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How to Create Receipt



Receipt/Current:  It is a general document in the 
form of letter, U.O, Memo…etc,,

1. whenever a person receives any of the above, 
first scan that document and save it in the local 
system in PDF format.

2. Now open the eOffice portal with the URL:
https://eoffice.telangana.gov.in

https://eoffice.telangana.gov.in/
https://eoffice.telangana.gov.in/
https://eoffice.telangana.gov.in/
https://eoffice.telangana.gov.in/


The URL takes you to the below website. Login with the credentials received 
from VM-EFORMS through message.
To reset the password, please use the below link: 
https://passapp.email.gov.in/passapp/.
Note: Please do not enter “@telangana.gov.in “  in login Id field.
Example: if your mail id is xxxx@telangana.gov.in, then enter the login Id as 
XXXX.

https://passapp.email.gov.in/passapp/
mailto:xxxx@telangana.gov.in


Upon login, the user will be directed to the below screen. Then click on file 
management System.



File Management System Menu 



For receipt generation, select receipts and 
then select Browse & Diarise



Then it will redirect you to the below 
window.



Then upload the scanned PDF copy in 
the eOffice.



After uploading the PDF, please fill the 
required fields mentioned in the right 
side of the window.



After providing all the details, please click 
on generate or Generate& Send based on 
the requirement.



Where to check the receipts:

You Can view the receipts 
received from others



Details about the created receipt:



Details about the receipts received 
from others can be viewed in inbox.



How to open receipt: Everyday please check the
inbox in receipts. If you find any new receipt,
please click on the same.



Receipt internal details:



Thank You…


