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1) What are the Hardware and Software requirements to open the E-Office?

e Minimum 2GB RAM (4GB RAM is recommendable) required.

e Scanner is required to scan the DAK or Letter or File.

e Windows 7 and above Operating System required.

e Any browser is compatible.

e Java Runtime environment for the Purpose of Digital Signature.

e Adobe Acrobat Reader DC for the purpose of reading the PDF documents
which contains the Digital Signature.

e Digital Signer Service 7.0.2 software for the recognition of Digital Signature
Certificate Token.

e Email Id, Password and OTP (received to mobile) is required to open the E-
Office Application.

e Digital Signature Certificate Token is required for Digital Signature purpose.

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

/9‘
2

L4

"ﬁz

2

e This DSC Token has the Password security to Login.
3) How to install Software?
DSC Key Software:

e A Digital Signature Token or USB Token is a password-protected physical device
used to establish personal identity. Three types of DSC Keys are available
(ePass2003, Proxy and M token). All are having same functionality and same
installation process.

ePass 2003 Installation:

e Insert DSC Token to the System and open the My Computer/This PC folder on the
Desktop.
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ePass2003 Software drive will be displayed as below.
-

| g g e g e e

CD Drive (H:) es2003_151127
o 0 bytes free of 1,93 MB
CDF5

Right click on the ePass2003 drive and click on the “Install or run program from your
media”.

Install or run program from your media
Open AutoPlay...
Open

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.

Certificate CM:
Organization Name(O): - ——

Issuer{CHN):

Expired Date:

SH:

Key Usage:

&4 Token list

iR ePass2003 I 1 I
Import

Change User PIN Change Token Name

Field Walue

Token Name ePass2003 ﬁ’:-'-“'
Manufacturer Feitian Technologies Co.. Ltd

Miodel ePass2003 Auto

Serial Number 20F5134E00478025 "

Total Memory 63488

Free Memotry 41984 m

<

Analysis Tool

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.

The Password is “12345678”. Please don’t change the password of the DSC Token. It will
show the concerned person’s name to who’s the DSC Token belongs to as shown below.
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&} Token st
=% ePass2003
5 User Certificates
-2 Kurni Balaj's (n)Code Solutions CA 2014
. /2 Public Key

------ T Private Key

ePass 2003 Software Process was completed. Please don’t enter the password wrong. It

will be

blocked after ten times wrong entry.

4) How to Open the E-Office Application?

Double Click on any Browser which is installed in system and icon available in the
Desktop.
We need to remember the website “https://eoffice.ap.gov.in”.

As per the message received from the “NICSMS” which contains Email-ID and
Password for the E-Office purpose.

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

Password 3k 3k 3k 3k %k %k %k %k 3k %k k

Now login to the website. Type the above-mentioned URL
“https://eoffice.ap.gov.in” in the address bar. It will be redirected to new page
i.e., “Parichay Page”. It will be shown as below.

Tip of the day

Keep changing your Password often and make them complex

? and not guessable,

ARICHAY

Please enter details to proceed Parichay Authenticator 0
i or

Parichay Authenticator should be downloaded only from authentic
platforms.

Two types of logins:
Can use any method of these two types of logins.

-6-
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1) Password Authentication:Login with password
Enter Email address and password. Put tick mark in the check box provided
beside “I consent to Parichay”.

Lo Do | G2 QR

Azadi
Annrit pahotsay

?ARICHAY

Single. Simpiified. Safe
Please enter details to proceed

srinivasarao-apsrtc@ap.gov.in

- Password Less Authentication @

+" | consent to Parichay Terms Of Use.

Mext

2) Password Less Authentication: Login without password
Enter Email address. No need to enter password. Instead put tick mark in the
check box provided beside “Password Less Authentication”.

Pom Doweiae | G2

Azacli g,
Arnrit plahotsay

?ARICHAY

Stmghe. Simplifed. Soafe
Please enter details to proceed

srinivasarac-apsrtc@ap.gov.in

' Password Less Authentication &

«" | consent to Parichay Terms Of Use.

MNext

Forgot Password

Press the “Next” button and it will be directed to the OTP page.
Note: In this OTP page, if we put tick mark near “Don’t ask me again on this Device”, it
will not ask OTP every time to login in this PC.

-7-
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o Deene | SG2ER

Aradi s
St pAahotsawn

?ARI CHAY

Sk, Simpiified. Soafe

OTP successfully sent to registered Mobile +91******x 4537

- Show OTP Resend OTP

« Don't ask me again on this Device @

Login as Different User

Ministry of Electronics
i MNational
Infﬂrmatlor! Technol?g_'.rf o bl o
Sowvernment of India re

Enter OTP and click on “Next”. It will be redirected to home page.

(NOTE: If your mobile number was updated/changed, change your password and then
login into e-office after 30 minutes)

All the unit employees will be appear with names in the right side of home page.

v @ waw portal x o+ - X

€ > G % testeofficeap.govin
GOAP - Test
Government of Andhra Pradesh

wAwori/romanywhere : i‘] A+ AA-Q®

@ Set Status m Busy | t-p MEETING ‘ ﬁ TEA BREAK | X LUNCH BREAK | 2= oTHERS ‘ {-\) TIMELINE Aleﬂ sgﬂgs Ln(gmt

eFiIe e @ sP®CO

eFile Receipts No Record Found L ] N RAMESH
) e

Team PG i

ARUNA KUMARI
SENIOR ASSISTANT

Home » No record found .

eFile [ ] ARUNA KUMARI
- KMs

) S

Mail @ SRINIVAS RAQ
Other Services + o JUNIORASSISTANT
Tasks

To do list

Notes @ To Do List (i) 2 (e @ Notice Board €4 (@) d

Download Forms = |
No Record Found Notice Board Central Docs My Docs

Connect

Ll © Type here to search Paw = O M E 9 < D R @ B 29°C Partly sunny

We can also set status on the home page like busy, meeting etc.

ﬁ m Busy ‘ iiy MEETING ‘ ﬁ TEA BREAK ‘ x LUMNCH BREAK

-8-
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Click on the “eFile” for File Management System.

Other Services

To do list

Download Forms

The Home page of the eFile,by default, shows the inbox files.

¥ @ Fie inbox List - eOffice x % - 8 x

=W3sib3 JkZXIC

RECEIPT  Cremte | Inbox | Sent

ack  Move To v

i =2 8 B i

B
B

4

B

B

s
=]

0 &

Total Records: 0 il @] (1]

I coprrignc o 2020, esignea

e by NIC.

L Type here to search

5) What are the Menus in E-Office?
Short cut Menu: Newly introduced shortcut menu in the e-Office with regularly using
options displayed on the top of the HOME Page.

DASHBOARD ~ View RECEPT  Create Inbox  Sent  Advance Search FILE (reate Sent  Advance Search 15SUE [SSUE ~ Returned

Menu:

5 Receipt
@3 rue
File Repository
Dispatch
Received Letters
Feedbacks
Notification

Migrate File

:a—"' Register for Signing
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Receipts means the DAK or any Letter received from others. Based on the receipts
received, we can decide whether to open the Note file or not. These receipts are the
folios we attachat the right side of the Note File.

% Receipt

Brows

Inbox

Created

File Repository contains closed files and file for approval.
File Repository

Closed Files

Submitted For Approval

Dispatch contains the dispatch of all the proceedings.

Dispatch

Acknowledgement
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Preferences
e Go to Setting > Preferences

e Select “Browser” under “PDF Viewer”. Then click on “Save” button.

Listing View [Sat the defauit listing view and scope for Files/Receipts - need to logout/login for changes to be applied] &
View  RowBased © ColumnBased  Scope © Self  Secion  Hierarchy

Notify for Blank Noting [Display alert message on forwarding file with blank noting)
Oves No
PDF Viewer [Choose whether you want to view the PDF in the viewer provided by the application or the browser]
© Browser  Application  Application (Legacy)
Dashboard Settings
Default screen after login
File Settings

Subject Category (Max 3 Subject Category are allowed.)

Select a Subject Category AN View Details

e

Preferred List
Adding users in the preferred list as follows:
e Go to Setting = Preferred List

DASHBOARD  View RECEIPT Create  Inbox Sent Adv

Receive Send Send Back Move Tow  Create Volume  Cre

1 R e —

APSRTC-114011/60/2024-IT-

E 2663175 TESTFILE
APSRT ...
£ 2161627 APSRTC-15028/2/2023-1T- Damage of e
APSRTC bec..
-21022/7/2017-4 :
£ 262258 APSRTC-21022/7/2017-DCME1 OPRS- SANCT|

APSR ... REQUESTED

Transfer

e Click on “Create Preferred List”, which is at right-bottom of the page.

Create Preferred List

e Give Description (Group name). Click on “Save” button.

