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Stan Operating Procedure
for Migration of Digitized file on e-Office

e-office ®T fhATaT TR YW TR HRUNIA folo Ud Hegad! fdaRor dwf-al # & S @ & |
e-office FRITRIM B aaAM # Yaford / forameliel wamaferal @1 fefrergored goif~aal & gRT Wbl
fefSrergar fbar o @ 21 wEfedl o SRy by 99 & uwarg Sdl 3-3fifhd Rwed ¥
Upload/Migrate f1 STem @ fordl Ae w@rerd Hidhar (Standard Operating Procedure) fad

g -

1. fSfergeie Torl & Hrived IR Hryex Red weifie foban ST —

TATaferdl B Wb B & UgArq Scanned image @1 Departmental QC (Quality Check) @
for) fEfoTeTSore GOl & BRRIA W AEeIGagaR drges ReeH a6l SR |
Departmental QC Td waTaferdl @l Upload/ Migrate &+ & foRl Jurd—gord drery e
RO fohd TR |

ii. HeY ReH, Local LAN & A1 ¥ fefiegored tomll & drer RRed 9 drae & |

T Red & A gTYc / 3M3cyc UIc Disable &% forea! Scanning Agency gRIT ﬁﬁﬂ%‘d
fehaT ST | $9 PSR BT TR dhadl [T I & 91| 81T |

Upload/Migrate &%+ &g ¥fUd $#ex Red # gewic drfdefddl / MPLS Sudel & |
fomfia wifffel gRT M/s Silver Touch @ i @ Terar @ 8 39 Rreq 9 s—3iifh
TAmaferl @ Upload/Migrate fdam SIgm |

2. e Wgd @ QC (Quality Check) fdar ST —

UATAferdl B Wb H & UTAN [SRICTgoie Yol=dl RT 310+ WR ¥ Scanned image @ QC

@l ST |
Toil §RT QC {6 WM & Uwdrq Uaaell | |add dide gRTLAN 9§ $ridcs $Rer RReH
# Scanned image @' Departmental QC @I STU |

3. QC & y¥dard Scanned image @ OCR @1 Folder Structure TR fohar ST —

Departmental QC & T¥ard fSfergoeM to=il gRT Scanned image @ OCR @21 Unit wise

Folder Structure dIR f&ar STem, S/ & ¥ fSfTegoie Tor=il gRT 24 v BT q9Y form

ST |
WIRd dIHe §RT Departmental QC Ud OCR BW @ U¥AId WHIMId BIH® 3Tl o
Scanned file folder 1 LAN ¥ @dcs &*Jcy RI¥CH ¥ File Sharing & AEgH ¥ Migration
2 WU RREH H YT S| Sharing Td Migration & 90 TRTeTgoled Yol &1 Ui,
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BIsd ¥ FefRrd forfiay dat &1 e wifid dem M/s Silver Touch &1 Ua ufafafer SuRerd
R |
4. %8 I3l B Migration 3q YIS febar ST —

i. fSfergor ol §RT Folder Structure TR ) WM Td Migration & ¥emiud Red o
Scanned File U< @9 & T¥aId Gafeld BIH® §RT 2 YR A To~s BIsd d Migrate foar
ST —

a) Google Drive §RT: — {afId FIad gRT Departmental QC =g FERT $7ey Riweq W
39 uppcl.org 3TgoSlo | AR TR AT TR Wil @1 Google Drive TR 3fTelrs fhar
ST AT ATTLIBATTAR 30 BRI TR SURYT FWYey [weq & A1egq ¥ uppcl.org
IMgoSlo W AMF TR Google Drive I HIScll B SETS ax -3y Rieed # File
Migration {3l ST | Migration 89 & SWRINI s BIsel dI Google Drive ¥ Delete
R TG MYAIIAT 9910 I g el Piffies qof wU | SRERT 81 |

b) Migration =g fUd F*Ycy ReeH gRT — HaRd &Ifd §RT Migration 3 HeiRd
Hrge] RReH W 8 3—afffhe H S &R File Migration a1 SITQHT | w3Taell | Hafdrd
1% Departmental QC {53 WM & SR Share @1 T W=dell @ Upload/Migrate
XA FT B B qAT Upload/Migrate @xd &1 % Scanned file &1 S9 &/ ¥
f$efie B < |

gFrge] Migrate v @) FIBaT U9 GAMac] @ TTHIT GV V6T &G GRIRIT Bidw FE

w7 @ U7 GERIT AT RSB B @1 AT Saraa ) §9% JfaRdd

THIRIT FIHF GIT [SToreigaerT vawi & 816 @141 % Sign Off @7 Undertaking /a7 @i /&

T BTSSP/ SIS B fSefic BV & TE &/

5. 5—3iifhd A # JoR g File Migration f&ar ST —
1) IR FaYLH Login ID 3R password & A ¥ 3—301hd RIFeH H Login & |
After login from your respective credential (User ID: [SAP ID] and Password) the below

screen will appear: -
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Railtel Corporation limited
Government of India

