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Introduction  

 

eFile is a workflow based system that includes the features of existing manual handling of files with addition of more 

efficient electronic system. This system involves all stages, including the Diarisation of inward receipts, creation of files, 

movement of receipts and files and finally, the archival of records. With this system, the movement of receipts and files 

becomes seamless and there is more transparency in the system since each and every action taken on a file is recorded 

electronically. This simplifies decision making, as all the required information is available at a single point. 

It envisions a paperless office, with increased transparency, efficiency and accountability of the organization. 

A revolutionary product aimed to make office work like never before in the history of Indian Governance, is based on the 

Thirteenth edition of Central Secretariat Manual of Office Procedures (CSMoP) of the Department of Administrative 

Reforms & Public Grievances (DARPG), Govt. of India. 

 

  



 

 

 
eFile Modules  

 

Different sections that constitute eFile application are receipts, files, dispatch, reports, and so on. Each section 

comprises of different links that helps the user to easily utilize the functionalities of different sections of the eFile. 

&ÉÒÓÔ ÏÆ ÁÌÌȟ ÌÅÔȭÓ ÌÅÁÒÎ ÁÂÏÕÔ ÈÏ× ÔÏ ÕÓÅ ÔÈÅ ÒÅÃÅÉÐÔÓ section of eFile. 

  



 

 

 
 
Receipts 
 

A receipt is a written document that a specified entity has been received as an exchange for services. In eFile, receipts 

are created by the CRU which is further attached with the file to get processed and approved from the higher 

authority.  

There are various links available under Receipts section which is mentioned below: 

¶ Browse & Diarise 

a. Physical 

b. Electronic 

¶ Inbox 

¶ Email Diarisation 

¶ Created 

¶ Sent 

¶ Closed  

¶ Acknowledgement 

¶ Recycle bin 

 

                 ,ÅÔȭÓ discuss the above points one by one:- 

 

 

 

 

 

 

 

 

 
 

 

 

  



 

 

 

Browse & Diarise  

 
The Browse and Diarise link under receipts section includes two sub modules: 

1. Physical 

2. Electronic 

,ÅÔȭÓ ÈÁÖÅ ÁÎ ÉÎÔÒÏÄÕÃÔÉÏÎ ÁÂÏÕÔ ÔÈÅÓÅ ÓÕÂ ÍÏÄÕÌÅÓ ÏÎÅ ÂÙ ÏÎÅȡ 

1. Electronic : In Electronic Module the browsing or uploading of the scanned document is mandatory and  

                    then the Diarisation of scanned correspondence is done. 

2. Physical : In Physical Module the browsing or uploading of the scanned document is not mandatory, only  

                 the Diarisation of the received correspondence is done for tracking purpose. 

In case of DAK that have a classified grading, proper grading levels are assigned to the DAK while diarizing 
them in case of both Physical and Electronic receipts.  

Classification levels are  

¶ Normal 

¶ Confidential 

¶ Secret 

¶ Top Secret 

 

¶ Receipt without attachment can be put in Physical files only. 

¶ Physical/Electronic Receipt with attachment can be put in Electronic File. 

¶ Physical Receipt/ Document can be attached with in an Electronic Receipt and Vice-Versa. 

¶ Also, the receipt attached with other receipts can be send to only one user at a time.  

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

¶  Browse and Diarise  (Electronic R eceipts) 

A user needs to perform the following steps:  

Step 1: Click the Electronic  module under Browse and Diarise ( ) link of Receipts section, as 

shown in Fig.eFile.1: 

 
Fig.eFile.1 

Step 2: Select the Receipt and Click the Upload File ( ) button from the Browse and Diarise  

screen to upload the scanned receipt as shown in fig.eFile.2. 

 

Fig.eFile.2 



 

 

 

 

¶ In case of Classified DAK, uploading of document is not mandatory for CRU, only Delivery mode is 
mandatory, but when it reaches to the intended recipient or at any section/officer, scanning including all 
other essential fields is mandatory. 

 

Step 3: Enter the essential details in all the mandatory fields in Browse and Diarise  Page. 

Step 4: There are 3 buttons on while browsing & Diarising the details. The buttons functionality is as under: 

Á Click the Generate ( ) button (Fig.eFile.2) on Browse and Diarise  page to generate a   
unique diary number.     

 

Á If a user clicks on Generate & Send ( ) button: To generate a unique Diary 
number and Send it  to the intended Recipient (Fig.eFile.2).  