Create Preferred List O X

Scope *

© User

Preferred List Name
Preferred List

Descriptign *
I SEctiorT

Total 1000 | 990 Character left

oo T cear o

-11-
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e |T section group was created as follows.

Preferred List

Preferred List IT Section User £ X

e Click on Preferred List. It will displays the preferred list.

(Group Neme Preferred List  Group Description: T Section

= Users Marking Abbreviation Section
etsimad lice ER =
9 No Record(s) Found

Department Email Id ‘ Action

e Click on “Add User”, which is at right-bottom of the page.

[raaveer]

e Enter name under “Users” (to ease access, give surname or designation) and click

on “Search” button.

Search Users

Users *
yenikapart]

e e e

ITCO-Information Technols MINISTER-INFORMATION

Electronics and Cummun\(ains TECHNOLOGY,RTG NARKEOKESH NURISTERIFLY Liora@apEovin

Ezigli‘g’an Heoirces Bohool ;décgr(:%s;u\iihﬂrAN HESOURCES NARA LOKESH MINISTER (NL) Lnara@ap.gov.in

Insurance Medical Services BUDGET SECTION-DIMS A KRUPAKANTH OS(AKK)}-BUDGT krupakanth.a@ap.gov.in

Insurance Medical Services INFRASTRUCTURE-LAET8 A KRUPAKANTH OS(AKK)-INFRA krupakanth.a@ap.gov.in

Tirumnala Tirupat Devastanam Ofo EXECUTIVE ENGINEER-XV-TTD MANOHARAM BADDELI EE-XV(MEB) mancharam.baddeli@ap.gov.in

Tirumala Tirupati Devastanam O/o SUPERINTENDING ENGINEER I-TTD  MANOHARAM BADDELI SE-1 (1) manoharam baddeli@ap.gov.in

Animal Husbandry ¥SR CHEYUTHA-AHFO2 ESTERU SUNCHU VAS(ES)-YSR CHYT dresteru.s@gov.in &

e Put tick mark beside the name and click on “Add User” button.

Search Users

Users *
yenikapati
@ | Department Section Users Marking Abbreviation Email Id

AP State Road Transpart Carporat
2 (Apsrfrs; RCTAMPOLOOrton | SFCTIDNLAPSRIC SRINIVASA RAG YENIKAPATI DYCEIT(YSR) srinivasarac-apsrtc@ap.govin

e User will be added to the preferred list as follows.

Group Name Preferred List Group Description: IT Section

AP State Road T T
SRINIVASA RAO YENIKAPATI DYCEITIYSR) IT SECTION-APSRTC (AD;:% 0ad Tronsport COPOraron i ivasarao-apsttc@ap.govin x

e Repeat the same process to add other users.

-12 -
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Quick Noting
e Go to Setting = Quick Noting
e Click on “Add Quick Noting”.

" Add Quick Noting :

e Choose language and enter desired text in “Content” text box. Then click on
“Submit” button.

Add/Edit Quick Noting O X
Language *
English hd

Content *

Test data for Queik No:iné

Total 1000 | 974 Character left

Add Translated Content

e Quick note was added as follows.

=

Test data for Qucik Noting ' ]‘ﬁ[

e These quick notes are saved under “USER_DEFINED”. These can be used in files
using “Quick Noting” as follows.

Quick Noting

Language
STANDARD © USER.DEFINED gnglish x| v

lI Search Here... I Translated Content

© Test data for Quaik Nating

1

6) Register for signing:
e DSC Registration is used to register DSC Token to our E-Office mail address.
Mapping will be done in this menu.
eSign Registration is used to map mail address with Aadhaar number.
Only first time we enter 12-digitAadhaar number while registering.

After the completion of the registration, only the entry of the last 03 digits of the
Aadhaar is sufficient for doing the e-Sign.

Register for Signing

DSC Registration

e5ign Registration
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NOTE: After logging into the E-Office first time, we have to do the DSC Registration,
eSign Registration and Settings.

Digital Signer Service 7.0.2 Installation:

For DSC Registration, Digital Signer Service 7.0.2 should be installed. This software is
placed in RTCWAN.

RTCWAN Path: /eoffice/eoffice 7x.

Download this software and give double click on the software.
Click on “Next” button

457 Digital Signer Service 7.0.2 Setup pes

WwWelcome to the Digital Signer
Service 7.0.2 Setup Wizard

The Setup Wizard will install Digital Signer Service 7.0.2
on your computer. Click Text™ to continue or "Cancel™
to exit the Setup Wizard.

e@ffice

A DIGITAL WORKPLACE SOLUTION

Select “l accept the terms in the license agreement”.

bS] Digital Signer Service 7.0.2 Setup

End-User License Agreement

Please read the following license agreement carefully

Terms & Conditions

The following terms have meanings as described below:

“Application”™ - Digital Signer Service (Any version)

(@) I accept the terms in the License Agreement
{1 do not accept the terms in the License Agreement

f-Office Project Division - NIC

<ok =

Click on “Yes”. Then click on “Next”

[ Digital Signer Service 7.0.2 Setup e

Select Installation Folder
This is the folder where Digital Signer Service 7.0. 2 wil be installed.

To install in this folder, dick "Mext™. To install to a different folder, enter it below or dick
"Browse".

Folder:
[ c:\Program Files\Digital Signer Servicel7.0.2Y ~ Browse...

eCOffice Project Division - INIC

<ok Cancel

-14 -
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Select “Yes” Radio button near “Yes remove older version”.
Select “Yes” under “Do you want to install SSL Certificate” and click “Install”.

ﬁ Digital Signer Service 7.0.2 Setup

Upgrade Older Versions & Install S5L Certificate

Search and upgrade older wersions of Digital Signer Serwvice 7.0. 2,

The Setup Wizard can search for older versions of Digital Signer Service and remowve
them. Do you want to remove those versions?

(@) Yes, remove older versions. () Mo, install side by side with other versions.

Do you want to install 551 certificate?

(@) Yes INo

NOTE: SSL certificate is mandatory, without SSL certificate, Digital
Signer Service will not work properly. If you are a single user kindly
choose "Yes".

eOffice Project Division - NIC

<Back | @Dinsai ] Cancel

Click on Yes = Yes - Finish. Software installed successfully.

Startup Message >

'0' Digital Signer Service has been started successfully.
. -

Click on “Hide Service” button. Don’t use “Stop Service”. This service should always
running for DSC Signing.
After installation, the below icon will be on desktop.

Drigital Signer

Service 702

DSC Registration
e Go to the “Register for Signing” Menu and Click on the “DSC Registration” option
and click on the “Register DSC” tab in the Page available on the top right corner.
Before clicking on the Register DSC insert the DSC Token to the System.

Ty
| Register DSC |

-15-
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Select the radio button as follows. Then click on “Register DSC”.

DSC Enrolment

Please insert your e-Token to read your Digital Certificate Information:

ﬂ Serial No. Issued To Issued By Type Expiry Date
CN=e-Mudhra Sub CA for Class 3 Individual . N 01/05/2026

1 (@ 25416515 CN=BALAJI KURNI Bi Digital Signing ity
Register DSC

It will ask for PIN. Enter default PIN, 12345678. Click on “Login”.

Verify User PIN *

m MNow verify your User PIN:

User PIN: | sssssnssl

[1Enable soft keyboard

Change User PIN Cancel

Put a tick mark near “l agree to continue registration with the above details mismatch”.
Click on “Proceed with this DSC”.

D5C Registration

The user details in Digital Signature certificate differs from the details available in
eCHfice. If u wish to proceed with this, the mismatch will be denoted by a (i) icon
against your Digital Signature in eFile notes.

eOffice User Details DSC Details

MName K Balaji BALAJI KURNI
I agree to continue regisoration with the abowe details mismatch.

Proceed with this DSC

Mote: Kindly contact eOffice Admin to update your eOffice User Details (Mame) as per
your DSC Signature details.

Success message will be shown as “DSC registered successfully” on the top right corner.

it Vew  RECEPT  Creatn 'Inbox  Sent  Advance Search E Create  Inbox  Sent  Advance Search IASLE BSUE  Resurned  Advancn Seirch

Cortifieats Information vl Sudieis
DA repnered wosresshily

i, Mo, | Cortificatn Valldiey | [rroll Dt User Mama

B AT A3 A0

A (TR0 i ) THIN N
B R TE SR

- ¥ Balag, ACCOUNTS SECTION

KRN AL Hping ]

eSign Registration
Go to Register for Signing - eSign Registration.
Click on “Register eSign”, which is at top right of the screen.

: Register eSign

-16 -
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Put tick marks in the check boxes provided near “By providing the last 3 digits of my
Aadhaar, | agree to providing the consent for authentication”. Click on “OK”.

