Bhubaneswar Smart City Limited
+ _!g Implementation of Smart City ﬂgﬂ?}mﬂ!
B@ANESS‘;EF{ Projects Under Smart City
Mission in Bhubaneswar City
CONTRACT |Selection of Master System Integrator for
Implementation of Smart Solutions in
Bhubaneswar City
MSI Honeywell Automation India Limited,
Reliable Tech Park, B wing,
Unit no.702, 7th floor,
Thane Belapur Road, Airoli,
Navi Mumbai 400708, India
DOCUMENT DETAILS
TITLE Standard Operating Procedure for ECM /DMS-e-office
SYSTEM Document Management System
NUMBER BBSR-SC-D1-TRD-SOP-ECM/DMS-SGSC
REVISION

-09-21 00

Dipti Panda

Approver:

Project Director

Description of Revision Date Rev




BHUBANESWAR SMART CITY
SRS & FRS

Document Control

DOCUMENT REVISION HISTORY

Rev Date Author Nature of Revision Previous Correspondence
00 17-09-2021 | Malay First Release NA
Kumar
Author Reviewer QA Software Engineer
Malay Kumar Manish Mathur Mohit Jain Mohit Jain

“© 2018 by Honeywell International Inc. All Rights Reserved”

THIS DOCUMENT AND ITS CONTENTS ARE THE PROPERTY OF HONEYWELL INTERNATIONAL INC., FURNISHED TO YOU ON THE FOLLOWING
CONDITIONS:

(1) NORIGHT OR LICENSE UNDER ANY PATENTS OR ANY OTHER PROPRIETARY RIGHT IN RESPECT TO THIS DOCUMENT OR ITS CONTENTS IS
GRANTED OR CONVEYED BY HONEYWELL INTERNATIONAL INC., TRANSMITTING THIS DOCUMENT AND ITS CONTENTS TO YOU, NOR SHALL SUCH
TRANSMISSION CONSTITUTE ANY REPRESENTATION, WARRANTY, ASSURANCE, GUARANTY OR INDUCEMENT BY HONEYWELL INTERNATIONAL INC.
WITH RESPECT TO INFRINGEMENT OF PATENT OR ANY OTHER PROPRIETARY RIGHT OF OTHERS, UNLESS OTHERWISE AGREED BY THE PARTIES IN THE
CONTRACT TO WHICH THE PROPRIETARY RIGHTS REFER TO.

(2) THIS DOCUMENT ORITS CONTENTS ARE NOT TO BE USED OR TREATED IN ANY MANNER INCONSISTENT WITH THE RIGHTS OR INTERESTS OF
HONEYWELL INTERNATIONAL INC., OR TO ITS DETRIMENT AND ARE NOT TO BE COPIED, REPRODUCED, DISCLOSED TO OTHERS, OR DISPOSED OF
EXCEPT WITH PRIOR WRITTEN CONSENT.

Honeywell




TABLE OF CONTENTS

Honeywell

THE POWER OF CONNECTED

1 INTRODUCTION ciieisrsersersssassassesssssssnssessssssssssnsssssssssssssnssssssssssnsssssssssssssssssssssasssssssssssssassnsssssssassassnsssssassnsses 5
1.1 Purpose 5
1.2 Applicability 5
1.3 Reference Documents 5

