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e-office dk fØ;kUo;u mÙkj izns’k ikoj dkjiksjs’ku fy0 ,oa lgorhZ forj.k dEifu;ksa esa fd;k tk jgk gSA   

e-office fØ;kUo;u gsrq orZeku esa izpfyr@fØ;k’khy i=kofy;ksa dks fMftVkbZts’ku ,tsfUl;ksa ds }kjk LdSu dj 

fMftVkbZt fd;k tk jgk gSA i=kofy;ksa dks fMftVkbZt fd;s tkus ds i’pkr~ mudks bZ&vkWfQl flLVe esa 

Upload/Migrate fd;k tk,xk ftlds fy;s ekud lapkyu izfØ;k (Standard Operating Procedure) fuEuor~ 

gS % & 

1. fMftVkbZts’ku ,tsUlh ds dk;ZLFky ij dEI;wVj flLVe LFkkfir fd;k tkuk% & 

i. i=kofy;ksa dks LdSu djus ds i’pkr~ Scanned image dh Departmental QC (Quality Check) ds 

fy;s fMftVkbZts’ku ,tsUlh ds dk;ZLFky ij vko’;drkuqlkj dEI;wVj flLVe LFkkfir fd;s tk;saxsA 

Departmental QC ,oa i=kofy;ksa dks Upload/ Migrate djus ds fy;s i`Fkd&i`Fkd dEI;wVj flLVe 

LFkkfir fd;s tk;saxsA 

ii. dEI;wVj flLVe] Local LAN ds ek/;e ls fMftVkbZts’ku ,tsUlh ds dEI;wVj flLVe ls dusDV jgsxkA 

lHkh flLVe ds leLr buiqV@vkmViqV iksVZ Disable jgsaxs ftldks Scanning Agency }kjk lqfuf’pr 

fd;k tk,xkA bl dEI;wVj dk ,Dlsl dsoy foHkkxh; dkfeZdksa ds ikl gksxkA  

iii. Upload/Migrate djus gsrq LFkkfir dEI;wVj flLVe esa baVjusV dusfDVfoVh@MPLS miyC/k jgsxkA 

foHkkxh; dkfeZdksa }kjk M/s Silver Touch ds izfrfuf/k dh lgk;rk ls gh bl flLVe ls bZ&vkWfQl esa 

i=kofy;ksa dks Upload/Migrate fd;k tk,xkA  

2. LdSUM Qkby dh QC (Quality Check) fd;k tkuk% & 

i. i=kofy;ksa dks LdSu djus ds i’pkr~ fMftVkbZts’ku ,tsUlh }kjk vius Lrj ls Scanned image dh QC 

dh tk,xhA   

ii. ,tsUlh }kjk QC fd;s tkus ds i’pkr~ i=koyh ls lacaf/kr dkfeZd }kjk LAN ls dusDVsM dEI;wVj flLVe 

esa Scanned image dh Departmental QC dh tk,xhA 

3. QC ds i’pkr Scanned image dh OCR rFkk Folder Structure rS;kj fd;k tkuk% & 

i. Departmental QC ds i’pkr fMftVkbZts’ku ,tsUlh }kjk Scanned image dh OCR rFkk Unit wise 

Folder Structure rS;kj fd;k tk,xk] ftls djus esa fMftVkbZts’ku ,tsUlh }kjk 24 ?k.Vs dk le; fy;k 

tk,xkA  

ii. lacaf/kr dkfeZd }kjk Departmental QC ,oa OCR gksus ds i’pkr lEcfU/kr dkfeZd vxys fnu 

Scanned file folder dks LAN ls dusDVsM dEI;wVj flLVe ls File Sharing ds ek/;e ls Migration 

gsrq LFkkfir flLVe esa izkIr djsxkA Sharing ,oa Migration ds le; fMftVkbZts’ku ,tsUlh dk izfrfuf/k] 
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Qkby ls lacaf/kr fyfidh; laoxZ dk ,d dkfeZd rFkk M/s Silver Touch dk ,d izfrfuf/k mifLFkr 

jgsxkA 

4. LdSUM Qkby dks Migration gsrq izkIr fd;k tkuk% &  

i. fMftVkbZts’ku ,tsUlh }kjk Folder Structure rS;kj fd;s tkus ,oa Migration gsrq LFkkfir flLVe esa 