Consest for using UID Token for esigring Consent for Authentication
Ntional Informatics Cantre Natinnal informatics Centre

| harety st Shat | have N Sifection in eetracting my LD toien from the XML responss recakved Fom e issuance of | || heseby sati that | harwe o abjection in aumanocating mysf wih Aadhasr based authentcation syssem and censent 1o

Dngital Signature Certifcate (35C) from this spechic transaction. provicing my Aadhaar nurher, Biometric and/or Ene Time fin |GFP) data for Asdhaar based suthentication for the

| herey further state that | have o bjection in using thes UID tcken for subsequent eSgning, long with my Secury | | purposes of avalingcfihe ___APrSien Gatrugy  fom L o Irchingi

Hhmbier ++* which i Last 3 aighs of SROURY Measre. L SN tat s andfor OTP | prowids: for aus I b2 wsed oty for Bunentcaling

1 ungerstand that Wation ifarmanics Centre shiall ensure saeriy and gonficenciality of my parsanal wentty data and | | my identiny thrcugh the Aadhaar AUEhaVECaEan system, for abkaising my & KYC Tvough Azdhaae ¥ sanice and far

LD token for the purpose of esgring the szuance of Dugital $ignature Certrficate (D9} for this spectfic transaction and! for o cther purpases. For the treabon
0 DL, understand thak the options thati have chosen are the cnes that shall be populated  the 05C gererased by the
Chand o tor the same. | rstand that the foliowing fieids in the 05 Adre
mandatoryand | gh my censent for wsing the Aadhaar peorvdid e-KYC infoemation 1o pogalate the comaspanding fields
inthe D

+ Comman ame{name 2 obtained from e-01C]

* Lt dentifier (hash of Asdhaer sumitesr)

* Pagutonym [uniqus code et oy LIDR) in e-0vC respons)

+ Seatn or Province {statn 25 nbtainad from e 4]

» Pastal Cosa postaltode a5 obeaised from w-K1T]

* Tabapnons Numtssr fiash of phone as obtained from &-Kv0)

| undarstand that __ sty of Fectrovacs & infomation Teghngi shal 415 dentiaity
of my parsonal iariity data provkded for the purpase of Aachaar based authantcation

Enter Aadhar number and click on “Get OTP”.

CDAC's e-Sign Service

View Document Information

(@ Aadhaar Number () Virtual ID () UID Token Get Virtual ID

B s ‘ &

() Aadhaar TOTP @ Aadhaar OTP How to generate TOTP?

G Enter Your Aadhaar OTP

Get OTP Cancel ‘

Enter OTP and click on “Submit”.

CDAC's e-Sign Service

View Document Information

@ Aadhaar Number () Virtual ID () UID Token Get Virtual 1D
= &
Aadhaar TOTP Aadhaar OTP How to generate TOTE?
a, =

| hereby state that | have no cbjection in authenticating myself with Aadhaar based authentication system and consent fo
providing my Aadhaar numberVID/UID Token and One Time Fin (OTPYTime-based One Time Password (TOTFP) data for Aadhaar
based authentication. | understand that the OTF/TOTF | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KXY'C through Aadhaar e-KY'C service only for the purpose of

esigning.

P Listen to Consent
OTP has been sent to mobile number <**==****4537>
[ Cancel Mot Received OTP? Resend OTP

-17 -
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Put a tick mark in the provided check box and click on “Proceed”.

e5ign Registration 0O %

The user details in eSign certificate differs from the details available in eOffice. If u wish to proceed with this, the mismatch
will be denoted by a (i) icon against your eSign in eFile notes.

_ eDffice User Details eSign Details

Name Aruna kumari MALLELA ARUNA KUMARI
Year of Birth 1999 1989
Gender F E

B | agree to continue registration with the above details mismatch.

Mote: Kindly contact eOffice Admin to update your eOffice User Details (Name, Year of Birth or Gender) as per your eSign
details .In case user wants to make changes in his/her Aadhaar details kindly visit Uidai website(https://uidai.gov.in).

eSign Registration completed.

Regerd 5

serSene Fegtered (n

.- NALELARUNAUAA Houn e, ADMIVLAN S 'ﬁ)( 0

7) How to create a receipt?

Click on the Receipts and it display options shown below.

Receipt

The Options which mostly used are
e Browse & Diarise(Electronic) which is used to create the Receipt.

¢ Inbox will contain the receipts sent by the others to our account.

-18-



APSRTC E-Office Manual 1T Department

e Created contains the receipts created by ourselves.

e Sent contains the details of the files/receipts sent to others.

e Acknowledgement contains the acknowledgments of sent receipts.

e Closed contains the closed receipts in “With me” tab.

Go to Browse & Diarise - Electronic option which will display as follows or click on

“Create” button beside “Receipt” in short cut menu.
e@fflpq eFile 7311

DASHAOARD  View RECEIPT  Coeate  Inbax  Senr  Advance Search

a nlia [ oiary Details
Diary Dot
Ea Received Dute
% }e\:ve-l\‘_.lﬁ_ e
om e
(€] i contact Detail
= Min/DepL /Oy
& "
o Hame:
L o
a
i
Ej' Address
Country
Chacse One
Pin Code
“-_‘ Category & Subject
Main (elzegorr
Subject
Enclosure Remarks
Persanalie Acknowledgemens

Ciay/Distries

Sub Categary

Add to Address Book

The above page at the left side of the showing the” Electronic" like water mark will be
used to create the receipt to upload the pdf file. The DAK or the Letter wereceivewill be
used at the time of making notefile. The uploading DAK or Letter should be in the PDF
format. and should be less than 20 MB size(Please Scan the Document or Letter or DAK
in the black and white only. If required scan the document in the color but should be
less than 20 MB Size). Upload the file using the “Upload” option. By clicking on the
“Upload” button it will open the Open dialog box of the system. We can select the
Document or Letter or DAK in the PDF format. If selected wrong document, click on

“Remove” button.

Upload & R Oniy <= 20 B

-19-
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On Uploading the file which shows the preview of the uploaded document and on the
right-side corner we can see the Diary Details, Contact Details and Category & Subject

options.

»

n

To

L =]

APSRTC.

&

¥l
(i

Lr.No.ATM-2(IT)/eOffice(5)/2024

All Unit Officers,

+  Automatic Zoom v

Ref: Lr.No.ATM-2(IT)/eOffice(4)/2024, dt. 16.12.2024.

60 »

ANDHRA PRADESH STATE ROA.D TRANSPORT CORPORATION

0fo VC&MD
Date:24.12.2024

Sub: E-Office: Imparting virtual training program to all Officers/employees of
APSRTC on latest version “e-Office 7.x" communicating the training Schedule -
Regarding.

Vide Reference Cited, a letter was communicated to all the departments about
e-Office downtime for upgradation of the e-Office version from V6.x to V7.x. New
version of e-Office 7.x will be available from 28.12.2024 @ 2:00 PM.

During the upgrade of e-office from V6.x to V7.x, several new features have
been added, Therefore, it is proposed to conduct a virtual training session on the latest
version, "e-office 7.x," for all officers and employees across all Zones and the Head
Office who dealing with e-office. To facilitate wider participation, only one request per
unit will be accepted to join the virtual training program, allowing more participants
to benefit from the training.

The details of training program schedule are mentioned below.

By Diary Details
Forms Of Communications
Leter
Letter Date
0 mmiddiyyy
Delivery Mode * Mede Number
By Hand v
viP
Choose One v

g Contact Details

Min/Dept./Others

- >

Neme

Organization

Modbile

Address®

Country State
NDIA v o

Pin Code Landiine

Ty Category & Subject
Main Categery *
Choose One

Subject*

Enclosure/ Remarks

Persanalze Acknowledgemen:

Designation

City/Distriet

-----

Letter Ref. No.

Sender Type
Choose One

Add to Address Book

w Generate & Send || Generate & Copy

Diary details mean the Delivery Mode, Type and which Language of the Document
received. Fill theMandatory fields(*) which are in the red color.

Diary Details

Diary Date
1225204

Received Date
122502024

Delivery Mode*
By Hand

VIP

(hoose One

Forms Of Communications *
Letter

Letter Date
mm/ddyyy

Mode Number

Language
A Y| Engish

Letter Ref. No.

Sender Type
Choose One

X'V
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Contact Details means from which person and from where it was received.

e Contact Details

Min./Dept./Others

ot

Select Level

Name
Rawi Varma

Organization

Mobile

Add to Address Book

@

Designation
* OR | Executive Director{A)

Email

Address *
RTC House, Vijayawada
Total 1000 | 579 Character left

Country State City/District
INDIA X | w Choose One ~

Pin Code Landline Fax

Category and Subject, select the Category to which the received document belongs to
and Type the Subject of the Document.

4T, Category & Subject

Main Category * Sub Category

Establishment X | v Choose One b
Subject”

Training program on new version eoffice 7.x

Total 1000 | 957 Character left

Enclosure/ Remarks

Total 250 | 250 Character left

Generate means the generated receipt will be present in the Created tab.

