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Office) & Tdegyr Felve Rreronagay wfaa fvar srar ¥

AT WD g AT FAAd waree uhear & sfeataa for-Adut &
T & Fhes WEell @ e-Office res & Upload/Migrate fsar Swom|
Heleedd . gamafY

fAg e (amode wa weme)
Solo Ure} URRIE o
AL -Sotrotroqge wd uflio-01/W@fA/ 2024, AT

vt fRAe=ffa o gaard v yaas mdad & o

1. FEmey, 3o¥e Uragy WA oo, ATk Haa, TWAF & Hel Hawadi

2. UgY A2, So¥e qray wRaNAF fe, A ¥a=, wwas & @Wel yadieard|

3. vaey A, ydtua/acmigw/ cftorgd/ o, Rgg fAwo s
foro /5E, AT /HWAF /IR /AIS/FAGI|

4. U (Fowe wa wemo/fam/fRAaRur/aifOsa/3$edo saotalle), Folo wray
FRURA fore, Afs sraa, @S|

5. Faed fARus, gahud/ avaras/gfRvnae/affmiae, g RaRor Bem @y
HEP!, AP/ TGAS / AT /FS /AR |

6. AR HRFEY, Soge WA FIWNA o, AT waw, T@as|

7. ¥R wRa (waa/fdg/adm), Soue war sanee e, afts Haa, awas|

8. ¥HEd AT™ IHiWFear xderor  Hidmear,/HfQard #fFgear, sowe waw
TR Tovo, Afeh sraat/efes oo RAgar, awas|

9. ¥FFd #ATT Jfgedr, gdwe/Fwaigds affvrad/ofimee, fga e
o e /demnl, arrorlt/ wEEs/ IR /ARG, wER|



10.

11.

1.
13.

14.

15

16.

AT ATT FAFTLTD/AGTIETd, Sofo QAT AR foyo, e swa'w/-
Ufih Had AT, FE@a5|
TAE §g% SR/ wfassgee 3fRed, soue g wraRya e, ufs

sae /AT Haa-RAEaR, JTE@as|

FFeA JiRd, So¥o TR HIAWEA o, ATk o, F@AF|

FFEA  whug, qalegd/acard aRvrad/aRmTe Oga e e
oo /&EpY, AAIRR/FWAZ /3R /S /FAR |

HAET 30 #TT WUl afs safRed/swRel/ geas s,
Zofe Qray HRURRNA o, AfF waw / ufv waw Rk, Fwas

FdteToT FRTEA (3ME08N0-11), So¥e WaR FIURYA fovo, ATF waa-Rw,
TS |

QUARAAYTE], SoWo Way WIURASA e, AfF daa, a@as|

T
e
(ol gae)

HYehd Hi¥a (Sore ufdo vd &)




Standard Operating Procedure
e-Office

File Migration Process



Standard Operating Procedure

for Migration of Digitized file on e-Office
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Upload/Migrate faar Sirem fmrss o wma warer ghpar (Standard Operating Procedure) e
3.
1. fSRIeTEom ot & prier ® Fraer Rieq verfde e s —

i. Al B ¥od o B UM Scanned image ! Departmental QC (Quality Check) &
WWWW$WW@WW&WW%W|
Departmental QC U4 WalTaferdl @ Upload/ Migrate & & ford YUY HrYeR Ry
R 63 i |

i, HYER ey, Locan-ANthﬁ%ﬁas‘aﬁm@wﬂ%fmpﬁqmﬁm
¥ | W e & w gge / TSTYE UIE Disable & R Scanning Agency ERT
g faar s |

fii.Upload/Migrate 3% vq % 7ex Rieed # gevic H9ReRidl / MpLS Sua T |
femft @it &RT MJs Silver Touch & SRR 2 werar & 2 7N Rvew 9 ity
# Uaaferdt B Upload/Migrate R e |

2. TS BI3d @ QC (Quality Check) 5T ST —

i T ERTQC 5 W @ e werEd & waR ai T fFI99R Departmental
QC @ W) |
a)  SosowoFI0fero (ReTer) vy —
F. WA PRI R W Centralized LAN B H12/ § 33 gV &, I e Red
A fSWeIgole™ TORil ERT Departmental QC & WivedWR &) gvetal fbar o |
W, ¥R AT GRT Departmental QC 3q AT @It ) g oo BT Al
FR TG G iTolo TR ST | Ry T et BRT witedR W S
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wraex R ¥ @i $¥ Departmental QC B SR
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3. QC® UTAI Scanned image ® OCR T Folder Structure GaR {&a1 ST —

i, Departmental QC @ ugad fReEoe ToIRll ERT Scanned image @ OCR T Unit
wise Folder Structure R f1 Sre, R & # RfSerdore worll &R 24 60¢ @l
FHY foram Sy |

i, <dfg @IfE GRT Departmental QC 7@ OCR B @ Team orTel fat feuiierdomr wre
TR O B Scanned file folder B LAN A &vdes HRey RieeH H File Sharing & AEGH
3 Migration & %enfia Rieed # Y@ S| Sharing U4 Migration & ¥4 fefrergorem
vl @1 TR, Bred ¥ Hdd eiffie U Mis Silver Touch 1 Uo yfafAf saferd
M qAT Bee @ Gaid e grT FeiRa weu ® RReEeeE iRl @l sign off
fem Sy |

