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(i) Steering and coordination of implementation of e-Office in their respective Unit.
(ii) Provide the necessary assistance in infrastructure assessment, data collection and

its vetting.

(iii)  Ensure that email /IDAM accounts are created for all users in their Units.

(iv)  Identify the Content Manager who will be responsible to upload the content in to
the relevant folder of Knowledge Management System and ensure that the latest
version is updated in Knowledge management System, Master trainer in their
respective Unit.

(v) Identify the type of files along with their metadata like File type, owner, unit etc.

(vi) Identify the categories and subjects that will be moved to eFile in a phased
manner.

(vii) Ensure that the Documents for the Central document and Knowledge repository
are uploaded by the identified Content Managers.

(viii) Identification of documents for Digitization.

(ix)  Categorize the documents which should be made searchable (OCR Files).

(x)  Verify that the Metadata is captured properly and pasted over the file and a copy
of same is placed with in the file before handing it over for digitization.

(xi)  Numbering of the pages is done properly through automated machine.

(xii)  Verify the quality of the scanning and digitization work done by the agency.

(xiii) Provide work completion certificate to the agency against the digitization work
done in their unit.

(xiv) Any other work required for the e-Office rollout.
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