Generate and Send means receipt generated and can directly send. A Dialog box will be
opened to which person the receipts to send and which will be available in the sent tab
after sending the receipt.

Generate & Copy means the receipt generated by clicking on this button. If we want
another copy, then we have to click on the same button again. We can click any number
of times for the copies of the same receipt. (Now two times clicked on the button
“Generate & Copy”. These two copies stored in created tab under Receipts.

After filling the details Click on the “Generate& Copy” Button
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Generate & Send || Generate & Copy

These generated receipts can be seen by clicking on the created tab.

P ;
Fstblh Rl
stablisnment avi varma m:“ZPM

B4 43972024/ ADMIN-LAW Training program on new version eoffice 7x

151004 y
£ a8 43812024/ ADMIN-LAW Training program on new version eoffice 7x Establishment RaviVama 013‘ on

8) How to send a receipt?
By clicking on the created tab in the Receipts menu, it will show the created

receipts. Check (select) the check box of the sending receipt and click on the

“send” button.

Send Put in a File Copy Generate Acknowledgement Close

D T

Training program on new version eoffice 7.x

E 43% 439/2024/ADMIN-LAW

] E 438 4358/2024/ADMIN-LAW Training program on new version eoffice 7.x

Which will open the “Send” Dialog Box as shown below.

© incernal

Organisation
TRAINING DEP... >< | > >

o 1N channet Sub-ordinates Send eack Reporting offlcer

[ =11 | eFreferred List _ mecent .
¥ N otify Throush : [ Stas

S dmsrEree Comtigaration.

o e of Lrser

FHRTE TR e E e T T f i e A

AcTion

=~ | csimcormasena B & | oscsisc s sena EE

To: Select Organization, sub units and then type receiptant name in “To” box or select
from “Preferred List”.

© Internal

Organisation
LAWDEPT-APS.. X » | PRLYSECY-LAW X > | DEPTYSECY-L. X 2

'-Ail.-' Preferred List Recent10 Inchannel Sub-ordinates Send Back  Reporting Officer

To"

Srinivas Rag-JA[SR)-ADMIN-LAW o  Notify Through:  Email SMS

Nore : Email/SMS will be sent based on checkbox selection (Notify Through), irrespective of User Preferences and Instance Configuration,
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For the first time no list will be present in the preferred list, manually we need to add
the persons into the preferred list.

O Internal

Organisation

LAWDEPT-APS... X | > PRINCIPAL SE... X | > PRLY SECY-LAW X | > DEPTY SECY-L.. X | > ADMIN-LAW X| >

All Preferred List Recent 10 In channel Sub-ordinates Send Back Reporting Officer

Mo Record(s) Found

Remarks: We can write remarks if any.
Remarks

#~
Tatal 1000 | 1000 Characrer left

Add Set Due Date, Action and priority. These are not mandatory fields.

Set Due Date Action

12/25/2024 [m] Please Examine v
Priority

Qut Today

Click on the Send button to send.

Send

If we sent the receipt wrongly to another Officer/Supervisor/Staff, we can pull back the
receipt till receiver reads it.

9) How can we pull back receipt?

e Goto the sent tab in the receipts menu and we can see the all sent receipts and

on the right side corner of the row we can see the pull back option.

T S T

B4 30024/ ADMIN-LAW

Training pragram on new version eoffice 7.x Rand Varrma Srinives Rao, ADMIN-LAW 2 /1001

02 05 PM
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e By Clicking the pull back option it will open the remarks window to type the pull
back remarks and press “Ok” button.
NOTE: The receipt will come back to our Receipts “Created” tab.

Reason For Pull-Back 0O X

Remarks *
wrongly sen

Total 1003 | 288 Character left

Click on the Receipts “Created” tab, it shows the same receipt in inbox which we have
pulled back.

e e e e o]

1511202024
£ 4 4392024 ADMIN-LAW Training program on new version eoffice 7x Establishment Ravi Varma 0; 0

BA
E 4% 4382024 ADMIN-LAW Training program on new version eoffice 7x Establishment Rai Varma 0?‘ -

10) How to Create a File?
Click on the “File” menu and it will show the options like Create New, Created, Inbox,

Sent, Parked, Bulk Closing, Initiated Actions, etc.

¢ Create new, a filewhose number will be automatically generated by the E-Office
Application itself.We have tol select only the heads of the filing.

e Createdcontains all the created files.

¢ Inbox which contains all the received files and submitted files for closing
approved.

e Sent contains files sent by us.

e Parked contains the files which are parked by us.
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Go to the File menu, create a new file by clicking on “Create New”. It will open a window
which asks to select the file heads and Subject. The window is shown below.

Nature: @ Electronic | Type: @ NON SFS |

 ~File No.
{Chouseone v | [choose One v | Choose One v || Choose One v | lzuza I [ AoMiN-Law vl]

' cubiect |

1 Subject |

Sub Category
Chi O

I Other Details

Remarks

|—Previuus Referenc I |—LatEr Referencs

Language
English Heiline

Continue Working »

NOTE: In e-Office new version 7.x, only electronic files and can create files only in Non
SFS method.

In the File number we select the options that are available as the file heads. E-Office
application will generate the file number automatically. First Select Boxis our
organization, second select box is the department in the Head Office and Unit name for
the other units. Third select box is the Subject Head for the Head Office and Department
names for the other units. Fourth optionis the Sub Subject for the Head Office and
Subject Head for the other units. Other options are automatically filled by the E-Office
Application itself.

Nature: @ Electronic | Type: @ NON SFS

File No. -
D LAWDEP-LAW v | | EOFF-EOFFICE v | | Choose One  ~ | | Choose One v | [2024 ] [ romin-Law v |]

|[ Subject }

Main Category Sub Category
ADMIN X |~ |  ChooseCOne

I Other Details I

.Femarks

Previous Referenc I ‘—Later Referenc

Language
English x|~

Continue Working »
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Fill the details which are mandatory to create the file and click on the “Continue
Working” and which will ask to proceed. Click on “Proceed” button.

~ Continue Working »

After confirming, this will open the file by giving the file no automatically as shown

below.

DASHBOARD  View RECEIPT Create Inbox  Semt ~ Advance Search FILE Create Inbox  Sent ~ Advance Search 1SSUE ISSUE  Rewrned ~ Advance Search

ﬁ Movement ~ Details ~ Draft v Edit Send | LinkFiles = Attachv Closey = Morev

H% £ AddGreenNote || * Add Yellow Note

E Comp.No.: 336 File No: LAWDEP-EQFF/18/2024-ADMIN-LAW

.
TOC | Recent All Previous Notes Draft List Draft Document References

Subject: Eoffice Training on New Version 7.X

)

No Records) Found

Mark AsPUC | Mark AsFR | Unmark | Detach | Close

® | | Reccipuissue No. | Subject Marked As | Atiached By Attached On 1] | Issued On 1] | Pages | Remarks

«l[<|[2]»]

Add Receipt

On the left side we can create note file. On the right side of the window, we will attach
the receipts created by us which are available in the receipts inbox, like the folios in the

physical file.

Adding Receipt to a File:

Now we will attach the receipt to this file by using “Add Receipt” tab which is in “ToC” at

the left side of window.

TOC | Recent All Previous Notes DraftList Draft Document References

]

Mark As PUC | Mark As FR | Unmark | Detach | Close

[ ] Receipt/Issue No. Subject Marked As | Attached By Attached On 1] | Issued On 1} | Pages | Remarks

Mo Record(s) Found

L[| >|[*»
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Click on the “Add Receipt” button which inturn opens the Receipts dialog box to select
all the available in receipts inbox, both received and created. By selecting the one of the

receipts and press the attach button the respective receipt will be attached at the right
side of the window as shown below.

Note: While attaching, “Remarks” are mandatory.

Attach Keceiptis)

¥ 2024 Selected Receipt(s)
OISt e
439/20247ADMIN-LAW 430/2024/ADMIN-LAW ing program on new version e
€ 238 43820247ADMIN-LAW raining progr e 7.x

e ol [ma e — << @)% [

4

Attach

Now the receipt is added in “ToC” as shown below.

TOC | Recent All Previous Notes DraftList Draft Document References
n. Receipt/lssue No. m Marked As | Attached By Attached On 1] | Issued On T} I
439/2024/ADMIN- Training program on new 251272024 Training
LAW version eoffice 7.x Arunatimart ADMIN LAWY 03:29 PM 12 Letter
Mark As PUC | Mark As FR | Unmark | Detach | Close «|| < n > |[»
Add Receipt

By clicking on the Receipt/Issue No, receipt will be displayed in the right side of the
window.

