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Files, Receipts, Letters and Documents — Most
important assets in an organisation

Governments produce and manage
immense volumes of documents.

The manual system of file processing has several
challenges

Leading to delays in implementation of
Government programmes & Schemes

National
Informatics

Centre
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Challenges of Manual System

e Searching, retrieving and tracking of files

e Storage and Secure Preservation of files

e Intra/Inter departmental file movement delays

* VVulnerable — fire, flood, insects, rats, fungus etc

e Loss of Physical Files

e Multiple copies of documents (Circulars/Notices)

) { £ € € € ¢
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ffice

A Digital Workplace Solution

Evolving since 2009
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Based on Central Secretariat
Manual of eOffice Procedure
(CSMeOP)

Offic

Enhances Efficiency,
Transparency, &
Accountability

Built on Open Source

Software Stack

Generic Design :
Single Product for
Government at all levels

Promotes less paper office
with greater collaboration
and knowledge sharing

Fast Tracking
Government Decision Making

National
Informatics
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3— Components

ce

A DIGITAL WORK PLACE SOLUTION
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@— File Management System (eFile)

.............  Workflow based System

|, Diarization of inward receipts/letters

\/ Creation of files, noting and draft for approvals

. Intra/Inter-departmental movement of files/receipts

. Digital signing of noting and drafts using DSC/eSign

\v Searching of files/receipts/dispatch

\J Closing of files/receipts

—\__/ Interfaces with external applications National

Informatics

Centre
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eFile Process

First receiver scans
inward receipt/letter = &
& stores in local clientfld Upload

Browse Enter

— Meta Data =
(Diarization)

(B [ o]
Note 0 !
— -

Ve
8-

Decisions recorded |l eFile moves through
& Approved Draft/ the Channel of
letter dispatched B~ Submission in the
by post/email system

N3 & Send eFile

System creates
sequential Diary No. =,
for eReceipt

Send eReceipt to
concerned
user/Put in eFile

Create a new eFile

|

Enter Meta Data

|

System creates an eFile No.

Put in existing eFile

Open eFile & Start Noting, Create Draft/
Edit Draft/Approve Draft/Issue Draft,
Referencing to Notings, Drafts &
Correspondence within eFile

Digitally Sign
(DSC/eSign)

to next user
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e®ff|Ce eFile 7.10 ‘49 0 Ankur Makkar

SECY(AM)-IMP

A DIGITAL WORKPLACE

B

RECEIPT Create » Inbox Sent = Advance Search FILE Create Inbox Sent Advance Search ISSUE Sent Returned Advance Search

'F} Movement  Details  Draftv Edit Send  SendBack LinkFiles Attachw  Park  Closev Morev

File Inbox / G-12013/1/2021-Office of Secre ... E 339 G-12013/1/2021-Office of Secretary AM  Training Related Enquiries 2021-22

@ E" o 369/2021/Training Section (AM) @

IYuITy Ul diry LOTHRIGITNTL Uniuer Wis ALL EALITHNE diTY TELUTU W WIEHILTT L ALL dPPITES WITILIT 15 UTiueD Lie Luniuaun vl

the public authority, and no such record may be withheld from it on any grounds. — 4+ Automatic Zoom 3
. F
Kindly see. Dated the 24 May, 2021
OFFICE MEMORANDUM
05/08/2021 11:04 AM Aradhana laiswal Subject: ONLINE Level “A’ Training programme by ISTM for Senior Secretariat Assistants (SSAs)
) of the CSCS for promotion to Assistant Section Officer Grade from 07/06/2021 to
PROJECT MANAGER 02/07/2021 (106" Batch).
o [ :
E B The undersigned 15 directed to inform that Officers whose names are given in Annexure-I have
been nommnated to participate in the mandatory Level *A’ Training Programme being conducted by
ISTM w.e.f, 07/06/2021 to 02/07/2021, The training will be conducted online by ISTM and the participants
are not required to visit ISTM in person for the same. The online training will be accessible through v
[ faieiic ] [ faieiic ]
Quick Noting ~ Save @ Last Saved : 05/08/2021 11:33:03 AM @ o 0 1/277/2021 @ Recent O —
B B /7 US == == =+ = = H = — + Automatic Zoom =
2 XA _ d overnment of India N
Q X, X i i @ I «x English Formats : Ministry of Personnel, Public Grievances and Pensions
; i Departmerit of Personnel & Trainin
Verdana 13px Line Height parmEt 5

shakk

North Block, New Delhi.
. . _— 12* April, 2021,
All CSS officers, will get a maximum of two nomination chances to complete the The o

o . CIRCULAR
mandatory trainings at various levels.

Subject: Inviting applications from the retired PA/PS of Central Govt. services for rendering their
services as stenographers on monthly basis in Department of Personnel & Training- regarding.

Q Attachment It is proposed to engage retired PA/PS of Central Govt. Service to render their services as -

mhemsemaban i TUATIT fnlbiall fae sl manthe amainet tha uasant maets in thaes aradae ae ner dsteile oiven

v

m Copyright © 2020, designed and developed by NIC.
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Knowledge Management System (KMS)

KMS supports the life cycle of documents of an organization, enabling users to create
and manage electronic documents that can be viewed, searched, shared and
published.

