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1) What are the Hardware and Software requirements to open the E-Office? 
1. Minimum 2GB RAM (4GB RAM is recommendable) required. 
2. Scanner is required to scan the DAK or Letter or File. 
3. Windows 7 and above Operating System (Windows XP also supports but the 

application is very slow) required. 
4. Mozilla Firefox web browser which supports java, fast and easy access to the E-

Office Application (5ƻƴΩǘ ǳǎŜ ŀƴȅ ƻǘƘŜǊ web browser). 
5. Java Runtime environment for the Purpose of Digital Signature. 
6. Adobe Acrobat Reader DC for the purpose of reading the PDF documents which 

contains the Digital Signature. 
7. ePass Token software for the recognition of Digital Signature Certificate Token. 
8. Emaild, UserID and Password (will be given by the National Informatics Center, 

New Delhi) is required to open the E-Office Application. 
9. Digital Signature Certificate Token is required for Digital Signature purpose. 

 
2) What is Digital Signature Certificate Token? 
Digital Signature Certificate Token is used to sign on the file or proceeding letter 
electronically. The Digital Signature Certificate Token looks like as below. 
 

 
 
The above DSC Token will be supplied by the State Government IT & C department by 

authenticating aadhaar number and finger prints of the concerned person, which will 

cost Rs. 800(which may increase in future) for the first time and will be renewed  every 

two years. This DSC Token has the Password security to Login. 

3) How to install Software? 

ePass 2003 Software:Insert DSC Token to the System and open the My Computer/This 

PC folder on the Desktop. 

 



APSRTC                                           E-Office Manual                                           IT Department 

- 2 - 
 

 
ePass2003 Software drive will be displayed as below. 
 

 
wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ Ŝtŀǎǎнлло ŘǊƛǾŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎǘŀƭƭ ƻǊ Ǌǳƴ ǇǊƻƎǊŀƳ ŦǊƻƳ ȅƻǳǊ 
ƳŜŘƛŀέΦ 
 

 
Proceed further by clicking on the next button till the software installation completed. 
After installation completed, a DSC Key icon will be displayed on the Task bar. Double 
click on the key, ePass 2003 software window will be opened as shown below. 
 

 
To Check DSC key signature of concerned person. Click on the ePass2003 and click on 
the Login Button available in the Right side of the window. 
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¢ƘŜ tŀǎǎǿƻǊŘ ƛǎ άмнопрстуέΦ tƭŜŀǎŜ ŘƻƴΩǘ ŎƘŀƴƎŜ ǘƘŜ ǇŀǎǎǿƻǊŘ ƻŦ ǘƘŜ 5{/ ¢ƻƪŜƴΦΦ Lǘ 
ǿƛƭƭ ǎƘƻǿ ǘƘŜ ŎƻƴŎŜǊƴŜŘ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ǘƻ ǿƘƻΩǎ the DSC Token belongs to as shown 
below.  
 

 
 
ePass 2003 Software Process Completed.  tƭŜŀǎŜ ŘƻƴΩǘ ŜƴǘŜǊ ǘƘŜ ǇŀǎǎǿƻǊŘ wrong.  The 
same will be blocked after ten times wrong entry.  
 
Mozilla Firefox web Browser: 
Install the Mozilla firefox web browser version will be below 51.1 only. Please use the 
ǎƻŦǘǿŀǊŜ ǿƘƛŎƘ ƛǎ ƪŜǇǘ ƛƴ ǘƘŜ άw¢/²!bέ eoffice -> Sofwares folder. After installing the 
browser, open the browser. 
Go to the Options tab by clicking the three lines on the right corner of the browser 
which are shown as below. 

 
 
/ƭƛŎƪ ƻƴ ǘƘŜ ά!ŘǾŀƴŎŜŘ ¢ŀōέ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ¦ǇŘŀǘŜ ¢ŀō  
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CliŎƪ ƻƴ ǘƘŜ άbŜǾŜǊ ŎƘŜŎƪ ŦƻǊ ǳǇŘŀǘŜǎέ ŀƴŘ ǳƴŎƘŜŎƪ ǘƘŜ ά¦ǎŜ ōŀŎƪƎǊƻǳƴŘ ǎŜǊǾƛŎŜ ǘƻ 
ƛƴǎǘŀƭƭ ǳǇŘŀǘŜǎέ ŀƴŘ ά{ŜŀǊŎƘ 9ƴƎƛƴŜǎέ as shown below. 

 
Mozilla Firefox installation process completed. 
 
Java Environment installation: 
Install the Java by downloading the software from άw¢/²!bέ ŜƻŦŦƛŎŜ -> Sofwares folder. 
(For the 64 bit and 32 bit system install the 64 bit and 32 bit any java software 
respectively.) 
After java installation, go to Control ǇŀƴŜƭΦ /ƭƛŎƪ ƻƴ ǘƘŜ άtǊƻƎǊŀƳǎέ ǘŀōΦ 
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/ƭƛŎƪ ƻƴ ǘƘŜ άWŀǾŀέ ōǳǘǘƻƴΦ 

 

It will open the following window. 