Á Generate & Copy ( ) button: To generate a unique Diary number and creating 
a Copy of it (Fig.eFile.2).  
  



 

 

 
 

         Browse and Diarise (Physical  Receipt)  

Refer Browse & Diarise  process of Electronic Receipt except, In case of Physical Receipt browsing 
and uploading of correspondence is Non Mandatory. 

 

 

 

 

 
 

  



 

 

 

¶ Actions on Receipt Browse & Diarise  
 

       There are 10 actions provided under Receipt Browse  & Diarise  section: 

1. Receive 

2. Reply  

3. Send 

¶ Pull back : User can also Pull back the sent receipt from the intended recipient even when the receipt 

is in the Inbox of the recipient, using the Pull Back ( ) link. In case, the recipient has opened the receipt, 
then pullback option is inaccessible.  

¶ A user can forward  receipt to multiple recipients by using semi colon as separators. 

4. Put in File  

 

¶ )Æ ÁÎÙ &ÉÌÅ ÉÓ ÒÅÆÅÒÅÎÃÅÄȾÁÔÔÁÃÈÅÄ ×ÉÔÈ ÔÈÅ ÒÅÃÅÉÐÔ ÔÈÅÎ Ȭ0ÕÔ ÉÎ Á &ÉÌÅȭ ÏÐÔÉÏÎ ×ÉÌÌ ÎÏÔ ×ÏÒËȢ &ÏÒ ÔÈÁÔȟ a 
user needs to detach the referenced File. 

 

5. View  

Á Unread 

Á Read 

Á Physical 

Á Electronic 

Á All 

6. Move To 

7. Copy 

8. Close 

¶ The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to 
be dispatched first then the receipt needs to be closed. 

9. Dispatch 

10. Reminder 

  



 

 

 

Quick Actions : 

¶   Latest Remarks ( )  

¶ Reply ( )  

¶ Forward ( ) 

Refer to the Actions on Receipts section for details. 

 

  
  



 

 

 

Inbox  

 Inbox option contains the list of all the receipts that are received as an Inward Correspondence/DAK. 

¶ User has to click the Receipt number to view the receipt. As a result, the user can view the content of 
receipt along with the details. 

¶ Nature of Receipt can be verified from the character Ȭ%ȭ and Ȭ0ȭ which is written before the receipt 
number.  

¶ Character Ȭ%ȭ ÓÙÍÂÏÌÉÚÅÓ %ÌÅÃÔÒÏÎÉÃ 2ÅÃÅÉÐÔ ×ÈÅÒÅÁÓ ÃÈÁÒÁÃÔÅÒ Ȭ0ȭ ÓÙÍÂÏÌÉÚÅÓ 0ÈÙÓÉÃÁÌ 2ÅÃÅÉÐÔȢ 

 

 

The steps to view Inbox Receipt are as under:  

Step 1: Click on Ȭ)ÎÂÏØȭ link under the Receipts section to view all the Inbox receipts, by. As a result the, Inbox 

Receipts screen appears, as shown in Fig.eFile.3: 

 
Fig.eFile.3 

 
     Step 2: Select the receipt to which action needs to be performed. (Fig.eFile.3)  

     Step 3: A user can perform any of the below mentioned actions: 

There are 10 actions provided under Receipt Inbox (Fig.eFile.3) 
 

1. Receive 

2. Reply  

3. Send 

4. Put in File  

5. View  

¶ Unread 

¶ Read 

¶ Physical 



 

 

¶ Electronic 

¶ All 

6. Move To 

7. Copy 

8. Close 

9. Dispatch 

10. Reminder 

 

 

Additional Actions:  While opening Electronic / Physical  receipt a user can view 4 additional actions            

including of above actions as highlighted in fig. eFile.4 

 

 
Fig.eFile.4 

 

 

a) View Draft 

 

¶ View Draft option is available in Electronic Receipts only, as in Physical receipt it is directly dispatched 
to the concerned authority or to the CRU section. 

b) Movements 

 

c) Attach File  

 

d) Attach Receipt 

 

     Quick Actions: (Fig.eFile.3): 

¶ Latest Remarks ( ) - Shows latest remark given on any particular receipt. 

¶ Reply ( ) - It facilitates the user to reply to the sender of the receipt. 

¶ Forward ( ) - Forward a particular receipt to one or more recipient at a time. 

Refer to the Actions on Receipts section for details. 