File Created / LAWDEP-EOFF/18/2024-ADMIN-LAW

E Comp.No.: 356 File No.. LAWDEP-EOFF/18/2024-ADMIN-LAW [N el et Tl 7

) 439/2024/ADMIN-LAW (To refer this page, use TOC Page No. 1)

1] Q 1 o1 — + AdomalicZoom v

=
ANDHRA PRADESH STATE ROAD TRANSPORT CORPORATION

0fo VC & MD
Date:24.12.2024
Lr-No.ATM-2(IT)/eOffice(5)/2024

To
All Unit Officers,
@ APSRTC.
Sub: E-Office: Imparting virtual training program to all Officersjemployees of
APSRTC on latest version “e-Office 7.x" communicating the training Schedule -
Regarding.

Ref: Lr.No.ATM-2(IT)/eOffice(4)/2024, dt. 16.12.2024.

prpeey
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Detaching receipt to a File:

Check whether the correct Receipt attached or not. If not correct we can detach the
receipt by clicking on the ToC (Table of Contents) tab, check(select) on the check box of
receipt added and select “Detach” button below. The selected Receipt will be detached.

-
TOC | Recent All Previous Notes DraftList Draft Document References
E. Receiptflssue No. m Marked As | Artached By Attached On t] | Issued On 1] I
430/2024/ADMIN-  Training program on new 25/12/2024 Training
K © LAW version eoffice 7.x Artingkiman, ADMINLAW 03:29 PM i Letter
Mark As PUC | Mark As FR | Unmark | Detach | Close «|[<|EB>»
Add Receipt

Adding Yellow Note or Green Note:

We can write the note file on the left side of the window. There are two options which
are available in the left window are “Add Green Note” and “Add Yellow Note”. Green
note means if we create the note in the green and forward to another
Officer/Supervisor/Staff, they cannot edit the note which we have written. Yellow note
means received Officer/Supervisor/Staff can edit the note file and the versions are
saved. Now we will proceed with the “Add Yellow Note” which is editable window on
the left side. Here we can type the note file or can copy the already written note file
from the MS Word.

NOTE:To paste the note file, give right click, then paste using “Paste as Plain Text” to
paste data in alignment.

i B8P

ANDHRA PRADESH STATE ROAD TRANSPORT CORPORATION

©fo VC & MD
Date:24.12.2024
Lr.No ATM-2(IT)/e0fMcs(5)/2024

Puse cu e
P scplnintext CateShinN All Unit Officers,
7, @ APSRTC.

DR Bk @ B

Subs: E-0ffce: Imperting vitusl eaininn progem to sl Offcars/erksyees of
APSRTC o takest version "a-OMfice 7. Communicating the traimmg S
Regarding,

Ref: Lr.No. ATM-2(IT)/eOffice(4)/2024, dt. 16.12.2024.

WVide Reference Cited, a letter was commun) anec o all the Qepiarciiiats nsabocl
ecm'-cenwumem LSRR of the -Office n_from V6.x to
version of e-Office c from 28.12.2024 @ 2:00 PM

During the upgrade of e-office
been added. Therefore, it is proposed
‘e-offi fﬂ'
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Click on “Paste as plain text”.The note file is shown below.

v | @ tonerpage ot wan umbe: | x|

Set | Advance Search PLE Creace  inbax

send  UnkFies Aftachw | Close~  More~

= HE —Qxx a-HR

I vs % =
Enginh - Format st Heigh
Case NO.D YU ME-I(SMEIT  E-UTICS( [ Y201 7, GAIew: 24, 12,2023

In contination of the above, e-office is being upgraded from version V6.x
to V7.x, which includes several new features. It is proposed to conduct a
virtual training session on the latest version, "¢-office 7.5,” for all officers
and employees across all Zones and the Head Office who are dealing with e-
office.

‘The details of virual training program schedule are mentioned below.

St Zone Date Time
1 Zone T and Zone I 26-12-2024 3:00 PM
2 Zone 11 and Zone [V 27- 124 3:00 PM
3 Head Office 30-12-2024 3:00 PM

Therefore, CE(IT) is requested to recommend thecasefor the approval of
ED{A)to impart the necessary training to all employees on latest version of
“e-office 7.X" virtually.

ATM-2(IT)

Dy.CEIT)

CE(IT)

ED(A)

Type hern search Fl
= T o

« © A % testeoficeap.goviniehle/s e iew/FAPTESTO000000356 viewParam =ey kb2N TEWVUGEIKoiRKFQVEVTVDAWME

Sent | Advarce Search ssue SSUE

R —— G| o
A

) ) 439/2024/ADMIN-LAW (To refer this page, use 10C

m Q

Ib2S0DXADIOQ IV

SUKVOVC Isindvcmtpbmd Qb INOSWIO)cALC ficmVhZ:

Retumed  Advance Search

Al PreviousNotss Draft List  Draft Doc

1 ot -
ANDHRA STATE ROAD [ TION
0Ofo VC & MD
Date:24.12.2024
Lr.No.ATM-2(IT)/eOffice(5)/2024
To
All Unit Officers,
APSRTC.

Sub: E-Office: Imparting virtual training program to all Officers/empioyees of
APSRTC on latest version "e-Office 7.x" communicating the training Schedule -
Regarding

Ref: Lr.No.ATM-2(IT)/eOffice(4)/2024, dt. 16.12.2024

Vide Reference Cited, a letter was communicated to all the departments about

e-Office downtime for upgradation of the e-Office version from V6.x to V7.x. New
version of e-Office 7.x will be available from 28.12.2024 @ 2:00 PM.

During the upgrade of e-office from V6.x to V7.x, several new features have
been added. Therefore, It is proposed to conduct a virtual training session on the latest
version, "e-office 7.x,” for all officers and employees across all Zones and the Head
Office who dealing with e-office. To facilitate wider participation, only one request per
unit will be accepted to join the virtual training program, allowing more participants
tn henefit fram the traininn

B copmene © 2526, aesgnea ana sevesspea sy

Every time we edit, the note was saved automatically. If we want to save note file
manually, click on “Save” which on top of the note file.

Last Saved : 25/12/2024 03:43:37 M

Along with Save button there are other buttons “Quick Noting”, “Confirm”, “Discard”

and “Version”.

Quick Noting — By using this we can add quick notes to the file.

Language
O STANDARD USER_DEFINED ENGLISH

x|~

| | T

Concurred in.
ID/Dir. May kindly see for approwval.
Issue reminder urgently.
Discrepancy may be reconciled.
Expedite action
Sancuoned.
The matter is sub-judice/under CONSIHEratoON WIth ..
Secretary need not be troubled.
Please see remarks in the margin.
Please call for information.
CL/EL/Commuted Leave/CPL{advance sanctioned as applied for.
Please process his/her gratuity case.
© Submitted for orders/approval please.
Submitted for counter-signatures of competent/controlling authority.
Budget provision exists for this expenditure.
As slightly mentioned.
Please inform ........ accardingly.
Explanation may be called for.

Seen; Thanks.

I Translated Content

A tiote
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Adding “Submitted for orders/approval please.” Quick Note by clicking on “Add Note”
button. The Quick Note will be added to the note file as shown below.

I. & B I U s = = =W H =B — Q x x A~ &
(o] z 2L | English Formats undefined 14pt Line Height

= = = =

ED(A)to impart the necessary training to all employees on latest version of
“g-office 7.x77 virtually.

ATM-2(IT)
Dy.CEAT)
CE(IT)

ED(A)

Submitted for orders/approval please|

Discard — To Discard all the versions we use this button.

Discard Confirmation O X

Do you want to discard the yellow note? Once discarded, all versions of the
yellow note will be deleted and can't be recovered.

Yes Cancel

Version — By clicking this button, all the versions will be at bottom of the note file. We
can also delete the versions.
"o = cont

Version 1

Case No.DYCME-1(SM-IT)/ E-Office(1)/2017, dated:24.12.2024
In continuation of the above, e-office is being upgraded from version V6.x to V7.x, which includes several new features.
It is proposed to conduct a virtual training session on the latest version, "e-office 7.x." for all officers and employees
across all Zones and the Head Office who are dealing with e-office.
The details of virtual training program schedule are mentioned below.
Sno Zone Date Time
1 Zone I and Zone III 26-12-2024 3:00 PM
2 Zone Il and Zone I'V 27-12-2024 3:00 PM
3 Head Office 30-12-2024 3:00 PM
Therefore, CE(IT) is requested to recommend thecasefor the approval of ED(A)to impart the necessary training to all
employees on latest version of ““e-office 7.x> virtually. ei
ATM-2(IT)
Dy.CE(T)
CE(IT)
ED(A)

Submitted for orders/approval please.

Version 1 | Created On ) Created By Artachments -

25/12/2024 02:45 PM Aruna kumari, SENIOR ASSISTANT
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Edit — By clicking on the Edit option we can edit the note file.

Attachment — We can attach any document like doc, pdf, xIsx, ppt etc by click on
“Attachment “button on bottom of the notefile.