A+ AA-(Q)
Set Status E Busy ‘ idd MeTING ‘ ﬁ TEA BREAK ‘ X LUNCH BREAK ‘ = OTHERS ‘ @ TIMELINE sgngs Lo?om

pPHUCO

weo

Mo Record Found

Receipts

Y FIRST FIN FILE
SHAIL LDC(Shail)-FINANCE, FINANCE ON 28/06/2024

¥ Recived Letter's by E-mail
IRA DIR{lra)-SCHEME SCHEME ON 28/06/2024

}RECRUITMENT
SHAIL LOC(Shail - FINANCE, FINANCE ON 27/06/2024

r @ !
wCo:

.
Notice Board

No Record Found
aaditya ON 14/06/2024 11:06:21 AM
. n' Directory
} Test and tgining .
Now click on eFile to work on a File e Receipt 3 vC Room

}test

2) Click on Receipt-> Browse & Diarize -> Electronic->

eOffice eFile 725 ' N .

= DASHBOARD  View RECEIPT Create  Inbox Sent  Advance Search ALE Create m Sent  Advance Search \ Sent Returned  Advance Search

ﬂﬁ Receipt
\
< )]

ck MoveTov Create Volume Create Part Park Cose~

SentOn || | Read On 1} | Due On 1} | Remarks

»

11}

=)

R

G & B

«t“) »\@

m Copyright © 2022, designed and developed by NIC.

Total Records: 0
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3) Electronics W click @ @l below page fS¥wi &1 |

f' eFile 739 = o n SHIVANI
gu@:rwlp;g 271k 7o a4 e CHAIRPERSON (Shivani) - Ofo CP
DASHBOARD  View RECEIF 7 Create  Inbc: Sent  Advance Search ALE Create  Inbox Sent  Adwvance Search ISSUE Sent Returned  Advance Search
m Q ‘If 1| of18 - + CrTE I - » @ Electronic () Physical
H Diary Details
M Diary Date- Forms Of Communications * Language
{ §75i | 26/06/2024 N Letier A English LA g
Received Date Letter Date Letter Ref. No.
= 28 o B dd/immiyyyy B
Delivery Mode * Mode Number- Sender Type
{ 2 By Hand x| v Choose One ™
4
bd VIP
H - H - H Choose One v
e Steps to Add Hindi Noting in eFile
4 Contact Details Add to Address Book
i""? Min./Dept./Others
Winiszoegf Ll Aviation @
:m Name " Designation
] ARYENDRA OR | CEO
a Organization
i
Mobile Email

Address *
LKQ

P

, Gene rare & Send | Generate & Copy
ty/D

BPyright € 2022, designed and developed by NIC.

1. Using Inbuilt eFile Noting Editor " Ter—
4) Diarizing the correspondence part of the file with respect to the given scanned file.
(%€ correspondence WIgdl @ SRR @91 |) Click on upload button at the top left corner
for uploading the correspondence part of scanned file.
5) After filling the meta data (Forms of communication, Delivery Mode, Name OR
Designation, Address, Category and Subject) click on Generate.
(HeT STeT MR™ & ¥l SFRe 92 W foeld & |)

6) The receipt generated will get a new receipt number in respect of old scanned
correspondence.

(T 3 7R @ W1 receipt TFRC & SR TAT receipt W®RM # yERid arf )

7) This receipt generated here will be shown in Receipt -> Created section. As shown below
here-
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v @ (10 Whatstpp % (@ eOffice - Receipt Created X o+

&« c 25 trgeoffice.railtelin/efilef#/receipt/created?params =W3sib2Zm c2V0ljowl CJs a1 pd Cleh TAsIm SyZGVyQnkiOiljcm Vhd GV T24iLCkaXJIY3Rph 24i0UERVNDInOseyd.. % ¥ D e

§®fnﬁcm{e" eFile ‘35 ) n upp(tizt(:mmladmm

IN3-ADRAIN

DASHBOARD — Wiew RECEIPT

IE Sent  Returned Adi

Rerni=t

2000712024 .
03:41 PM

skl < @ inl[10]~]

