£ 7 @ demo.eofcebelanganago.in akkRwhi4 B E D rid L i i i # L 1 al
= L L T =
CELFdy
Fepareer! Frevm rras ¥
vige refarence cibed above, GOL NIDRE has requested to nominate 3 oficlads to L L Larimgrag
participate i Teo days ARginal training an “G|5 Based GF Manning” at MIRD&PR Hydarabad, Pmarzatbon
Talangana on 267 & 17" December, 2018 nee
iErirman 7
Accor@nghy, the follieing afMosrs are nominated from the Talangana state. oy PR, T| S i e ki
F Fivowis
tinme o 7v 0w Cwpd prasria Lered Ceranrs "harhar I [N Laarsd
W Muralidhisr Etate Modad offcar GIMv muraleedhar @ yess com 7085359033 Fa Crapil

Planping & SPR [Slals
Program Manager)
Abpd Khan E " ineering Congultamt

i ring Consultant

fudi Mora Fecipeendin)  Claar

(han 7RG yahos. pom :-‘:l'-:-'. OTELD
BEPgmail.com |08 DB4OD

vankdtanimana [Eginesring Consuftart [a0s6a 13687
bl lunior Engnaar N o P # tags for drad creston
This i§ e '|"F|||"| kind wdwmalion and neiessery apbon ____———_ wd H el o Spga v bk SipprvarHphsien¥ b dugrasn Flans
B e 1 T e prast et® Fra Spgaones Deaamind L iraerfp st linreer by dgme a8 Tacbon Hare
Atta':h me nt ta EgEd =il :II-; '»-.I '-Ir '_'_“.-ﬁﬂ"-r. ';.u:ul'rl [LIARTTL Ir-l |-Il-rl' '|I.H---
—
P = fipan "
Use the tags before sending
draft to next level Officer
-« i pi BB stiakdi i

n . bttt




Note:

For every file transfer from lower to higher
cadre or vice versa, note is mandatory. By
default, Green note will be created, which
may create some confusion when draft
letters, UOs etc., are submitted for
approval. To avoid this, while circulating
drafts, use Yellow note which can be
discarded as and when needed.



How to check the existing Drafts corresponding to the
file:
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Sending the file to the next level Officer for the
approval.
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Now you wrote noting's, putup {7 R
draft letter with attachments —
now you can send to next level
officer by clicking “Send “
button
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Click the hyperlink To, and select the
reporting officer mail id.
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How to confirm that my file is gone to next level
officer?
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Click “Sent” Button means | .- - -
................ file is sent to your next
—_ level officer

—>To know the status of the file, please go to the sent
items and check the Currently pending status.
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