% Attachment

The attached files will be visible on the same bar. “e-office PPT” is attached as follows.

-

142 WORDS _,

eOffice PPT 7 -... © % Attachment

Speech to text — We can also use speech to text converter which is available on the top
of the screen (besides login name).
We can also change languages. The converted text will be in selected language.

s @ o 0

Confirm — The “Yellow note” will be converted into the “Green note” by clicking on
“confirm”.

11) How to send the file?
e After creating the note file, the note file will be under the “Created” tab of File.
By Clicking the Created tab note files list will be shown.

Send Create Volume = Create Part Close =

DT

I§ E 356 LAWDEP-EOFF/18/2024-ADMIN-LAW Eoffice Training on Mew Version 7.X

e Sending the file is same as the sending of receipts. By selecting the details of the
Officer/Supervisor/Staff and click on the “Send” button. The Note file will be sent,
and the details can be seen in the sent tab. The Pull back option is available to
the Note files also.
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© Internal
Organisation
TRAINING DEP... X | > Oo SECRETARY | > DIRECTOR x| > ASSISTANT DI... > | > ACCOUNTS SE... X | >
Al Preferred List Recent 10 In channel Sub-ordinates send Back Reporting Officer
To = .
K Balaji-SUPDT{KB}-ACCOUNTS SECTION £ MNotify Through : Email SMSs
Note : Email/SMS will be sent based on checkbox selection (Notify Through), irrespective of User Preferences and Instance Configuration.
Remarks
el
Total 1000 | 1000 Characzer left
Set Due Date Action
mm/ddiyyyy =] Choose One -
Priority
Choose One -
Send

e In the above send dialog box we are able to see only “Send” option because it is
the Yellow note file. We can see the “DSC Sign and Send” option also while
sending the Green note. The Yellow Note file sent to the Officer for the
corrections. The Officer will receive this file in Inbox as follows.

S S

LAWDEP-EQFF/18/2024-ADMIN-LAW Eoffice Training on New Version 7.X. Aruna kumari, ADMIN-LAW 8:43PM

300172024 30/01/2024

E N 4 y . Test Sub Kumara Siwamy, ACCOUNTS SECTION
TRGO1-ACCTOGENI2/2024-ACCT st Subject it ey 0305PM  0306PM

Then click on the note file number.

TOC| Recent Al Previous Notes Draft List_Draft Document _References
- O e e T
Version 1

o Training program on new Aruna kumar ADMIN-LAW 2122024 g Treining
Case No.DYCME-1(SM-IT)/ E-Office(1)/2017, dated:24.12.2024 il wversion eoffice 71 329PM i

In continuation of the above, e-office is being upgraded from version V6.x to V7.x, which includes several new

features. It is proposed to conduct a virtual training session on the latest version, "e-office 7.x," for all officers and

employees across all Zones and the Head Office who are dealing with e-office.
The details of virtual training program schedule are mentioned below.

Sno Zone Date Time

1 Zone I 'and Zone III 26-12-2024 3:00 PM

2 Zone IT and Zone IV 27-12-2024 3:00 PM
3 Head Office 30-12-2024 3:00 PM

Therefore, CE(IT) is requested to recommend the case for the approval of ED(A)to impart the necessary training to all
employees on latest version of “e-office 7.x” virtually. GIB
ATM-2(IT)
Dy.CE(IT)
CE(IT)
ED(A)

Mark As PUC | Mark As FR | Unmark | Detach | Close «|[<| @[>

eOffice PPT7.x...

R, = =]

25/12/2024 03:45 PM Aruna kumari, SENIOR ASSISTANT
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If there are corrections, edit by clicking “Edit” option.

12) How to Convert the Yellow Note File to Green Note File?

e The “Yellow note” will be converted into the “Green note” by clicking on
“confirm”. A PoP up window will appear as follows.

Yellow Note Confirmation

Do you want to confirm this yellow note to green note? Once confirmed,
this version of the yellow note will become the contents of the green note,
and it can't be changed back to a yellow note.

e Whenever there are no corrections have to do, the Officer/Supervisor/Staff can

Confirm this note. It turns into green color (Non-Editable). Click “Yes” to confirm.

The yellow note file was converted to green note file as follows.
I & B r U 5 =

= v Ol English Formats

Last Saved : 25/12/2024 O7:52:56 M

]
|

= - = = o= M E- — 2 x, x A -

| Case No.DYCME-L(SM-IT) E-Office{ 1 V2017, dated:24.12.2024

In contimuation of the above. e-office is being upgraded from wversion Vé.x
to VW 7.x. which includes several new features. It is proposed to conduct a
wvirtual training session on the latest version, "e-office 7.x.” for all officers
and employvees across all Zones and the Head Office who are dealing with e-

office.
The details of virtual training program schedule are mentioned below:.

Sno Zone Date Time |
1 Zone I and Zone IIT 26-12-2024 3:00 PM

13) How to Sign Digitally in the Note File?

e By sending the Green note and send dialog box will be opened which contains the
“eSign and Send”, “DSC Sign & Send” and “Send” option and which is shown

© Interna 1 External 1

Organisation
LAWDEPT-APS... > | > PRLY SECY-LAW > > DEPTY SECY-L... > | > ADMIN-LAWW x| >

All Preferred List Recent 10 in channel Sub-ordinates Send Back Reporting Officer
To =

Aruna kumari-SACAK)-ADMIN-LAW s  Netify Through : Email sms

Note : Email/SMS will be sent based on checkbox selection (Notify Through), irrespective of User Preferences and Instance Configuration.
Remarks

Total 1000 | 1000 Character lafc
Set Due Date Action
el Ay

e

eSign(oTP) = Sand
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e Click on the DSC Sign and Send button which will load the java and ask to run the
java which was already seen while DSC Registration. Enter the Login Pin of the
DSC Token and click on the “Login” button. The Green note will be sent. The
Digital Signature will be seen in the “Sent” tab by clicking on the sent file.

e We can also send through “eSign and Send”. Click on “Proceed with this eSgin”.

eSign Mismatch Confirmation

eOffice User Details eSign Details

Name K Balaji Kurni Balaji
Year of Birth 1980 1986
Gender M M

Note: eSign details mismatch with eOffice User Details, so (i) icon will be marked against eSign in eFile notes.

* In case you have updated your Aadhaar details kindly Deregister eSign and register again to get the updated details.

Do not want to see this message again.

Proceed with this eSign

e Select “Aadhar OTP” and click on “Get OTP”. OTP will be sent to the registered
mobile number

CDAC's e-Sign Service

Wiew Document Information

Aadhaar Number Wirtual ID uUiD Token et Virtual 1D

= --- --- - - --- - -

0 Aadhaar TOTP @ Aadhaar OTP How to generate TOTP?

R Enter Your Aadhaar OTP

Set OTHP | Cancel

e Enter the OTP and click on Submit. A message “Sent Successfully” will be visible
on the top right side.

CDAC s e-Sign Service

Wiew Document Information

Aadhaar Number Wirtual 1D uUID Token Get Wirtual 1Dy
= Ses e e e o o o = o
HAadhaar TOTP Aadhaar OTP

How to generate TOTP?

I hereby state that | hawve no objection in authenticating myself with Aadhaar based authentication systerm and consent to
providing my Aadhaar number/ VIDAUID Token and One Time Pin (OTPYTime-based One Time Password (TOTP) data for Aadhaar
based authentication. | understand that the OTP/TOTP | provide for authentication shall be used only for authenticating my identity
through the Aadnaar Authentication system and for obtaining my e kY C through Aadhaar e kY C service only for the purpose of

esigning

- Listen to Consent English
OTP has been sent to mobile number <= s5208>
|_ Cancel | Mot Received OTP? Resend OTP
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e The sent files are in File 2 Sent folder. Click on the file number to verify the
eSign.

Therefore, CE(IT) is requested to recommend the case for the approval of ED(A)to impart the necessary training to all

employees on latest version of *“e-office 7.x” virtually.
ATM-2(IT)

Dy.CE(IT)

CE(IT)

ED(A)

eOffice PPT 7.x - For HODS Meeting.pptx

o L]

25/12/2024 09:12 PM K Balaji
SUPERINTENDENT

e The file is forwarded to the next higher/respective Officer. Now Officeropens the
file in “Inbox” and can give their notings by click on “Add Green Note”. Then send
to the next higher/respective officer by clicking on “send”.