B copyrignt @ 2622, designed and developed by NIC,

R Type here to search
v @ (10 Whatsipp X @ eOffice - Receipt Created X ar

25 trgeoffice.railtelin/efile#/receipt/created?params =W3sib 2Zm c2V0ljowl Cls a1 pdCl M TAs m SyZGVyQnkiOiliemVhd GV T 24iLCJkaX )Y 3Rph 24i0IERVMDInOsey).. % ¥ 7} e

2 UPPCL.local admin
‘ 9 nu;-pa_.;m )

HBOARD  Wiew RECEIPT Create  Inbox rch ISSUE Sent  Returned  Adva rcl

Putin a File Copy Generate Acknowl 58 e Ul SelectUser -
P,!-
7

. 20/07/2024 -
E 1780 1780/2024/UPPCL-HO ak Finance, Budget, Cash and Accounts  aman 0341 PM
{1l |
(2]
-
2
X
=

Total Recards: 1 i »liml[10]v]
m Copyright B 2022, designed and developed by NIC,

£ Type here ta search ¢ i 7 £ 37

(AN N=]

*here our work of uploading the scanned old correspondence is over.

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

(319 T Wb Bl TS Blgl b AU Ud g Electronic File 991 )
After that for Creating a file, Click on File -> Create New OR Go to shortcut menu File -> Create
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v @ (O Whatsdpp x (@) eOffice - Receipt Created x  + = X

< C 25 trgecffice.railtelinfefile#/receipt/created?param s =W3sib2Zm 2V 0l jowl Cls W1 pd Cl6M Tasl m 9yZ GWyQnkiOijem Vhd GV T 24iLClkaX IV 3Rpb 24 OUERVNDInOsey).. 2 i} e

26 n UPPCLIocal admin
en - -
A 9 UPPCLLOCAL MIN

HBOARD e RECEIPT &l A el Create 0% Sel A g= ISSUE Sent Returned Adwvani

Putin a File Py a cknowledgemean Recei Select User -

Foma. o T g St b .

File ) 2072024

Finance, Budget, Cash and Accounts  aman

03:41 P

Fa

[

E

"

B Ko

# <n> #wl[10] ]

M Copyright © 2422, designed and developed by NIC, -

446 PM
20

hed ¥ eOffice - New File X +
- C M 23 trgeoffice.railtelin/ef

C@fflce oFile 733

DASHBOARD  View RECEIPT Create  Inbox  Ser  Advance Search

Bl Nacure: @ Beconc

Physical | Type: ') NON SFS

I:',:.:a.:.s_ -] { 15-Demo -[  Croose One v [l Croose One v [l 2024 E3 -ﬂ
Subject
Description
Hands on Training Dame File
Fill the required field
Main Category Sub Category
‘ Finance Budge: Cash and Accounts * | v | | Adminstrative approval and technical sanction X | V
Other Details
Remarks
|| hemaria
Previous References. Later References.
Language
Engian x| v
—

BB comyrighe © 2022, devigned and deveioped by NIC. o

H Piperecosearns NEE D B R YN GGG KN AR D R ~w G 0t O @
9) Now fill the required field
T 3MaLISG BIZA 28 Pl WA T Bl dIR T @ Continue Working TR fded o
10) In the Description write the old physical file number and its corresponding details.
And then click on Continue Working.
Now Click on Proceed-
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v @ (O Whatsdpp ¥ (@ eOffice - Mew File x 4+

< Cc 23 trgeoffice.railtelin/efile & file/create

File Mumber will he generated (Number generated will be final
and cannot be edited).Da you wish to

£ Type here to search

11) Now Either Click on Green Note or Yellow Note accordingly.
Green Note 31257 Yellow Note &7 19 & |

12) And on Right Side Attach the Corresponding Receipt you have diarized just few
moments ago.

Add receipt 927 TR fdd HRa Corresponding Receipt @1 el ™ & |

~ & (9 Whatsdpp x @ eOffice - Welcome to eOffice & X + = XK

23 trgeoffice.railtelin/efile #Aile Aiew/FRLTTRGO 000002054 PriewP aram =eyJkb 2N 1 bW udElkljoiRUM VFRSRzAw D AWM D hwNTQIL Clip 250Z¢h0ljoiQ 1vsUkvOY., T @ ¢ Im) e

RECEIFT

Mowement | Details

E Comp.Na: 2054 File No: A-17/1842004UPFCLHO BT

EE

Ha Recordis) Found

]

B

~8

¢ B M B

[ Copprigh 2 2022 designed and devemped by HE. .

] £ Type here to search ¢

13) After clicking on add Receipt button — select the receipt you have diarized and after
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adding remarks click on attach.