B 0C 700 S 070 s U = Lot fll D Lo Yoa 0 00 4 1<) 6L 53 OO 5
1.4 Description Of Changes From The Previous Revision 5
2 BROWSING EOFFICE ....coeioieeesseresessssmssesssssssssssssssssssssssssssssansssssssssassassssssssssansssssssansssssssssansssssssssnssnnsaes 6
3 REGISTERING DAK ...ciciiersirsssassessssssssssnssssssssssssssssssssssssnssssssssssnsssssssssssssnssssassassnsssssssassnssnsssssssassnssssssnassaes 8
4 TO CREATE A NEW FILE ... ieesrsesssssssssssssssssssssssssssssssnssssssssssssnsssssssssanssssssssssssanssssnsssnssssssssssnsansas 15
5 DRAFT FOR APPROVAL.....cotseetrrsesmssesessssssssssssssssssssssssassssssssssssssssasassssssssssssnsssasssenssss ssssasssnsssenssssssnnes 18
6  VERSIONING OF A DOCUMENT ....ocovrremssrsssessssssssssnssnssssssssssnssssssssssnsssssssssssssnssssssssssnsssssssassnssnssassnssess 22
7 COMPLETING A FILE .. iisisisiessmsssssssssesssssssssssssssssassssssssssssasssssssssssssssssssssssssssssssnssnsasssssssnnnsans 24
8  SEARCHING IN EOFFICE ....cociisstrssssssessssssssssnsssssssssssssnssssssssssnssssssssssnssnssssssssssnssssssssssnssnssassnssesssssssasnsses 25
8.1 Inbox Search 25
8.2 Sent Items Search 26
8.3 File Search 26
10 I 4 0 0] 2 R 27
10 FAQS | DOS & DON'TS ..oceccrurmsesesmsssssssssssssssssssssssssssssasssssssssssssssssssssssssssssssssssassssssssas sssssssssssassssssssassssseas 28
11 SUMMARY OF TEST RESULT & SIGNATURES OF AUTHORIZED REPRESENTATIVES....... 30

SOP based User Manual Page | 3



ACRONYMS

** Only the ones used in the document need to be added here
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Acronym Definition
BSCL Bhubaneswar Smart City Limited
BSC Bhubaneswar Smart City
DMS Document Management System
0])) OmniDocs
0S OmniScan
REQ Requirement
SRS Software requirement Specification
UAT User Acceptance Testing
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1 INTRODUCTION

1.1 PURPOSE
The purpose of this document is to document the basic Standard Operating Procedure (SOP) to
be followed by the end user while using e-office’s DAK & File module. Also, this documents cater

to various sanity situation the system needs to be for stable functioning of the modules. This
part has been documented in the form of FAQs and Dos & Don'’ts.

1.2 APPLICABILITY

This document is applicable to the DMS Implementation which was designed for Bhubaneswar Smart
City Project.

This document is applicable for the Go-Live phase of the project.

1.3 REFERENCE DOCUMENTS

The following documents are referenced by this document. The latest revision shall be assumed unless
otherwise specified.

1.3.1 Contract Documents

Ref Number Title
1 | 02/SS/BSCL Dated 22-01-2018 Contract Agreement Document

1.4 DESCRIPTION OF CHANGES FROM THE PREVIOUS REVISION

Description of Change Chapter(s) affected by the modification

First Issue Not Applicable

SOP based User Manual Page | 5



2 BROWSING EOFFICE
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Step 1: Please follow the following IPs for respective for entities to visit your e-Office homepage.

https://ecm.smartcitybhubaneswar.gov.in/egov/loginBSCL.jsp

https://ecm.smartcitybhubaneswar.gov.in/egov/loginBDA.jsp

https://ecm.smartcitybhubaneswar.gov.in/egov/loginBMC.jsp

https://ecm.smartcitybhubaneswar.gov.in/egov/loginCRUT.jsp

Step 2: Once you type the above address bar in your browser, you will be welcomed with your
respective homepage.

For, e.g: The BSCL homepage:

eOffice

eGov Office Suite

Workflow
Automation

EH

L

Files Office
Notes

B L

Correspondence

DOWNLOAD USER MANUAL

NEWGEN

User Name: demo1

Password:  uesessnses -

Cabinet: bsceoffice il Login
(] Remember Loginid & Cabinet

Correspondence Management:

Consolidated  suite  for indexing, fi

Correspondence with real time status

Step 3: Enter your User ID. (Please never share your ID and Password with any other user)

Step 4: Enter your password.

Step 5: Click on ‘Login’

You will be redirected to the dashboard of your account. The landing page consists of the follwing

componenets.

