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eOffice –Expected Benefits 

Transparency 

Efficiency 

 Effectiveness 

 Accountability 

 Employee 

Convenience 

 Speed in decision 

making 

 Error free output 

 Optimum 

utilization of 

resources/space 

  Scalability 

 Accessibility & availability of 

information- file movement 

trail 

 Set procedures/norms 

followed 

 Reduce Corruption- no 

tampering with data 

 Result 

oriented 

 Quality of 

output 

 Cost-

effectiveness 

 Culture of 

discipline 

 Ease of use 

 Ease of retrieval 

of files- advanced 

search 

 Remote 

functioning 

  Skilled 

workforce 

 Traceability 

of decisions 

 Adherence 

to service 

levels 



Security : DSC 

•eOffice ensures that any file 

should not be altered in transit 

with DSC.  

 

•   In eOffice applications 

documents are encrypted at client 

side and then transmitted to 

server in encrypted form only.   

 

• DSC Functioning: 



eFile – Diarization Screen 



eFile - Navigation 



eFile – File Inbox View 



eFile – Basic Features 



eFile – Advanced Functionalities 



eFile– Send Screen(s) 

Receipt Send Screen 

File Send Screen 



eFile – Draft Dispatch  

 



eFile – Draft Dispatch Screen(s) 

Dispatch By 
CRU 

Dispatch By 
Self 



eFile – MIS Reports(Reports Permission) 



eFile – MIS Reports Output 



eFile –  Search and Retrieve 

 



eFile – Citizen Interface 



Initiate Prepare Configure Deliver Support 

Phase 0 Phase 1 Phase 2 Phase 3 

• Infrastructure 

Assessment and 

Gap Analysis 

 

 

 

• Procurement /  

Up-gradation of 

Infrastructure 

 

 

 

• Roll Out 

Requirement 

• Governance 

Structure 
 

• Orientation 

Workshop 
 

• Change 

Management 
 

• Transition 

Management 
 

• Knowledge 

Repository 
 

• Creation of 

name based 

email IDs 

• 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 

• Product 

Implementation 
 

• Digitization of 

Files / Records 
 

• Knowledge 

Sources 
 

• Handholding 

Support 
 

• Report Issues / 

Bugs 
 

• Transfer of 

technical know 

how 



Initiate Prepare Configure Deliver Support 

Phase 0 Phase 1 Phase 2 Phase 3 

 Filled 

Assessment 

Form 

received 

from 

department  

 

 Gap 

Analysis 

Report 

Prepared 

 Orientation 

Workshop for the 

department 

 

 Formal 

notification received 

on formed 

Governance Structure 

 

 Procurement and 

Establishment of pre-

requisites 

 

 Strategy document 

for transition 

 

 DSC ready for 

Issuance 

 

 Knowledge 

repository established 

 

 Data Collected & Vetted 
 

 eOffice Environment 

Ready 
 

 Training Plan Prepared 
 

 Training & Handholding 
 

 Trial Run 
 

 Go Live 

 

 Transfer 

of technical 

know how 

 

 Call 

Centre 

Support 

Established 
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