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Introduction to eOffice

A Digital Workplace Establish a Single Product
Solution in Government for reuse in the
offices Government

eOffice

Initiated in 2009. Based on Central
Developed and Secretariat Manual of e-
Implemented by National Office Procedure
Informatics Centre (NIC) (CSMeOP)
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Why eOffice?

« An average document is photocopied 19 times

 Paper files get doubled every 3.5 years

 Paper usage in an average office grows 22 percent a year and doubles every 3.3 years

» Every 12 filing cabinets require an additional employee to maintain them

» The average search time for any document is 18 minutes and some are never found

« At any given time, 3-5 percent of an organization's files are lost or misplaced

« Large organizations lose/misplace a document every 12 seconds

* 92 percent of information is in manila folders

* Almost half of an office’s time 1s spent handling paper/data entry

80 percent of today’s information is paper based

» The average time to retrieve and file a paper document is 10 minutes

» E-mail causes an average 40 percent increase in paper consumption

12,500 sheets of paper can be made from one tree

* A letter has to pass through 41 steps and entered in dozens of the registers before it is answered

Source: Green IT Initiative, A paper by Shri. Virendra Singh (IAS — Maharashtra) on eOffice
Implementation in Sindhudurg District of Maharashtra.
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ADIGITAL WORKPLACE SOLUTION

eOffice — Benefits

Enhance transparency

Increase accountability

Assure data security and data integrity

Transform the government work culture and ethics

Promote innovation by releasing staff energy and
time from unproductive procedures
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ADIGITAL WORKPLACE SCLUTION

eOffice Product Suite

File Management System

Knowledge Management System

Leave Management System

Tour Management System

Collaboration &
Messaging Service

Personnel Information
Management System

Smart Performance Appraisal
Report Recording Online
Window

SPARROW

Management Information
System
MIS Reports
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ADIGITAL WORKPLACE SOLUTION

File Management System (eFile)

eFile is a workflow based system that replaces the existing manual handling of files with a more efficient
electronic system.

This system involves all stages, including the electronic diarization of inward correspondence, creation of
files, movement of correspondences and files, electronic signing of noting & drafts using Digital Signature
Certificates (DSC), eSign, and finally, the archival of records.
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AL WORKPLACE SOLUTION

eFile Process

First receiver scans | Browse Enter System creates Send eReceipt to

inward receipt/letter =y & =) MetaData =) sequential DiaryNo. =y concemed
&storesin local clientfll Upload [ (Diarization) for eReceipt user/Put in eFile

Create a new eFile Put in existing eFile

l

Enter Meta Data

l

System creates an eFile No.

Decisions recorded |l eFile moves through [l Digitally Sign Open eFile & Start Noting, Create Draft/
& Approved Draft/ [ the Channel of (DSC/eSign) Edit Draft/Approve Draft/Issue Draft,
letter dispatched " Submissioninthe W &Sendefile (W Referencing to Notings, Drafts &
by post/email system to next user Correspondence within eFile
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ADIGITAL WORKPLACE SCLUTION

eFile version55 08

eFile — File Inbox

Receipts

Files =
y Inbox (2)
+RTI

Submitted Files for
Closing Approval

} Created
+ Orafts

+ Completed

} Parked

-

Approval Requests

-

Bulk Closing
¥ Closed
+ 8y Me

By Others
[Hierarchy)

+ By Othars [All)

Submitted Files for
Reopening Approval

RMS Inbox

-

¥ Sent

Conversions

-

+ Orafts

+ Completed

Physical File

-

Create New (Non
5F5)

+ Create New (SFS)

Electronic File

-

Create New [Non
=Fs)

+ Create New (SFS)

| Date Range : 09/06/2015 To 02/08/2018

( Receive | Send Back | Send | View | Mave Ta | More |

LEGEND

+ Computer Nov File Humber -

E

E

Priority W Out Today

Subject Category

33325

24079

145132

24024

20051

22802

021z

20384

13022

23420

13388

23028

12876

18408

15254

A-13012/1/2018-MTP SECTION-MTP E‘
A-32013/1/2018-MTP SECTION-MTP

A-22012/2/2018-MTP SECTION-MTP E‘ C?
A-21015/1/2017-0f0 US-MTP E‘
A-15013/1/2017-MTP SECTION-MTP-Part(1) & C?