Scanned File izkIr djus ds i'pkr lacaf/kr dkfeZd }kjk 2 izdkj ls LdSUM Qkby dks Migrate fd;k 

tk,xk% &  

a) Google Drive }kjk% & lacaf/kr dkfeZd }kjk Departmental QC gsrq fu/kkZfjr dEI;wVj flLVe ij 

vius uppcl.org vkbZŒMhŒ ls ykWfxu dj lacaf/kr leLr Qkbyksa dks Google Drive ij viyksM fd;k 

tk,xk rFkk vko’;drkuqlkj vius dk;ZLFky ij mifLFkr dEI;wVj flLVe ds ek/;e ls uppcl.org 

vkbZŒMhŒ ls ykWfxu dj Google Drive ls Qkbyksa dks MkmuyksM dj bZ&vkWfQl flLVe esa File 

Migration fd;k tk,xkA Migration gksus ds mijkUr LdSUM Qkby dks Google Drive ls Delete 
djus ,oa xksiuh;rk cuk, j[kus gsrq lacaf/kr dkfeaZd iw.kZ :i ls mÙkjnk;h gksxkA  

b) Migration  gsrq LFkkfir dEI;wVj flLVe }kjk% & lacaf/kr dkfeZd }kjk Migration gsrq fu/kkZfjr 

dEI;wVj flLVe ij gh bZ&vkWfQl esa ykWfxu dj File Migration fd;k tk,xkA i=koyh ls lacaf/kr 

dkfeZd Departmental QC fd;s tkus ds mijkUr Share dh x;h i=koyh dks Upload/Migrate 

djus dk dk;Z djsxk rFkk Upload/Migrate djrs gh leLr Scanned file dks ml dEI;wVj ls 

fMYkhV dj nsxkA  

i=koyh  Migrate djus dh izfØ;k ,oa i=koyh dh xksiuh;rk cuk, j[kus gsrq lEcfU/kr dkfeZd eq[; 

:i ls ,oa lEcfU/kr vuqHkkx vf/kdkjh@dksvkfMZusVj dk i;Zos{k.kh; mRrjnkf;Ro gksxkA blds vfrfjDr 

lEcfU/kr dkfeZd }kjk fMftVkbZts’ku ,tsUlh dks gkMZ dkWih esa Sign Off rFkk Undertaking fn;k tk,xk fd 

leLr Qkbysa dkWih@viyksM dj fMyhV dj nh xbZ gSA  

 

5. bZ&vkWfQl flLVe esa ;wtj }kjk File Migration fd;k tkuk% & 

1) ;wtj loZizFke Login ID vkSj password ds ek/;e ls bZ&vkWfQl flLVe esa Login djsaA  

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

screen will appear: - 
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2) Click on Receipt-> Browse & Diarize -> Electronic-> 

  

 

 

 

Now click on eFile to work on a File or Receipt 
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3) Electronics ij click djsaxs rks below page fMLIys gksxkA 

 

 
4) Diarizing the correspondence part of the file with respect to the given scanned file. 

¼LdSUM correspondence QkbZy dh Mk;jh cuk;saA½ 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.   

¼esVk MkVk Hkjus ds i’pkr~ tujsV cVu ij fDyd djsaA½  
 

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

correspondence. 
¼,d ubZ uEcj ds lkFk receipt tujsV gks tk;sxh rFkk receipt lsD’ku esa iznf’kZr gksxhA½ 

 

7) This receipt generated here will be shown in Receipt -> Created section. As shown below 

here-  
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*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. 

¼vc ,d LdSu dh gqbZ QkbZy ds lkis{k ,d ubZ Electronic File cuk;saA½ 
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9) Now fill the required field 

lHkh vko’;d Qkby gSM dks Hkjdj u;h Qkby rS;kj djsa rFkk Continue Working ij fDyd djsa 

10) In the Description write the old physical file number and its corresponding details. 

And then click on Continue Working. 

Now Click on Proceed- 

Fill the required field 
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11) Now Either Click on Green Note or Yellow Note accordingly. 

Green Note vFkok Yellow Note dk pquko djsaA 

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

moments ago. 

Add receipt cVu ij fDyd djds Corresponding Receipt dks layXu djsaA 

 

 
 

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

 
 
 

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

Green Note ds uhps Attachment cVu dks fDyd djsa rFkk LdSUM uksV’khV dks layXu djsaA 
 

 
 
 

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. 

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

you. 

LdSUM uksV’khV rFkk Correspondence u;h Qkby ds lkFk layXu gks pqdh gSA 

17)  Now file is ready. 

 

 

 