File Inbox / LAWDEP-EOFF/18/2024-ADMIN-LAWW

@

LASe NO Y U ME-L{SIVI-LL ) CAOIICe( 1L V201 7, daled - Za. 12 JU2a =
In continuation of the above, e-office is being upgraded from wversion Vé.x to V7.x. which includes sewveral new features.
It is proposed to conduct a virtual training session on the latest version, "e-office 7.x." for all officers and employees
across all Zones and the Head Office who are dealing with e-office.
The details of virtual training program schedule are mentioned below.
Sno Zone Date Time
1 Zone I and Zone III 26-12-2024 3:00 PM
2 Zone II and Zone IV 27-12-2024 3:00 PM
3 Head Office 30-12-2024 3:00 PN
Therefore, CE(IT) is requested to recommend the case for the approval of ED{(A)to impart the necessary training to all
employees on latest version of ““e-office 7.xX*" virtually.

Quick Noting Last Saved : 25/12/2024 09:29:53 PM | T |
T &h B T U 5 =o=E == = i= = = | N H = — 2 x, X A A
(O] T I English Formats undefined 14pt Line Height

Approve.l

@ Attachment

e The officer approved and send note file for Draft letter. We can send back option
if sending to the same person from where the file received.

Movement Defals Drafte Bt Send  SendBack LnkFiles Atache  Park  Close  Morew
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e We can also edit the note file sending. Click on “Edit” on the right side and then
send.

@

Note # 1

Case No.DYCME-1{SM-IT)/ E-Office(1)/2017, dated:24.12.2024
In continuation of the abowve, e-office is being upgraded from version V6é.x to V7.x. which includes several new features.
It is proposed to conduct a virtual training session on the latest version, "e-office 7.x." for all officers and employees
across all Zones and the Head Office who are dealing with e-office.
The details of virtual training program schedule are mentioned below.
Sno Zone Date Time
1 Zone I and Zone ITI 26-12-2024 3:00 PM
2 Zone II and Zone TV 27-12-2024 3:00 PM
3 Head Office 30-12-2024 3:00 PML

Therefore, CE(IT) is requested to recommend the case for the approval of ED(A)to impart the necessary training to all =
== |
L & B I U S5 = = = = = - - = = H B — Q@ x >x A - A
(O] T English Formats undefined 14pt Line Height
Approved|

B Attachment

e Then again click on “Send Back” option. Click on “eSign and Send”. The file will be
sent to the concerned officer’s Inbox.

14) How to create the Proceeding Letter (Final Order)?
e The sanctioned note file with eSign as follows.

[Therefore, CE(IT) is requested to recomumend the case for the approwval of ED(A)to impart the necessary training to all

lemployees on latest version of ““e-office 7.x" virtually.
ATMNI-2(IT)
Dy CEITT)
[CEIT)
[ED(AD
L Office PPT 7. - For HODS Mesting. pprx
a— >
bsr12/2024 09:12 P K Balaji
SUPERINTEMNDEMNT
Note # 2
A pproved.
. L+
bsr12/2024 09:57 Pm Aruna kumari
SENIOR ASSISTANT

e After getting the sanction of the note file, a proceeding letter (Final order) will be
communicated to all. The Final Order will be created as click on the “Draft”

Button and Click on the “Create New Draft” Option.

ﬁ M T it Dtails Draft = Sond Send Back  Link Files  Attach = Park

e Enbeon /' ILANOHERP-ECIFF Y B2 00L- ARl el et
F Add Green Note | Add velllEERUEEES @ {;_'ﬂ TOE | Re

BT RITRALS WL YRELAMLL Ualddddiie jX el L TUET AL T LEET LIS BT Yy,
x ]
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e |t will open the Draft creation window.

File Inbax / LAWDEP-EOFF/11/2024-ADMIN-LAW. E Comp No: 356  File No: LAWDEP.EOFF/B/2024-ADMIN-LAW [ N T T R

t Auto backed up: 25/12/2024 10:03:48 PM

L® B I YSEFE IS S-E-53 Hom- - Q x * o Fepiyype
- Choase One

L e

oo =]

e Here we can upload the MS word/PDF file or we can type the Proceeding letter.
After Uploading or typing or pasting the letter, need to fill the Draft details and
communication Details as shown in the above right-side window. Fill only the
Mandatory fields. Save the Draft by click on “Save” button.

15) How to Sign on the Proceeding Letter (Final Order)?
e After sending the note file with the final order or proceeding letter we can see
the Final order by clicking on the “Draft” button and click on the “View Drafts”
option which will open the View Draft Dialog Box as shown below.

TOC Recent All Previous Notes Draft List | Draft Document References

e ———= = = ommmon 1y o
25/12/2024 10:15
DFEA/Z2T ¥y e DFA - B =R o

PM

«<|[<|EB[>]3][5]~]

25/12/2024

10:15 PR K Balaji, ACCOUNTS SECTION DFA

<< (ﬂ) 3| [5]~]

e We can see the final order or proceeding letter by clicking on the “Draft No”
which is given by the E-Office Application Automatically. We can see the version
of the Final Order, if the received Officer/Supervisor/Staff edits, the version of
the Final order will be changed to 1.1 same as in the Yellow Note File. We can use
the Hash tag Short cut annotations in the Final Order, by copying the”
#ApprovedByName#” etc in the Final Order.
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4pt

P

= = |

Line Height

are mentioned beloww.

[ T==:] — 2

Hash Tag - Choose One

femm s s g m o v

i < Sfre. To fhciiioaie

ill be accepted to join the
Ants to benefit from the tr:

D b

=

#ApprovedByMName#

#ApprovedByDesignations

#ApprovedBySectionMNMame#:

#ApprovedByPost#

#ApprovedByEmails

#ApprovedDates#

#FDocumentMNumbers#

o participate in the wvirtual training

Lr_MNO.Dy.Crel{SM-IT) eoffics{2)/z017

To

all the Head of the Deparments,

APSRTC:RATC HOUSE.

Ofo Ve & MDD
Dated: #ApprovedDrates

SuB: E-Office — Implementation of e-office, a paperiess office business transactions in

APSETC — Mominating Modal Officers — Reg.

REF: 1) This Office Mote file no. Dycrmel{SM-T eoffice{1)/2017, dated Z7.03 2017,
2] Lr. MO, AMP/GEN(10)/2017-FO-I1, dated 16.05.2017.

FYr

Through the reference cited WC&MD had accorded approwal for implementation of
e-office in the Corporate Office as a pilot project in the first phase and at other zones in a

phased manner.

Slno. | Department Mame of the Modal Officer Designation

E PO Sri. JAYA SANKAR PO[COMP)

= sPD Sri 5.T.P.RAGHAVA KUMMAR cos—cn

B} BOT Sri. Ch. SIVARAMA RAIU EE[CONMNA]

a CED Sri. KRISTA CHARI EE(P&LD]

5 W Sri. MLS.C. BOSE AD(VES

s TMEDICAL Cr_ssen RAO [ smonas

= LEGAL St PADMAIAVAN] sLo

El oFD Sri. SUDHAKAR CwvETRAO]

5 IED Sri. VUAYA RATHMANM CWCME{IED)

1o MED Sri. MAGESWARA RAC CWCME{D]

11 MED Sri. MLSRINIVASA RAD CWCME|CES)

EE Comn-1 Sri. TV RAMAN DWCTRA{CONAN-1}
EE} conan-Il Srrt. VLIAYALAKSHRAL DWCTRACORANA-IT)
14 BUDGET & FINANGE Sri. LAKSHMI NARSYAMNA DN CAC|BEF]

1s ACCOUNTS Smt. DEESIRA CWCAC{MA]

15 Gy Sri. Y.SEIRIVASS RAC DY CRE-1{ShA-IT]

=ApprovedByTNames
=ApprovedByDesiznations

e After making corrections, click on “Update” button to update the changes. Then
click on the “Approve” Button to approve the Final order. After gets approved the
Short cut annotations will be changed and displays the approver details. The
Draft status will be changed to Approved.

Issue Mo.: I/M1181/2024 Draft State: APPROVED Version: 2

The details of training program schedule are mentioned below.

Sno Zone Date Time

1 Zone | and Zone Il 26-12-2024 3:00 PM
2 Zone |l and Zone IV 27-12-2024 3:00 PM
3 Head Office 30-12-2024 3:00 PM

Therefore, all unit officers are informed to participate in the virtual
training program along with your staff who are dealing the e-office as
per the schedule.

DEP-E0FF. 15202 4-ADMIN-LAW r1sisz0ze

Aruna kumari

Copy to OSD to VC&MD for favor of information.
Copy toall ED(Zones). DPTOsfor favor of information.
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e After getting the approval, the DSC Sign/eSign will be done. eSign and Custom
Sign are the two options which are used to sign on the Final Order. If we use the
eSign option by default the Sign will be displayed at the left bottom of the Final
Order. If we use the Custom Sign option (with OTP) we can select the area where
the signatureis required.

Carstoam

ﬂ WihATh Fngerprins
B wnich TP

D Faasit

8 itk Finperprins

-

B ek OoTe

e On Clicking on the Custom Sign button, a custom Sign dialog box will be opened
for the Signing purpose.Drag the area where Custom sign need to be displayed.