1. Menu for various modules like DAK, FILE, CLM and WorkDesk. These consists of submenus for
various other features associated with the main menu.
2. Inbox queue where the default filtered visibility is of Files. (If you wish to see all the items please
select ‘All’ in the filyer provided in the top right corner of the Table.

SOP based User Manual
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Components in Dashboard:

O Priority

a
EErEEEEEEREELER

(whY |

= Prev. HNexi >

Welcome Company Secretary, AJAYA KUMAR MAJHI ~

Reference Number
BSCL/Administration/test/2021/43
BSCL/Administration/fiis8/ 2021/45
BSCL/Administration/testststst/2021/38
BSCL/Administration/my test/2021/30
BSCL/Administration,/test/2021/41
BSCL/Administration/testst/2021/34
BSCL/Administration/infial:/2021/31
BSCL/Administration/iss/2021/20
BSCL/Administration/initial/2021/16

BSCL/Administration/initial/2021/15

MNotification ¥ -

Reporis-  GoTow  Helpw

Subject

fitamd
teststst
my test
est

test B test

This is & test subject for testing the U of inner queus for a file in the inbox criteria & i

fle23
subject

subject123

From User

testi user (Brigadier)

ASHIT KUMAR REJHANS (Technology Officer]
test1 user [Brigadier)

test user (Brigadier)

test user (Brigadier)

test1 user [Brigadier)

restl user (Brigadier)

Demiod User (Manager)

test1 user [Brigadier)

tastl user (Brigadier)

Honeywell
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From Department

Adminisration

Adminisration

Administration

Administration

Administration

Administration

Adminisration

Administration

Administration

Administration

Search Inbox

V¥ Received On

2021-08-14 14:00:17

2021-08-08 17:15:34

2021-08-27 12:46:48

2021-08-27 12:44:34

2021-08-27 12:42:48

2021-08-25 12:18:11
2021-08-24 16:55:25

2021-08-23 14:46:17

2021-08-20 20:10:42

2021-08-20 17:25:26

Submitted On

2021-08-14 13:58:48

2021-08-08 17:56:11

2021-08-26 16:23:38

2021-08-26 16:28:04

2021-08-27 12:40:20

2021-08-25 114

3:23

2021-08-24 16:54:13

2021-08-23 14:46:17

2021-08-20 2

0:07

2021-08-20 17:25:26

SOP based User Manual
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3 REGISTERING DAK

Step 1: Open e-office

E - 2

Welcome Jr Assistant, Hemanta Kumar Pradhan ~  Notification

My Desk

Department Pending Items: Administration

Reports~  GoTo-

My item status: test20

18
16
14
12

Honeywell
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-
oON MO DO

| -

Note

u Pending

DAK

Completed

;FI

Received

Step 2: Click on DAK-> New DAK
Or

Click on DAK->Unfilled DAK-> New DAK (Available in the left side on pan)

My Desk
UnrFiLen DAK

Department Pending Items: Administration

My item status: test20

‘Orrice NoTe

Or

OrFrice NoTe

Do Oprien

Unfiled DAK

O ReferenceNo DocumentSubject Department LetterReferenceNumber ivingDate DakCategory Mode
= Prev Next >

SOP based User Manual Page | 8
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Step 3: Upload DAK document

Use the ‘Choose File’ feature to upload document and fill details.

K Register DAK - Google Chrome = O >

A Mot secure | 117.242.177.117:8080/egov/Customization/ufdaks/hddattac...

Register DAK
®* Browse file - Choose File | Mo file chosen

Document Mame |

DAK INFORMATION -

ReferenceMo (Text)

DocumentSubject * (Text) |

v
=

Enter document
subject. Avoid

|
|
LetterReference (Text) | \|\ special characters.

Enter Letter
DateOnDocument (DDMMAYYY) |
Reference number.

;

RecelvingDate (DD/MMIYYYY) 25/01/2021 T }iiifrlg i?lziiad of
ReceivingTime (Text) | 7:21 PM | Y 1, ]rgnr?trg;ﬂ I(;I;tll;};.i og
SenderMame * (Text) | . ’]CE};et gios(;l;ic;:::.
SenderAddress * (Text) name. Avoid

special characters.
Enter Sender
Address.