G-15014/1/2017-0fc US-MTP E‘
H-11016/25/2017-MTP SECTION-MTPR

B-12011/1/2017-0f0 Jt.Secy,-MTP & E‘

A-12014/40/2017-MTP SECTION-MTP & E
G-21013/2/2017-0/¢ DY.SECY-MTP

B-13011/2/2017-0/0 Jt.Secy,-MTP é)

5-21017/1/2017-0/o DY.SECY-MTP
A-11015/2/2017-0fo Jt.Secy.-MTP E‘

H-11016/22/2016-0f0 US-MTP E‘
A-13012/3/2016-0/0 AS{ADMIN-DARAPG |}

B Most Immediste Wl Immediate

ACR. Right To Information

Court Cases

Subject

Demo in LSS

IIT Promation of Assistants
Leave record 2018

Establishment - service records

establishment recruitment matters Class -1

finance-Incrament
Parliament Matters Lok Sabha
Welfare-General aspacts

Recruitment of Non Indians

Finance - expenditure statements - 2017-18

welfara - genaral aspacts

Miscellaneous Expenditure Statemants

ldc recruitment
Lok Sabha Questions

sdfsdf

) Action Initiated

ﬂ Other Department

Parliament Matters

¥ Sent By

NATASHA SHARMA, OFFICE OF )5
KAJAL CHOUDHARY, O/ UNDER SECY
NATASHA SHARMA, OFFICE OF 15
NATASHA SHARMA OFFICE OF I
KARTIK MISHRA,MTR SEc

KARTIK MISHRA,MTP SEc

TANMAY BHATT,Ofo SECY(MTP)
KAJAL CHOUDHARY, O/ UNDER SECY

KARTIK MISHRA,MTR SEc

Hierarchical View | My Fles

~ Sent On
26/07/18 02:31 PM -
W/07/18 0231 PN -
15/07/12 05:46 M -
5/07/18 03:34 M -
1507/18 03:08 M -
13/06/18 01:25PM -
3/08/17 01:32PM -
2/06/17 1154 AN -

13/06/17 02:47 P -

AKSHAY SHARMA,OFFICE OF DY SECRETARY 09/03/17 03:39 PM -

NATASHA SHARMA, OFFICE OF 15

AKSHAY EHARMA,OFFICE QF O SECRETARY
ADITYA JOSHI,OFFICE OF ADDL SECRETARY
AKSHAY EHARMA,OFFICE QF O SECRETARY

AKSHAY SHARMA,OFFICE OF DY SECRETARY

% Files with Draft

E\‘ Draft Note

05/03/17 12:27 M -
03/03/17 03146 P -
01/03/17 04:50FM -
06/12/16 12118 M -

03/11/16 03:33PM -

¥ Due Onv Read On

Yellow Note

26/07/18 02:3L PM
25/07/18 05:46 FM
25/07/18 03:24 PM
25/07/18 03:16 FM
13/08/18 01:47 PM
21/03/18 05:12 PM
21/08/17 11:36 AW
13/06/17 02:58 PM
08/03/17 12:36 PM
03/03/17 03:57 PM
01/03/17 04:50 PM
06/12/16 12:24 PM

03/11/16 03:33 FM

Remarks *
F
F
F
F
F
F
F
F
F
F
F
F
F
F
K v

External Files
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ADIGITAL WORKPLACE SOLUTION

E eFile Version55_ 08

eFile — Electronic File Cover Page

Receipts @
Files =
¥ Inbox (2)

+RT

Submitted Files for
Clasing Approval

e [A- vz vz vchy |l Qo017 NTPS Y
+ Drafts

+ Completed

b Parked

¥ Approval Requests

} Bulk Closing

By Others
(Higrarchy)

+ By Others (All)

Submitted Files for

Recpening Approval
» AMS Inbox
b Sent
} Conversions
4+ Drafts
+ Completed
b Phyzical File

Create New (Nen Continue
ges)

+ Create New (SFS)

b Electronic File

*Create New (Non
SFS)

+ Create New [5F3)
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ADIGITAL WORKPLACE SCLUTION