X

Custom 5ign

(<]

Page: 2 Q of2

Sign

LAWDER-EQFF /187 2024 -ADMIN-LAW /181, 2084

Aruna kumari

Copy to OSD to VC&MD for favor of information.
Copy toall ED(Zones), DPTOsfor favor of information.

e Click on the “Sign” button which will be available on the Top of the Custom Sign
window.

Sign

LAWDEP-EOFF 18/ 2024-ADMIN-LAVY 11BN, 2024
Digitally signed by
MALLELA ARUNA KUMARI
Date: 25-12-2024
22:33:42

Aruna kumari

Copy to OSD to VC&MD for favor of information.
Copy toall ED(Zones), DPTOsfor favor of information.

The draft status changed to “Signed”.

Draft No. : DFA/274759 - WV 1.0 Draft Status : Signed
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e After Final Order gets signed can be downloaded by clicking on the “Save”
button.
D QA 2 2 — |+ AdomaicZoom v CEEID)
e Final order will be downloaded and open the Document to view the DSC Sign on

the Final Order. We can take the print out of the Final Order (If required).

16) How to Dispatch the Final Order or Proceeding letter?

e After Final Order gets signed, click on “Initiate Dispatch”.
Approved Copy
e |t shows the Dispatch options dialog box. Select the “Send without follow-up”
option.
=R Tl RGPl Send / Dispatch with Follow up | Send 7 Dispatch without Follow up
e Select the Email details and give the Email address to whom the final order need
to be sent.
i Email Details o
Emails *
Subject*
eoffice training letter
% Draft.pdf
Email Message *
Plfind the attachment for egffice training letter
s
Total 1000 | 950 Character left
e Select the receiptants by clicking on “Add Receiptants”. Put tick mark in the check

box provided. Then click on “Add”.

Public € Intra eOffice

Users

Choose One -

Inter eOffice £ Other Applications

Search Here...

eoffice admin

BOVILLA SUBBAREDDY
N Guru Pratap

Guru Prathap MNeeli
Apparao S

cofficesupportome

SOPAL

K Balaji

kameswarrao

sambaiah

eoffice

soffice

SECTION OFFICER

SECRETARY

SUPERINTENDENT

SECTIOMN OFFICER

SECTION OFFICER

SUPERINTENDENT

SUPERINTEMNDENT

JUMNIOR ASSISTANT

eoffice

eoffice

GEMERAL
ADMINISTRATION

~IC

TRAINING
DEPARTMEMNT

EMDOWMEMNTS

LAVWDEPT-APSECY

TRAINING
DEPARTMEMNT

TRAINING
DEPARTMEMNT

TRAINING
DEPARTMEMNT

e e

eoffice

eoffice

ADMIN SECTION -GAD

PRINCIPAL SECRETARY

ADMIN SECTION

INFRA SECTIOM

ITSEC-Law

ACCOUNTS SECTION

ADMIN SECTION

ADMIN SECTION
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Receiptant added

Receipt No. Reply Type
&l Q ~ 1] or2 — | +  AuomaticZoom -~ & | » v i © S

Luring e upgrade or e-oTIce Trom Vb.X 10 V/.X, Several new Treaiures = (e = [Lensuese

have been added. Therefore, it is proposed to conduct a virtual FmE —

training session on the lalest version, "e-office 7.x," for all officers and T foreroad v

employees across all Zones and the Head Office who dealing with e-
office. To facilitate wider participation, only one request per unit will

be accepted to join the virtual training program, allowing more ocal
participants to benefit from the training.

The details of training program schedule are mentioned below.

2 =
3 Zone 1 and Sone I B e ]
1 Zone | and Zone 11l 26-12-2024 3:00 PM m mmm-

TRAINING
2 Zone Il and Zone 1V 27-12-2024 3:00 PM K Balsji SUPERINTENDENT ol ACCOUNTS SECTION @n ot x

3 Head Office 30-12-2024 3:00 PM

]

Therefore, all unit officers are informed to participate in the virtual << @) ®)[1e[~]
training program along with your staff who are dealing the e-office as
per the schedule.

gmail.com @ J| atm2it@gmail.com ® | aruna.mallelabtech@gmail.com ®

R Draftpdf

Email Message *
LAWDER COrT /1a/202+ ADMIN LAW. s
Digitally signed by
MALLELA ARLINA KIIMARL

View Approved Copy (RN )

Send / Dispatch without Follow up

Click on the “Send/Dispatch without followup”. Draft sent successfully.

e The Details of the final order will be stored in the Dispatch—> Issue =
Sent/Dispatched.

e e oin e

2511212024
1/181/2024 Training Letter 1034PU 1S5UE LAWDEP-EOFF/18/2024-ADMIN-LAW

If we click on Issue No,the Issue details of dispatched Final Orders will be shown.

Bl 'ssue Details

Issue No. 1718172024 Issued By Aruna kumari, ADMIN-LAW
Issued On 25/12/2024 10:34 PM Type Issue
File No. LAWDEP-EQFF/18/2024-ADMIN-LAW Receipt No.

Linked File Mo.(External)

Subject Training Letter

Draft Nature MNew Reply Type

Language English Forms Of Communications Letter
Prefix Main Category ADMIN

Sub Category

17) How to Park and Unpark the File?

e We can park the files which are present in our inbox. If action for a particular file
is delayed, such file could be parked. Select the File by checking on the Check box
in the Inbox files, Click on “Park” Option. It will ask for the Parking Due Date(Till
What time the action is delayed), Parking remarks are to be filled up and Click on
the Ok button.

send Back Mowve To w Create Part

E 3565 LAWDEP-EOFF/1 8/2024-ADMIN-LAW Eoffice Training on NMew Version 7.
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e It will ask for the Parking Due Date(Till What time the action is delayed), Parking
remarks are to be filled up and Click on the Ok button.

Parking Confirmation

Do you want to park the following file(s)?

Comp. No. | File No. Subject

356 LAWDEP-EQFF/1 8/2024-ADMIM-LAW Eoffice Training on New Version 7.X

Parking Due Date *
1242742024 (m]

Parking Remark *
Parking :es?

Tortal 1000 | 388 Character left

The Parked files will be available under the File = Parkedtab.

Parked On 1| | Parking Due Date 1} | Parking Remark | Action

5122024
| E 356 LAWDEP-EQFF8/2024-ADMIN-LAW Eoffice Training on New Version 7.X Aruna kumari, ADVIN-LAW s 04 Parking test mE’

e Select the Check box on the file to “Unpark” and Click on the “Unpark” option
and write the unpark remarks in the unpark confirmation box and will be sent to
Files inbox.

Unpark Remarks

Remarks *-

unRark testiné

Total 1000 | 986 Character left

E 356 .
I D |

18) How to close and reopen the File?
e Go to File inbox and put tick mark for that file. Click on Close=>Send for Approval

option. It will ask for the “Send for Closing Approval Remarks” to enter. Then click
on “ok”.

Send  SendBack MoveTow  CreatePart Park Close »

Comp. No.{| | File No.

E b LAWDEP-EQFF/18/2024-ADMIN-LAW Eoffice Training on New Version 7.X
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Send For Closing Approval Remarks 4

Remarks *

Taocal 10030 | 1000 Characoer left

Mote:

* Thereis no approver assigned in the section for approval of closingfreocpening
requests. Jnce approver is assigned in the section, requests for approval will be wvisible

to the approver under Approwval Reguests subr menu under File menu in the left
nawigation.

i I h
Ok Cancel
T e

The file sent for closing Approval.

b Inbox o

y Inbox

e The files sent for closing approval are available under the “Submitted File for

closing approval” Option in the“Inbox”. Approver has to close the file by clicking
on “Close” button.

e We can reopen the File by clicking on the “Reopen” hyperlink available to every
row of the file. If we click on the Reopen hyperlink, it will ask to enter the Reopen
Remarks and press “ok”. It will be moved from Closed Files to File Inbox.

Remark

@ To Issuese Ancocther

Remarks *Letter

(a0 | | Cancel
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19) How to view the Movements of the File?

e Go to the File Inbox, open the file by clicking on the File no. On the top of the row
will see the “Movements” button. Click on the Movements button, it will show
the file movement history. By viewing the movements, we can know the exact
location of the File.

ﬁ Movement = Details | Initiated Actions

File Closing Approval List / LAWDEP-EOFF/18/2024-ADMIN-LAW

Movement History

O T
K Balaji, ACCOUNTS SECTION ??Ef;m Aruna kumari, ADMIN-LAW
Aruna kumari, ADMIN-LAW 33!;?!5;24 K Balaji, ACCOUNTS SECTION
K Balaji, ACCOUNTS SECTION éijﬁfd Aruna kumari, ADMIN-LAW
Aruna kumari, ADMIN-LAW 32252';2324 K Ealaji, ACCOUNTS SECTION
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