Hl

SOP based User Manual Page | 9
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SenderE-mail (Text) | |
ContactNumber (Text)
| ~ L
7. Enter Senders
Mode * (Text) [By Hand v q email id
NA .

DakCategory * (Text) [ General v| 8. Enter mobile

number. Only
Department * (Text) | —Select Department-- v | numeric character.
DepartmentCode (Text) [—Select Depariment Code~ v | |, 9- Enter forwarded

from number.
ForwardedFrom (Text) | | Avoid using

special character.
ReceivedDAK (Text) | Open v |
MovementReferen (Text)

s -
Caution Steps:

1. Ifyou are uploading a document of huge size, please remeber the system will take time to

upload. Keep patience and avoid refreshing the window.

2. Please ensure that all the fields marked compulsory are filled.
3. Avoid using special characters in box where told not to do so.

Step 4: Click on ‘Add’ to save the DAK in unfilled section.

The document will be available in the unfilled DAK section. User can check by clicking on DAK->

Unfilled DAK section.
Step 5: To directly ‘Initiate’, click on ‘Initiate’ button.

Upon clicking a new window will pop-up that will ask to the user to enter addressee deatils.

SOP based User Manual
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Step 5: Enter addressee deatils and initiate.

I K Initiate - Google Chrome = O >
A Not secure | 117.242.177.117:8080/egov/initiateactionitem.jsp?NewAttachmentData=SOP_e-Office*5452*pdf*D*...
DAK Movement OTTER T Flexiblerrotte—— Initiate  Exit

To: | | Recent Users

test21,
CC:

Subject: - .
This is test [document that has to be tested. Priority: General w
& Attachments
v \ 4
userID senders list.
v
Click to initiate

O GTTO G T T SO TT=TT T T ™

Fill all the details and click ‘Initiate’.
Step 6: To initiate a DAK from saved list.
Click on DAK->Unfilled DAK->Open the DAK

Unfiled DAK | New DAK | Doc Operations.
] ReferenceNo DocumentSubject Department LetterRef b ReceivingDate DakCategory Mode
(] t.-" I BDA_DAK_2021_Administration_2 This is test document tha...k Administration 1234 Malay 2021-01-25 12:00:00 General By Hand

< Prev Next >

In whitehall view, on the top left, clcik on Initiate button.

File DAK Initiate DAK Generate Acknowledgement Slip Close/Pending

DAK properties - getdocsiream
Reference Number * BDA_DAK 2021_Admit
Document Subject * This is test document th
Letter Reference Number 1234
Date On Document * 25/01/2021 | SOP GUIDELINES FOR E-OFFICE USERS
Receiving Date * 25/01/2021 il
Q.1 Which browsers are best to use e-office and what is standard resolution?
Receiving Time 747 PM
Following are the recommended browsers for e-office to run efficiently:
Sender Name * Malay
1. Google Chrome Version 87.0.4280.141 (Official Build) (64-bit)
Sender Address F-203 2. Mozilla Firefox Version 84.0.2 (64-bit)
3. Internet Explorer V:11.1282.17763.0
_ Z 4. e-Office is best viewed in 1366*768 resolution.
Sender E-mail h 5. e-office is best viewed in devices with min-dimension of 9 inches.

SOP based User Manual Page | 11
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Repeat Step 5 from above.

Step 7: To complete a File on DAK
Open the DAK-> On the top left of DAK view click on ‘File DAK’

File DAK Initiate DAK Generate Acknowledgement Slip Close/Pending

L ey - getdocsiream
Reference Number * BDA_DAK_2021_Admit
Document Subject * This Is test document th
Letter Reference Number 1234
Date On Document * 25/01/2021 o SOP GUIDELINES FOR E-OFFICE USERS
Recaiving Date * 25/01/2021 Inc]
- Q.1 Which browsers are best to use e-office and what is standard resolution?
Receiving Time 7:47 PM
Following are the recommended browsers for e-office to run efficiently:
Sender Name * Malay
1. Google Chrome Version 87.0.4280.141 (Official Build) (64-bit)
Sender Address F-203 2. Mozilla Firefox Version 84.0.2 (64-bit)
3. Internet Explorer V: 11.1282.17763.0
_ £ 4. e-Office is best viewed in 1366*768 resolution.
Sender E-mail e 5. e-office is best viewed in devices with min-dimension of 9 inches.

