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eFile Procedure (For theifiricts Of Govt.of West Bengal) for
handlingFiles/Receipts

1.0: Go toyour district eOffice siteapceoffice.wb.gov.in).By typing this URL at the address bar of the
updated Mozilla Firefox dnternet Explorer browser.
1.1: Login to youreOffice account by using yo@ov.in mail id and passwordo login to the system.
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Password

Use yourappropriate Login ID lognD eric
BLog Click on Login Button

Provide your relevant Passwori
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Click for
eFile

1.2: After login to your account, Go the File Management System option at the {efind side of the
page & click on it for-€ile.
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Search... (Minimunn three characters are required) p Advanced Search v

#  Directory  Whom o Contact Employee Services  Division Quick Links

Dashboard

Dashboard
Messages
Shared Documents

Alerts

FILE & DOCUMENT SERVICES

_> File Management System

MIS Report

Knowledge Management System
HR SERVICES
Employee Master Details

Payslip

[EOFFICE SERVICES

nuuce ol HE B TR

»test B yfiliated college S TR,
leoffice] g Piad

» Circular 5]
LA ICE{None) on 05/05/2017 HELP NE TO

» PDF-of DOLLY B 5 Download Manuals

DOLLY{ORGANISATION SECTION|DTE}) on 05/05/2017 o Apply for MHA ID Card

» PDF-SAMPLE ]
LADTE{None] on 05/05/2017
» List of Holidays %] DOWNLOAD FORMS
—————
LA DTE{None] on 05/05/2017
»test i}

LADTE(Nane) on 05/05/2017

+Docs 2}
&0ffice Adminiztrator{DemoServer) on 04/05/2017

EMPLOYEE CORNER

Quote of the Week: ——————————

Itisa veryfunny thing about life; if you refuse to accept anything but the best, you very often get it 1 Birthly Wiches
- William Somerset Maugham

o Superannuation

» Joined Today

EVENTS Q NEWS E]

NEWSLETTER

No News Available
No Event Available No records found

» mare

ERIC ¥ Logout

Click for
email
Diarization

Gallery
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2.0.Receipt Creation:

2.1.Click at the Receipt section for theeation of receiptat the bottom left side

= eFile version 55 Search

Date Range : 18/08/2014 To 11/10/2017

~

ADAM DIR(ADAM)(DTA) ~

e D @ @

Receipts I =

} Browse §Diarise
» Inbox
» Email ion
» Createl

» Sent
» Clos:
+By[Me

» Acknowledgement
»Created
»Sent

» Recycle Bin

» Initiated Action

Files =
Migrate File 53]
Dispatch (3]
Dsc =
Settings =
Notification €3]

Ext Department [+

O

LEGEND

~ Computer No

Click at Receipt |

priority M out Today

~  Receipt No.

M Most Immediate

‘ Send Back | Send | Putina File | View | Move To | Copy | Close | Dispatch |

~  Subject

B Immediate

~ Sender

§ Action Initiated

Hierarchical View My Receipts

~ Sent By

wir VIP References

~ Sent On

~ Due On

~  Remarks

2.2. After clicking on receipt you can seenyndropdown at the list & for generation of receipt
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Receipts ! S
L U load| Or.1|y PDF upmo ?(l MB; Diary Details
reTT— Classified Choose one «|  Sender Type Choose one -
» Email Dig| By Hand ~|  Language English ~
' Click at Browse & Mode Number Letter Ref. No
: [*“Blarise Letter ~ | File Number
By Me T —— Received Date 11102017 7 LetterDate &
» Acknowledgement VIP Choose one ~ Diary Date 11/10/2017
» Created VIP Name Choose one ~ Dealing Hands Choose One ~
sent Contact Details (1 Add to Address Book
¥ Recycle Bin Ministry Choose one -
» Initiated Action
. Department Choose one -
Files =
Migrate File =
Dispatch (53]
L LG Address 2
Settings. 3] Country INDIA V| State Choose one v
Notification = City Pincode
Ext Department [*] Mobile Landline
Fax Email
Category & Subject
Choose one -
Choose One v
Subject*
v