= eFile Version55.08

Computer No: 20213  File No: H-11016/25/2017-MTP SECTION-MTP Subject: Parliament Matters Lok Sabha

eFile — Inner Look

P - | () © §

X

| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

LI

By Add Green Note || =/ Add Yellow Note |# ¢ [ 13 of 8 Note(s) » *

Note # 1

09/01/2017 3:59 PM

Note # 2

T 37 0GR & TR AR W 328 FEE )

09/01/2017 4:07 PM

Note # 3

B ;

Please reter to page 2 of correspondence
please refer to previous noteshest,
Please refer to note 2,

Please refer from page 20 3

Pleass refer to previous note sheet

Please refer to the annexurs attached titled 25 'eFile Handholding'

Please refer to annexure attached below,

L Handholding, pdf
fi Sample Letter.pdf

09/01/2017 4:20 PM

Received a request from ISTM, Delhi, for conducting a training session on eOffice and asking for schedule, agenda trainer details.

KARTIK MISHRA
S0

R Cigially Signed

v*

AKSHARA TRIVEDI
(AssT)

KARTIK MISHRA
S0

Digtally Signed

(CToe™ ) Recent

J(EA) (Previous Notings |

PDFProvider

LGRS
GOVERNMENT OF INDIA
wftreny st T e wres
INSTTTUTE OF SECRETARIAT TRAINING & MANAGEMENT
(Wit alve shrew faerT)
(Depit. of Pecsonnel and Training)
wt, wie fnsTvE e e e
Ministry of Personnel, Public Grievances and Pensiony
werats wvw, Svoeey dwe (siE)
Admintaraive Block, JN.U. Campus (Old)
i fowefl«110067/New Delhi- 110067

(e mad s Cond

TEL, 01128165593
FAX. D11=26104183

NO. A3022/22/201248TM Dated :, 24" December 2012
To

Me, Suchitra Pyarelal

Head of Division

Foffice Project Division

NIC, New Deinl,

Fax; 24305808/24384873

(Emall 1D suchitra@nicin)
gub, 6" L Training Pr f with

Service from 31.12.2012 2013 -
Madam,

First of all let me thank you for coﬁinued axtengion of help o ISTM whenever
requested. Once again we seek your halp P for P
formulated by Depariment of Parscnnel and mxnang. Government of india, being run fmm

342201210 1401213

2. Aspan of the training curiculum, the paricipants of thase Training Programmes are
sained on NIC packages you are, therefore, requested to kindy depute gmofywr
officersfacuities for demonsiration including practice on E-Office in two_sessions, fram
2,30 AM 10 4.45 PM, on 8012013, at ISTM, JNU (Olf) Campus, New Delhi,

3. A lne in confrmation may please be sent to undersigned at E-mail ID:

| asam Mk, AB4ARRRAAY,

kv

aL
ar

Aoy
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ADIGITAL WORKPLACE SCLUTION

eFile — File Send Page

= eFile Version5.5_08 Advanced | 0

Computer No: 20213 File No: H-11016/25/2017-MTP SECTION-MTP  Subject: Parliament Matters Lok Sabha

Noting Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

(® All () Reporting Officer () Sub-ordinates () Recent5 () Send Back () InChannel () Preferred List

Note: Name of the creator is highlighted in yellow calour.

. KARTIK MISHRA-SO(KM)-MTP-MTP SECTION R Sl R
Notify: L/ Email -/ SMS ¥ ® (JH-11016/25/2017-MTP SECTION-MT... Parliament Matters L... (0
Set Due Date @ Note : Bulk signing maximum allowed characters- 1000000 Total(Formatting included) :0
Action Forward ' Intimate To
Priority Immediate Y 5. No. Employee Name ' Email L sMs
Total 1000 1000  characters left 1 AKSHARA TRIVEDI(MTP SECTION) d
Remarks 2 KARTIK MISHRA(MTP SECTION) g 0
. 2 TANMAY BHATT(OFFICE OF SECRETARY) g