Knowledge Management Portal for an organization is developed with the objective
of knowledge sharing and discovery among the users of an organization to enable
efficient utilization of knowledge.

Knowledge Management System

Central Document Repository

Data Exchange

4l National_
Informatics
Centre




@_ KMS Features

_____________ @) Authentication with Single Sign on

\/ . Document Workflow and Roles

. Content Based OCR Search along with Metadata

\/ Tagging of Document Based on Category, Organisation, Type, Collection

— Customized Content and Metadata fields
B Subscription and Alerts

_—\_~, Sharing among users National

Informatics

Centre



3— Work from Anywhere (WAW) Portal

Quick transition to remote Employee productivity
workplace environment via provisions of collaboration tools

Flexible and
Responsive Digital Workplace .

. Near Real-time
information

Business and Service Continuity . Confidentiality and Security

National _
Informatics
Centre
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@— Current Status of eOffice Implementation

In Government of India

No. of Units where eOffice

Enterprises Category is implemented
Ministries and Departments | 83 l
1 Central 301
Government
Attached/Subordinate Offices/PSUs etc. | 218 l
Secretariats 28
2. State/UT District Administrations 229 389
Government
Other Departments/PSUs etc. 132
TOTAL 690 l 690 l

As on 05" AUGUST 2021

4 National
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@_ Statistics and Usage

& | coffice
6,87,216 2,38,48,066 8,55,42,119 48,37,25,606
Users eFiles eReceipts Transactions

As on 05" AUGUST 2021
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JagatSinghpur: A Success Story

Lockdown: E-office in JSpur dist comes in handy

SURAJ MISHRA =
BHUBANESWR

he lockdown due to

COVID-19 has put
restrictions on movement of
people except emergency
departments. However, the
model e-office practice
introduced and executed by
the district administration
has proved to be a boon.

n an average, 40-50
files are approved daily by the
District Magistrate without
any hindrance, said district
Collector Sangram Keshari
Mohapatra.

The e-office system in
the entire collectorate and
district level offices along
with subdivision and
block/tehsil level offices has
been fully functional. As a
result, there is no physical

movement of files. The staff
can process and approve the
files with the help of desktop,
home computer or mobire
phones within no time.

Therefore, the files move
from lower levels to the
Collectors instantly and get
approved, said Mohapatra,
who initiated and worked
relentlessly to bring the dis-
trict to the fold of e-office
before COVID19 lockdown.

Now, people are getting
the benefits, said a benefi-
ciary in the department of
Social Security and
Empowerment of Persons
with Disability.

The e-office system in
Jagatsinghpur has g:elped in
no movement of paper files
as it was done earlier. So,
there is no fear of Corona
virus infection, he added.

Apart from these, an offi-
cial can work anywhere to
process and forward the file
to the next level upto the
level of the Collector who
very promptly disposes the
file thereby saving time. So
the entire process of file sub-
mission and final approval
takes a few hours on the
same day, which looks like a
dream come true in
Jagatsinghpur district, said
Sarada Prasanna Satapathy, a
local engineer turned busi-
nessman.

The Collector always
observes the movement of
files and any cause of delay is
taken seriously, said
Chairperson, Gurukul
Foundation, SmitaTripathy.
The organisation worEs for
good governance.

Jagatsinghpur model is

about to be replicated in
other districts and States as
other district officials are
coming to study the process
and programmes of e-gover-
nance in the district which is
unique in the entire country.
We toiled hard for past
six months or so since I
joined in office as District
Magistrate in Jagatsinghpur.
Mapping was done through-
out the district from the
office of the clerk to the
Collector. Accordingly com-
puter systems and other gad-
gets of ICT were provided,
training labs constituted, sev-
eral rounds of handholding
support and weekly follow u
and review conducted.
Accordingly entire LAN
switching was done with the
help of NIC New Delhi and
Bhubaneswar with regular

touch and at last we became
successful,” said Mohapatra.

This has completely pre-
vented delay, red-tapism,
gathering of dusts over files,
administrative harassment
to common man, corruption
and venal practices in the
governance. Several social
security pensions such as
old age and widow pensions
along with stipend for
divyangs have been hailed all
through the district.
Therefore, Mohapatra is
known as the people’s
Collector throughout the dis-
trict. Recently, he issued
stricture with dire conse-
quences and held up salaries
of several Government offi-
cials for delaying the imple-
mentation of e-office follow-
ing which all fell in
line.
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utcomes

Quick Decision Making
and Faster Delivery of
Services

Reduction in Corruption,
Venal Practices and
Red Tapism

» C(Citizen’s can track the papers they have submitted to an office. In states like Kerala, a citizen can ‘
go to an office between 3-4, to find the status of his paper and where it is pending. |
* Pendency Monitoring

Accountability and
Transparency

Environment Friendly
and Go Green Initiative

Always available Files
never be lost and stored
for perpetuity
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For more details

Visit: https://eoffice.qov.in

Contact: Ms. Rachna Srivastava
Deputy Director General
National Informatics Centre
rachna_sri@nic.in

Thank you
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