A new window will pop-up, where user has to chose whether DAK needs to be filed as a new File or in
an existing File.

K Select File - Google Chrome = O ot

A Mot secure | 117.242.177.117:8080/egov/Customization/ufda...

File DAK

®@cCreate New File CFile in an Existing File To attach the DAK to an

existing File.
File Location bsceoffice/Bhubaneswar/BDA/A
Department | Administration v |
Department Cofle | Administration v | :
To create a new File out of
File Subject | | the DAK
File Mumber I
File Initials | |
Category | None v

SOP based User Manual Page | 12
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Step 8: To file DAK in an existing File.

Select File - Google Chrome = O *

A Mot secure | 117.242.177.117:8080/egov/Customization/ufda...

| File DAK

() Create New File @ File in an Existing File

Search File i .
Click on this button to
explore existing Files.
File Mumber
File Subject
Department
Category:

‘Search’ File as per your needs, as per subject or as per number. Select the file using radio button and
than click ‘Done’.

File Number : | | File Subject : | ‘

O & BDA/Administration/Testing File for... k Testing File for BDA 12/10/2020 11:52AM testz0
O (= BDASAdministration/initial/2020/2 test_file 12/10/2020 01:03PM testzO
O = BDa/ Administration/Initial/ 2020/3 Subject 12/10/2020 09:50PM testzo
O & BDA/Administration/subject_test1/20...p subject_test 13/10/2020 01:23AM test20
O = BDAS Administration/ABC/2020/5 ABC 13/10/2020 11:04AM test20
O & BDASAdministration/initial/2020/6 subject 15/10/2020 11:3%9AM testz0
O P BDA/Administration_Establishment/in... p subject 15/10/2020 01:28PM testz0
O ) BDA/Adrministration/initial/2020/7 subject 15/10/2020 04:08PM test20
O G BDASAdministration/initial/2020/8 subject 16/10/2020 12:188M testz0
O & BDASAdministration/ttest/2020/9 Filing Dak 16/10/2020 12:284M testz0
MNext =

SOP based User Manual Page | 13
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K Select File - Google Chrome = O >

A Mot secure | 117.242.177.117:8080/egov/Customization/ufda...

File DAK

() Create New File ® File in an Existing File
Search File test_file
L)
File Number BDA/AdDministration/initial/2020/2
File Subject test_file
Department Administration
Category: General

Click on this button to
complete Filing.

£

£3
g

SOP based User Manual Page | 14
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4 TO CREATE A NEW FILE

Step 1: To create a File

‘Orrice NoTe

Unfiled DAK | New DAK | Doc Operations:

0 ReferenceNo DocumentSubject Department LetterReferenceNumberli =t ame ReceivingDate DakCategory Mode

< Prev Next >

Click on Options->Create File
Fill all the details

Create File
Last created File:-BDA/Administration/initial/2021/9
®create Main File Ocreate Part File
. -
Department ministaton . Department Code Administration v
File Subject subject File Number BDA/Administration/Initial2021/10
. x
File Initials it Category General v

0Old Ref. No [ |

Create

Enter subject details and Intials. File Number will automatically be created.

Then click ‘Create’.

Step 2: Adding documents to File

Initiate

TrackSheet

Add Document  +  Print GreenNoles

Add Docymen
Drafts
Create Draft

Notings Properties

Add Note Modify Note

FileNo.-BSCL/Administrationfversion 1/2021/50

File Subject-user manual creation

No notes exist presently.

This is called whitehall view of the File.