~ @ (N Whatstpp x @ eOffice - Welcome to eQffice & X + - X
<« c 23 trgeoffice.railtelin/efile#Aile Aiewy/FRLTTRGO 000002054 PviewP aram =eyJkb 2N 1 bW udElkljoiRUM YFRSRzAwhd D Awhd D hwhTQIL Clip 250Z¢h0ljoiQ Vs UkvOY.., 0% & ¢ o} e

Vear * 2024 Search Here Selected Receipts) .l
e (o[ [aie e )
720 ok E 17 k.

50 1TEOIDILUFFCLHD

17E02024URRCL-HD

“|[RIEPIPI0E] | | Total Selected Records 1 =</ @7 FIE~]

arks "
il Add remarks

Taual 1000 | 993 Chamciey

Activate Windows
Go to Settings to activate Windows.

£ Type here to search

14) Here as we can see there is Attachment button given on the Noting side

Green Note & 19 Attachment 9 &1 ¥l &Y TAT Wb AICHIC DI Gl & |

~ @ (B Whatsdpp * @ e0ffice - Welcome to eOffice & X + - x
<« [&] 23 trgeoffice.railtelin/efile#ile fviewy/FRLTTRGO 000002054 PviewP aram =eyJkb 2N 1 bW udElk joiRUM YFRSRzAwh DAwh D hwNTQIL Clip 250Z¢h0ljoiQ 1vsUkvov., b & ¢ Im) e

RECEIFT  Create | Inboz | S ’ 5 3 ox | S Searc Sent  Returned
Ef] Details | Draft~  Edit
E Comp.No: 2054 File No: A-17/184/2024-UPPCLHY
@ [ NG
& s 8 7 U 5 == am -5 mm HoE- -0 x %X a-B ul
m
i - ¥ E  Engish - Fomas - undefined 1dpt Line Height Mg Recordisi Found
]
A2
¥
=
=il BIE
] Add Receipt
e
P &

[ Capyrighi® 2023, designed and deve aped by NIE.

£ Type here to search

15) So, here we can attach our noting pdf of the respective scanned physical file.
And for the scanned Correspondence pdf you can attach using the same button.
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@ open b4 _ %

4 B > ThisPC > Desktop » ~ O Search Desktop -]
Organize = New folder = O @
A Hame Date modified Type
# Quick access
t F19/2024 10119 A0 File fold
B Desktop PR feraer .__
3 TID'S FOLDER /872024 5:25 PM File folder More w
Downloads = . "
h 11909 /472024 4:19 PM Microsoft Ed
o . & anushaan_niymanali i e E Comp Mos 2025  File No: A-27013/52/2024-UPPCLHG  [E RGO
scurnents : Mg UPPCL 10-06-2024 641172024 0,18 &b Microsoft Po
=) Pictures @ eOffice VC Dir TUPPCL 6/19/200412:17 PM REERZIN W 21 of correspondences (Toc)
Captures [ kapil 74472024 3:10 PM Micrasaft Ed
ppt [ KC resume (1) 7472020 2:56 PM Micrasaft Ed u -
N— ATTENDANCE 7972024 1048 AM Micrasaft Bxi o Recordis] Found
TS FOLOER 37 MPR. For the Month of JUME-2024,UPPCL..  7/2/2024 11:33 £ Microsoft W
£33 MPR. For the Month of M&Y-2024UPPCL .. 7/3/2024 11:20 1 Microsoft W
@ OneDrive [ Payment Receipt 6/28/2004 11:30 &M Microsoft Ed
@ Sample 74572024 11:25 &M Microsoft Ed v
@ OneDrive - Persor
v € >
File name: [| <] |custom Files v
< '

B copyright ® 2422, designed and developed by NIC,

v @ (0 Whatsdpp % (@ eOffice - Welcome to eOffice & X + = X
<« c 23 trgeoffice.railtelin/efile#file friew/FRLTTRG 0000002054 PviewParam = eyJkh2M 1WA UEIK]joiRIMYFRSRz AWM DANWMDIWNTQILC)b250Z2Xh0ljoiQTvWsURVOY.., F @ D e :

RECEIFT 2 s 3 ar Sent  Returned

Mowement | Details | Oraft - o success
Successfully sttached

..

UBFCLIecaladmin, 2006712024
URPCLHEAD QUARTER. 0505 PM

172002024/ IFPCL
Ho

Formats - | undefined Ling Height o

English a

Hello

TmoRDs

documentidipef G achment

BB copyihi 8 2022, designed and develaped by M.

L Type here to search

16) After clicking on attachment select the respective scanned file that will be provided to
you.

=S AIcHe qA1 Correspondence T BTl & A1 |l &l ol 3 |
17) Now file is ready.
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