DSC Sign and Send [ eSign and Send
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ADIGITAL WORKPLACE SCLUTION

eFile — Search Page

= eFile Version 5.5 08 Advanced | 0
m Receipt = Dispatch

Creation Year | 2018 Origin | Internal v
Physical Scope | Section v Electronic :
Nature | All ' Scope Sert v
Advance Parameters
Computer No | 20213 File No Subject
OutoutFelds: CAl ¥ComputerNo ¥ FleNo ¥ Subject ¥ locaon L OpeningDate ¥ CurentyWith ¥ Secton ' Deparment ¥ Forwarding Remarks ¥ Pending
Days)  “/Status ' Closing Remarks  © Creation Remarks

Search Quiput Total Record(s) : [1]
Action.  PullUp  Receve  Send
L Acions + Computer No File No + Subject + Location + Currently With + Section + Forwarding Remarks + Pending Day(s) *

Send Defails E 20213 H-11016/25/2017-MTP SECTION-MTP  Parliament Matters Lok Sabha  Fils/Inbox  NATASHA SHARMA,JS(NS)-MTP  OFFICE OF JOINT SECRETARY 336
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' Knowledge Management System (KMS)

Enables users to create and manage electronic documents that can be viewed, searched and
shared.

Contains a dynamic workflow to keep document in various stages




KMS - Dashboard

An Enterprise Document Ma: Magt EMEnt Sy';rem
Version 6.0.2 2

e®ff|ce Knowledge Management System

Dashboard

[ Inbox

Recent Document's

Ej Central Docs Title Created By Created On Title Created On

My Docs eHospital System inaugurated in District Tikamgarh of Madhya Pradesh Suchesta Kak Aug 02, 2018
Office Order reg. posting of Shri Deepak Shirahatti, Scientist-Fin NIC Cell, Ministry of  Raj Singh Aug 02,2018

{1, Contact Group Parliamentary Affairs as HOD D O
CIRCULAR: ILLUMINATION OF GOVERNMENT BUILDING ON THE OCCASION OF Manoj Kumar Sharma Aug 02,2018

NDEPENDENCE DAY, 2018- REGARDING

Office order in respect of Smit. Geetasree Thakur, Scientist-E. Raj Singh Aug 02,2018
Office order in respect of Shri Ajay Sharma, Scientist-B Raj Singh Aug 02, 2018 & O
Workshop on e-5anad for All Chambers of Commerce of Tamil Nadu Region SureshV Aug 02,2018
Transfer order of Shri Mohan Shyam, Section Officer. Raj Singh Aug 02, 2018
Transfer order of Shri Ashok Dimri, Scientist-D & Shri V. Raj Kumar, Scientist-D. Raj Singh Aug 02, 2018
Additional responsibilities to Dr. Kishare Kumar, Scienitst-G as Staff Grievance Officer  Raj Singh Aug 02, 2018

for National Informatics Centre.

jand K: SIO J&K reviews functioning of District Centres through VC Saleem Khan Aug 02, 2018

Designed and maintained by National Informatics Centre (NIC) Government of India.
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A DIGTAL WORKPLACE SOLUTION

KMS — Document Creation

Knowledge Management System

An Enterprise Document Management System
Version 6.0.22

I[BM Advanced Search~

{7} Home f / Add Document Ak
[7 Inbox Add Document Details
[¥) Central Docs
My Docs

Title *
SI Contact Group

Description *

&

Upload File * Choose File | No file chosen Note- Only txt, docx, .doc, .pdf, jpeg, gif, xls, xlsx, .ppt and zip files are allowed to upload

Type Select v

Audience Selact .

Language Salect Y

Keywords

Author

Reference No

Reset

Designed and maintained by National Informatics Centre (NIC) Government of India.
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MIS-Reports

Management Information System (MIS-Reports) is a system that provides real-time monitoring of an
organization's productivity & efficiency through various transactional data made available for the
organization

MIS-Reports - Dashboard

© Hep v

Y KARTIK MISHRA SOKM)MTP «

@Ofﬁce eFile MIS Reports ¥ Settings

A DIHTAL WORKLACE

File v Receipt v Dispatch v VIP v Miscellaneous v Record Management v Dashboard v Productivity v Report Permission My Reports

File Closed »
File Conversion »
File Forwarded »
File Migration »
File Monitoring »

File Parked » Welcome to eFileMIS Rep()rts

File Pend ) - "
= Sea s To optimize the usage of eFILE & provide real-time monitoring, an explicit MIS-Report

File Received » application has been integrated in the pre-existing eOffice application suite. The product
File Register » has been designed with role-based scope privilege for users to access different reports
File Summary Report based on usera€™s department, OU and hierarchy.