 



 

 

 
 

 

Email Diarisation  

 
During Email Diarisation, email should have been sent to the eFile from NIC Email. User should select the email from 

NIC Email inbox and Select option Move To eFile button.  

To perform Email Diarisation to eFile process, user has to perform:  

            Step 1: Click the NIC email link, as shown in Fig.eFile.5: 

 
Fig.eFile.5 

As a result, NIC email opens. 

 

Step 2: Select the Receipt which needs to be moved to eFile Application.(Fig.eFile.6) 

 
Fig.eFile.6 

 

 

 

 



 

 

 

Step 3: Click the Move To eFile button to move the selected receipt to eFile application.(Fig.eFile.7) 

 

Fig.eFile.7 

As a result, sent message appears at top (Fig.eFile.7). 

Step 4: Click the Home link  to move to the Home Page of eOffice Portal, as shown in Fig.eFile.8: 

 
Fig.eFile.8 

 

 

 



 

 

 

Step 5:  As a result, Home Page of eOffice Portal .Click the eFile Link to move into eFile Application (Fig.eFile.9), as 

a result, eFile application opens as shown in Fig.eFile.9 

 
Fig.eFile.9 

 

Step 6: Click the Email Diarisation  link and then click the moved receipt from the NIC eMail Section to diarise it 

(Fig.eFile.10). 

 
Fig.eFile.10 

 

 

 

 

 

 



 

 

 

Step 7:  As a result, Diarisation  page appears. Diarise moved Receipt and click the Generate Receipt (

) button (Fig.eFile.11). 

            

 
Fig.eFile.11 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

Created 

 
Created option contains a list of all the receipts that has been diarised by the user but not being marked/sent.  

The steps to view created Receipt are as under:  

Step 1: Click on Ȭ#ÒÅÁÔÅÄȭ link under the Receipts section to view all the created receipts, by. As a result the, Create 

Receipts screen appears, as shown in Fig.eFile.12: 

 

 
Fig.eFile.12 

 

     Step 2: Select the receipt to which action needs to be performed.  

      Step 3: There are 5 actions provided under Created Section of receipt: 

1. Send 

2. Put in a File 

3. Copy 

4. Dispatch 

5. View 

Á Physical 

Á  Electronic 

Á All 

¶ If user wants to dispatch a receipt from the Created section then the receipt will first move to inbox of 
that user and then from there, it can be dispatched. 

 

 

 

 



 

 

 

Step 4: While opening a Created Receipt, below highlighted actions (Fig .eFile.13) can be performed: 

              There are 9 actions provided when opening up a Created receipt (Physical / Electronic):  

 
Fig.eFile.13 

1. Send  

2. Put in a File 

3. Copy 

4. Dispatch 

5. Details 

6. Movements 

7. Edit  

¶ Editing of the metadata is possible after every movement of the receipt, except, Received Date, 
Diarised Date, Letter Date and Delivery Mode. 

8. Attach File 

9. Attach Receipt 

¶ Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa. 

¶ Also, the receipt attached with other receipts can be send to only one user at a time.  

          

                                                                         

 

 

 

 



 

 

 

Quick Actions: - There are one useful link given under Created Section of receipt: 

× Delete ( )- Deletes the selected receipts, as a result deleted receipt moves to Recycle Bin section of 
Receipts. 

 

Refer to the Actions on Receipts section for details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Sent 

 

Sent option contains a list of all the receipts that are sent as an outward correspondence .  

 

Step 1: Click on Sent link under the Receipts section to view all the sent receipts. As a result the, Sent Receipts screen 
appears as shown in Fig.eFile.14: 

 

 

 
Fig.eFile.14 

     Step 2: Select the receipt to which action needs to be performed.  

     Step 3: A user can perform any of the below mentioned actions: 

      There are 4 actions provided under Sent Section of receipt as highlighted in the above Fig .eFile.14 

1. Send 

2. View 

3. Copy 

4. Reminder 

 

Step 4: While opening a sent Receipt (Physical), below highlighted actions (Fig .eFile.15) can be performed: 

 
Fig.eFile.15 



 

 

 
 

There are 5  actions provided while opening a particular Sent Electronic Receipt (Fig.eFile.16) 

 

Fig.eFile.16 
 

1. Send 

2. Copy 

3. Details 

4. Movements 

5. View Draft 

Refer to the Actions on Receipts section for details. 

 

  












































































