7 ~ An

HPod ! FUSNI FAEE AYAOMMAD] Xy GRS yRENI RS G 32 I3RS

Country TNDIA v tate Choose one ™ ~

Notification =) City Pincode
Ext Department [ Mobile Landline
Fax Email

Category & Subject

Main Category* ACR =

Sub Category Choose One v

TEST DEMQ|

Subject*

Enclosures

[ customize Acknowledgement

Click at Generate

Generate & Send

Powered by National Informatics Centre
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2.3. After clicking on it, you can see a receipt number has been generatedtagaur letter with
the diarise details.

e@ffice

2t worACk SR U

= eFile versions.5 Search

Receipts =
} Browse & Diarise
» Inbox
» Email Diarisation
» Created
» Sent
» Closed
4By Me

» Acknowledgement
»Created
»Sent

» Recycle Bin

» Initiated Action

Files =
Migrate File 53]
Dispatch =
DSC =
Settings =
Notification €3]

Ext Department (¥

| Send | PutinaFile | Copy | Dispatch | Detalls | Movements | Edit | Attach File | Attach Receipt |

- 4 Receipt Details

v @ Homogsin Conocars @ Comparan i I ReceintNo:  973/2017/DTA(DTA) &= I

e sl Movement Details

= e
= Sent By ~ Sent On ~ Sent To ~ Action
"I= << <> >

R R R O

R A A S s

m INERE

~
< ADAM DIR(ADAM)(DTA) =
=
File No -
From: ATROY Designation S0
Main Category ACR Sub Category
Address - KOLKATA Sent Date -
Letter Ref No - Letter Date
Subject : TEST DEMO 1 Enclosures: -
Delivery Mode : By Hand Sender Type :
~ Remarks vww
v

NATIONAL
INFORMATIC
CENTRE




@ffice

A DIGITAL WORK PLACE SOLUTION

HOdnd ! FGSNI ASYSNF Ay 3

i KECNEDS ACH NI BROISE (2S5 QWA

C A &t ®&@menu bar & after thayou can see a search box appears at the right side of the page &

8 2dz2Q0S

e@ffice

4Bt wor st soaunon

= eFile versions5

Receipts =
» Browse & Diarise
» Inbox
» Email Diarisation
} Created
» Sent
» Closed
2By Me

» Acknowledgement
» Created
»Sent

» Recycle Bin

¥ Initiated Action

Files 3]
Migrate File (3]
Dispatch =
DSC =
Settings =
Notification =

Ext Department [+

tps://eofficedemo.wb.gov.in/efile/?x=3CTzMD6lekghGKB*iB20fnEdCALIXIC

4 SF SOHib W/ B 68 CAt S

«» ADAM DIR(ADAM)(DTA) -

Pl nivanced | (T) @

Search
‘ Send || Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | ‘
Receipt Details
Receipt No 973/2017/DTA(DTA) &= File No :
From: A ROY Designation SO
Main Category - ACR Sub Category
Address : KOLKATA Click at Create  [Sent Date :
Letter Ref. No - File -> NON SFS_ ) etter Date :
Subject - TEST DEMQ 1 Enclosures
Delivery Mode : By Hand Sender Type :

Search Files for Attach

———

Year ‘ 2017 ~ ‘ Search |

Create File

Computer

Number File Number Subject Non SFS

DTA-11011(11)/1

OE 89 /2017-DTA(DTA)-  college profile
DTA
DTA-11011(11)/4

OE o8 [2017-DTADTA)- FIN-23011/1/2017-GROUP-B SEC(FIN)-Dept

of Finance

DTA
DTA-11011(11)/9

O E 106 /2017-JD(DIR) PENSION CASE
(DTA)-DTA
DTA-120111

Eilas Nin ICE_1904 2041321901 7_PI QECACE L

v

<< <7255

2.5. After clicking at NON SFS , a Red Colour file appears wipdow mentioning two mandatory
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KAZIQRE XBRYI ORI A GOKAWI dzLd € €

GKS RSUFAT &

8 NATIONAL

&_ INFORMATICS
W= = CENTRE

[y



@ffice
A DIGITAL WORK PLACE SOLUTION

HPcd | FGSNI Ot AO1AYy3d 2y AGEZ 2y 0S
ONBI GSR gAff 06S AyaSNISR Ay (KS
Fdzi2 Yl GAOItt& AyaSNISR 2y (GKS y

movement.

S

w =
H < 0
> 0z
f—hQ\

a
So

48 NATIONAL
L8

INFORMATICS
W= ™= CENTRE

H ™
o > >
~h ~h
< o

0S LJ
g e2c
29 e2c