User Wise Files Received and Forwarded

The product has been broadly categorized into File, Receipt, Dispatch, VIP, and
Miscellaneous modules to provide seamless monitoring of all the actions & entities
involved in the decision-making process. System facilitates reports for all the available
parameters in the eFILE application, along-with provision of customized output.
Additionally user can generate these reports in different formats viz. HTML, EXCEL and
PDFE.

|
i
i

Designed and maintained by National Informatics Centre (NIC) Government of India.
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ADIGITAL WORKPLACE SCLUTION

MIS-Reports — File Register

Offl CO cFile Mis Reports £} Settings @ Help v (@ KARTIK MISHRA SOKM}MTP

File v Receipt v Dispatch v~ VIP v Miscellaneous v Record Management v Dashboard v Productivity v Report Permission My Reports

FILE REGISTER(SUMMARY)

From Date* 041092018 (8] To Date* [o4r0r2018| )

m Hierarchy = Department  Section

| MTP El ‘ 7 all selected! v

» Advance Parameters

View l Excel E
d

X w

FILE REGISTER (SUMMARY)
Period : 04/09/2018 To 04/10/2018 Nature : E Department : MTP Section : MTP SECTION
S.No.* Nature © ComputerNo. - File No. ©  0ld/Physical Fileno. -  Subject *  Created By *  Created On ©  Currently With ¥
AKSHARA TRIVEDI
1 E 40401 C-21011/1/2018-MTP SECTION A-12011/2016 General Matter AKSHARA TRIVEDI 18-09-2018 01:04 PM MTP SECTION

ASST(AT)-MTP

Establishment recruitment Sep KAJAL CHOUDHARY
2 E 40133 A-12014/1/2018-MTP SECTION AKSHARA TRIVEDI 05-09-2018 11:56 AM OFFICE OF UNDER SECRETARY

G US(KC)-0/oUS

AKSHARA TRIVEDI

cisbiclineicieatimen se AKSHARATRIVEDI  05-09-2018 04:05PM  MTP SECTION

3 E 40137 A-12014/1/2018-MTP SECTION-Part(1)

201
’ ASST(AT)-MTP
i Establishment File KARTIK MISHRA
4 E 40178 A-11011/25/2018-Establishment 2018 AKSHARA TRIVEDI 06-09-2018 10:17 AM MTP SECTION
SO(KM)-MTP
AKSHARA TRIVEDI

Designed and maintained by National Informatics Centre (NIC) Government of India.
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ADIGITAL WORKPLACE SCLUTION

MIS-Reports — Diary Register

@ffl C@ eFile Mis Reports £} Settings @ Help v (@ KARTIK MISHRA SOKM}MTP
| Aot wosAce soumon |

Filev ~ Receiptv = Dispatchv ~ VIPv  Miscellaneous ¥ ~ Record Management v  Dashboard v Productivty ¥ Report Permission My Reports

DIARY REGISTER(SUMMARY)

From Date* (04092018 [  To Date* partoz01s| ()

Department  Section

| uTP EI ‘ MTP SECTION v

» Advance Parameters

View |-M  Excel
a

onc Y

DIARY REGISTER(SUMMARY)
Period : 04/09/2018 To Nature : E Department : MTP Section : MTP SECTION VIP: AllVIPNon VIP
04/10/2018
S.No. * Nature © Sompues ©  ReceiptNo. ©  Subject e Leeh - Sender Details . DiarisedBy - DiaryDate - Remarks . SentTo Currently A
B | . No./Date . . . . . " with
AKSHARA
37156/2018/MTP acr for the Dinesh Ojha 29 SCG NSG, KARTIK 03-10-2018 - ] - TRIVEDI
s E 310 SEc yr 2018-19 8777202558 MISHRA 04:07 PM el necs o ians MTP
MTP SECTION
m;-'lr;i AKSHARA
) £ 37153 37153/2018/MTP fwd acr for Dinesh Qjha 29 5CG NSG, AKSHARA 03-10-2018 Phvsical fithiess certificate MTP TRIVEDI
SEc the yr 2018 8777202558 TRIVEDI 12:43 PM ¥ TP MTP
SECTION MTP SECTION
AKSHARA
37151/2018/MTP AKSHARA 03-10-2018 TRIVEDI
3 E 37151 SEc DSFGGH GHIKJI FGHH] TRIVEDI 12:04 PM TP
MTP SECTION
AKSHARA

Designed and maintained by National Informatics Centre (NIC) Government of India.