4. TS WIge B Migration 8q K foar &L —

i RRfeESEE TR §RT Folder Structure 3R {3 W T Migration 8 wfid RiveH 4
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eSS T AT SRR TR SURYd dRgex RIeH & AI U uppel.org
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b) Migration 3q i awyex Ried gRT: — Wafid HIf¥@ R Migration ¥g MEiRT
Freqer Reed W &) §-oiffher § i ) File Migration a1 STQT| wael |
g ®fF Departmental QC 58 W & SWIT Share @ T wAEc B
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Pl 39 FFYR 1 Refle F Q|
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FIAH FE Y 0 77 TRIT FTIT OB,/ BN @7 7daerofiy Gecearfied s/ §v@
FARTT FEIRT FHF GIT [forersaarT vl @1 &78 @1 # Sign Off 77 Undertaking
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5. $—3iffthw e # Yok §RT File Migration a1 WL —
Step-1 guiR FdUH Login ID 3R password & A7 3 3-aiffth Rived ¥ Login & |

After Jogin from your respective credential (User ID: [SAP ID] and Password) the below

screen will appear: -

Ne Record Found

» FIRST FiN FILE
SHAIL LD Ehadh FENANCE FNANCE ON 22062024

L e

¥ Recived Letter's by E-mail
BRA DR{bea ) SEHERE SCHEME QN 26406/ 3604

* RECRUITMENT
SHATLLDCFha]-FINARCE FNANCE DN 17062014

¥ testing
satiys ON 18A06I2024 15-06.21 At

*Test and tralning
MANDY ON 22005/ 2024 100535 AM

R AN G

test

Step-2 Now click on e-file to work on a file or Receipt
B vd Rife @ Gdfta st 8 3-Rd W s & |

a. Click on Receipt-> Browse & Diarise -> Electronic
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b. First Diarize the Note sheet and then diarize the correspondence with
respect to the given scanned file.
FAye Al Tvd ARl B S §H |

¢. Click on upload button to upload to old scanned note sheet pages,
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1. Using Inbuilt eFile Noting Editor

d. After filling the Meta data in (Forms of communication, Dclivery
Mode, Name OR Designation, Address then Category and Subject)
click on Generate.

T BIET %R & U¥EN WFive 9eq TR fddd @ |



e. The receipt generated will get a new receipt number in respect of old
scanned Note sheet.

U T8 TR @ W receipt RS & WA T receipt VI H T&Ad g1 |
f.  Follow similar above steps a to e to diarize the old scanned correspondence pages.

SR AR ato ¢ G YA &% [/ WS THAER] B receipt T |

g. This receipt generated here will be shown in Receipt -> Created
section. As shown here-

SRe @ T Receipt -> Created scction # T&Rid 21|

SR WA T R SN Y ® T eilffire - Receipr Creaned x + - — =} e
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Totnl Recards: 4 ok e 0

[ copyrign @ 2032, ceagnes and devsioped by NIT.

Step 3-
a. Now we will create a new file with respect to our old scanned
physical file to upload in our e-Office portal.

I TP XD BT g FEA S ANE UF T3 brgel 1 |




After that for Creating a file, Click on File -> Create New OR Go to shortcut menu File -> Create

& (0 Whakitpn P G eOitiee - Feceipt Craated = + - =] =
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b. Now fill the required ficlds in above screen while in the description
write the old physical file number and its corresponding details. Then
click on Continue Working.

j,j TS BIS 28 & WAy FA Biger dIR G a2 Continue Working I faaid
|



¢. Now click on proceed button —
39 proceed e W {dddH BV |
v T Whatstgp * f_,; eliffice - M File " 'y = i ] x

- C %2 trgeofficeradtelin/efile /e ireste e O O

£ Type heve to search
Step 4-
a. Now click on green note.

Green Note &1 F71d & |
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b. After clicking on add Receipt button — select the note sheet receipt and
then Corresponding Receipt, you have diarized and after adding
remarks click on attach.

Add receipt 9¢ X fieie & 7@ § SrwEy @ ) W Aedie wd wER 3 FEe
7 3Ch B |
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S Type here to search

¢. Now write the following details in the Note#l: -
Aedie & Yo g8 R 714 GEan sifda -
1. Old Note Sheet — No. of pages (1 to N)
2. Old Correspondence — No. of pages (1 to N)
3. Dept. QC done by: Name (Designation), SAP ID
4. Dept. QC date: date of QC done.
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d. Now link the “Old note sheet” and “Old correspondence™ text with
uploaded note sheet & correspondence by referencing.

“Old note sheet” 3k “Old correspondence” wsi @1 3els 3t 1) Fredie vd
Correspondence & @ie referencing & #rega 3 e & |
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¢. Send the file to reporting officer then reporting officer will send back
this file and Note#2 will be generated.
Tl Bl A FriEs SfRE @ U o dovan friae afer gr g wee g
& & gear Note#2 Generate &)
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f. Now file migration is successfully completed and next note can be
started from Note#3.
R g=mEel i w0 Qg3 F wafia @ el € ) sren e v @
Note#3 31 URH &N |