 

/ƭƛŎƪ ƻƴ ǘƘŜ ¦ǇŘŀǘŜ ǘŀō ŀƴŘ ǳƴŎƘŜŎƪ ǘƘŜ ά/ƘŜŎƪ ŦƻǊ ǘƘŜ ǳǇŘŀǘŜǎ !ǳǘƻƳŀǘƛŎŀƭƭȅέΦ 

 

Click on the Java tab and click on the View button. It will show all the java versions 

which are installed in your system. Check all the java Versions, so that some versions will 

be used for the some other programs or application purpose. 
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Go to Security tab and check the έ9ƴŀōƭŜ WŀǾŀ ŎƻƴǘŜƴǘ ƛƴ ǘƘŜ ōǊƻǿǎŜǊέΦ 

 

/ƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘ {ƛǘŜ [ƛǎǘέ ōǳǘǘƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘέ ōǳǘǘƻƴΦ Type the 

https://eoffice.ap.gov.in and click on ǘƘŜέ!ŘŘέ ōǳǘǘƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άhƪέ ōǳǘǘƻƴΦ 

 

Go to άAdvancedέ tab and check the same options which are shown below. 

https://eoffice.ap.gov.in/
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/ƭƛŎƪ ƻƴ ǘƘŜ ά!ǇǇƭȅέ ōǳǘǘƻƴ ŀƴŘ ǇǊŜǎǎ ƻƪ άōǳǘǘƻƴέ. Java Environment Installation and 

settings completed. 

Adobe acrobat reader DC: Download the Adobe acrobat reader DC from άw¢/²!bέ 

eoffice -> Sofwares folder and install it. 

4) How to Open the E-Office Application? 

Double Click on the Mozilla Firefox Browser which is installed in system and icon 

available in the Desktop. 

 

We need to remember two websites  

1) https://mail.gov.in 

2) https://eoffice.ap.gov.in 

!ǎ ǇŜǊ ǘƘŜ ƳŜǎǎŀƎŜ ǊŜŎŜƛǾŜŘ ŦǊƻƳ ǘƘŜ άbL/{aSέ ǿƘƛŎƘ contains Email-ID, User-ID and 

Password for the E-Office purpose. 

Ex: Email-ID : srinivasarao-apsrtc@ap.gov.in 

https://mail.gov.in/
https://eoffice.ap.gov.in/
mailto:srinivasarao-apsrtc@ap.gov.in
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      User-ID   : srinivasarao-apsrtc 
      Passwd   : ***********  
 
For the first time go to the https://mail.gov.in web site and login with the User-ID and 
Password,  received from the NICSMS to mobile number. Website will be shown  as 
under. 

 
 
Login and it will be taken to update profile page, which will be used to change the 
password and update the changed password.  In case of any  deletion of the message 
ǊŜŎŜƛǾŜŘ ŦǊƻƳ ǘƘŜ άbL/{a{έΣ 9Ƴŀƛƭ-ID and User-ID will be available with the Head office 
IT department and the same will be intimated the same to the needed..  Password for 
the same User-ID will be reset by concerned. The process of resetting the password will 
be as follows. 
 
Resetting the Email-ID password 
 
After opening the https://mail.gov.in ǿŜōǎƛǘŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άCƻǊƎƻǘ L5κtŀǎǎǿƻǊŘΚέ ƻǇǘƛƻƴ 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άPASSAPPέ ƘȅǇŜǊƭƛƴƪΦ 

 
 
Enter the Email-ID and the Captha word displayed. 

https://mail.gov.in/
https://mail.gov.in/
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Click on the Submit button and it will send the OTP to registered mobile number. 

 
Click on the Submit button. It will ask to enter the New Password and fill New password 
and submit the details.  

 
 
Now the password will be updated. Now login into the https://mail.gov.in website. This 
is the just act as  the Email services(like Gmail) and which is the given to every person, 
which is useful to send or receive Emails from any one and to any one. 
 

 

https://mail.gov.in/
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Proceeding to the Second website https://eoffice.ap.gov.in,  website will be used for the 
File management System.  Type the above mentioned URL in the address bar and it will 
be shown below. 

 
 
Login with the User-ID and Password which are used in https://mail.gov.in website.  By 
resetting the password in the https://mail.gov.in website, the same password will work 
in the https://eoffice.ap.gov.in website  after 1 hour. Logging into the 
https://eoffice.ap.gov.in website as shown below. 
 

 
Press the Login button and it will be directed to the E-Office Home page. 

 

https://eoffice.ap.gov.in/
https://mail.gov.in/
https://mail.gov.in/
https://eoffice.ap.gov.in/
https://eoffice.ap.gov.in/
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Click on the άFile management Systemέ which is available under the άFiles and 

Document Servicesέ Tab. 
 

 
 
The Home page of the E-Office File management system website,  by default, shows the 
inbox files. 
 

 
 
 
5) What are the Menus in E-Office? 