~ MIS-Reports — Departmental File Pendency

%‘f‘@ffiCG eFile MIS Reports £} Settings @ Help v (3) KARTIK MISHRA SOKMMMTP v

ADIGTAL WORKINACE BOUUTION

Filev  Receippvy  Dispatchv ~ VIPv  Miscellaneous v Record Management ¥~ Dashboard v Productvty ¥~ Report Permission My Reports

DEPARTMENTAL FILE(S) PENDENCY REPORT

Department : | MTP B Nature : | Both E|

Pending Range :
1 2 3

- a a

15 30 60

v v v

» Advance Parameters

=N N X

iR

DEPARTMENTAL FILE(S) PENDENCY REPORT
Department : MTP Nature : PIE

SNo. | Section(s) 0-15 Days 16 - 30 Days 31 - 60 Days > 60 Days Total Pendency
1 [uTe 0 0 0 18 18
2 MTP SECTION 4 6 5 526 542
3 OFFICE OF ADDL SECRETARY 0 0 0 13 13
B OFFICE OF DY SECRETARY 0 0 3 63 66
5 OFFICE OF JOINT SECRETARY 0 0 0 181 184
6 OFFICE OF SECRETARY 0 0 0 P 2
7 OFFICE OF UNDER SECRETARY 1 2 1 132 136

Total 5 8 10 954 977

Generated from eOffice by KARTIK MISHRA, Date - Oct 4, 2018 10:34 AM

Designed and maintained by National Informatics Centre (NIC) Government of India.
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ADIGITAL WORCPLACE SOLUT

eOffice Implementation Phases

Prepare
Phase 0 Phase 1 Phase 2 Phase 3
® Governance * Product

* |Infrastructure
Assessment and
Gap Analysis

* Procurement /
Up-gradation of
Infrastructure

* Roll Out
Requirement

Structure

* QOrientation
Workshop

* Change
Management

* Transition
Management

* Knowledge
Repository

® Creation of
Bulk emails

® DSC Issuance

* eOffice Data Capture & Vetting
* DSC Enrollment & Verification
* Training
* Onsite Roll Out Team
* eOffice Environment Setup
* Domain Name Registration
* Setting up of Training Instance
* Trial Run

* eOffice Ready for Go Live

Implementation

* Digitization
of Files /
Records

* Knowledge
Sources

* Handholding
Support

* Report Issues
/ Bugs

* Transfer of
technical know
how
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ADIGITAL WORKPLACE SCLUTION

eOffice Implementation Checklist

i Deliver

)~ Prepare
Phase 0 Phase 1 Phase 2 Phase 3
v’ Orientation
Workshop for the
department
v Formal
i notification v’ Data Collected & Vetted
A\/ Filled . received on formed v . ; f
men . . ranster o
>S€3SME IO v’ eOffice Environment Ready :
Form received Structure technical know
from v Procurement and v/ Training Plan Prepared how
department Establishment of
y pf‘;q“t's'tes v’ Training & Handholding v Call Centre
rategy
_Gap document for v Trial Run Support
Analysis Report transition Established
Prepared v DSC ready for v’ Go Live
Issuance
v Knowledge
repository

established
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Current Status of eOffice Implementation

O -0 c aledo OLd
e 0 e0
Ministries and Departments 79
1 Central 101
Government
Attached/Subordinate Offices/PSUs etc. 112
Secretariats 22
2. State District Administrations 53 l 151
Government
Other Departments/PSUs etc. 76 l
342 l 342 |

|

TOTAL l

Note: The above counts are as on 071" JANUARY 2019
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Thank You