Click on ‘Add Document’ menu- User can browse documents and upload in the system thorugh
‘HardDisk Doc’ option.

In the follwing screen shown below, browse the document you want to upload and click on ‘Add’. The
document will be uploaded and will be added to the enclosure section of the file as [reseted in the right
side.

Initiate TrackSheet Add Document +~  Print GreenNotes Close

Notings Properties Enclosures Draft Letters

Add Note Modify Note
R s B BT
FileNo.-BSCL/Administration/version 1/2021/50

m O Document 1 1.0 16/09/2021 07-47PM AJAYA KUMAR MA.. » 1

Doc Viewer

File Subject-user manual creation

No notes exist presently. Download Delete Property

Subject” Search

SOP based User Manual Page | 15
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Step 3: Viewing the Document in enclosure section:

To view any document that is available in the enclosure section, just click on the subject name, the file
system will automatically redirect you to the viewer, and the document will be visible.

Initiate TrackSheet Add Document ~  Print GreenNotes Close

Notings Properties Enclosures | Doc Viewer | Draft Letters

Add Note Modify Note
FileNo.-BSCL/Administration/version 1/2021/50 ¥ M
File Subject-user manual creation File Zoom Transiorm Annolate
hblnoteslexnstpreseniy kB [ [F]1 HFowan |2 Q@ i)
-

Name | Name | Mame
Namme Name Mame
Name Name Mame
Name | Name | Hame
Name Name Mame
Name | Name [Name
Name Name Name
Name | Name | Mame

eapBra00BROCY /D)

1 view | Check Out | versions ||

To view any other document, just comeback to the enclosure section and select the document of your
choice.

4.1 GREEN NOTING

Step 4: Adding Notes to a File
Click on ‘Add Note’ to add a note using the editor.

A note editor will be opened at the bottom of the file view, similar to any editor. User can fill it with
conetnets and than click Ok.

T]
Full View | Check Out | Versions |
| Templates ~ | NoteSheet ~| Hyperiink | Unlink |
B i U FontFamiy A A @ M 5 X, XD EE A T-IS- T T4 E@OII B
T,
| NOTESHEET
g =
o] .

Click on the OK, the note will be added to the left side.

SOP based User Manual Page | 16
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Please remeber, the editor has options to either retain the copied contents format or keep it clean. It
shall be the user’s prespective entirely. However, it has been observed that it is compatible with MS
Word copied content mostly. We cannot assure the same level of accuracy while copying if any other
office application is being used at the client site.

Initiate TrackSheet Add Document  ~  Print GreenNotes Close

Notings Properties Enclosures Doc Viewer Draft Letters
Add Note Meodify Note
G oo bocumentt
FileNo.-BSCL/Administration/version 1/2021/50 3 &l
File Subject-user manual creation File Zoom Transiorm  Annotate
Note 1 - e [ e —
e (kB 2o Fl1 S Fiowan |2 Q@@ 1)
~
"ﬁl NOTESHEET 2
Video provides a powerful way to hdlp you prove your point. When you click Online Video, you can ™, Name [Name [ Name
paste in the embed code for the vid¢o you want to add. You can also type a keyword to search online LN Marne Name Hame
Name Name Name
for the video that best fits your docyment. To make your document look professionally produced, N Name [ Name [Name
Word provides header, footer, cover|page. and text box designs that complement each other. For L Hame Name Mame
v
GreenNote PDF Viewer

On opening a File the default view shall have the ;ast Note in visibility.,

Caution: Once the file has been forwarded, noting cannot be deleted or edited under any circumstances.
Users are requested to be careful with their operations here.

SOP based User Manual Page | 17
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5 DRAFT FOR APPROVAL

Step 1: Move your cursor to the top menu and click on ‘Add Documents’ option and click on it. Chose
the optiion ‘Create Drafts’ from the option.

Initiate TrackSheet Add Document  ~  Print GreenNotes Close

Add Document

Notings properties orateters | HArODISk Doc

Create Draft
Documenti

FileNo.-BSCL/Administration/version 1/2021/50

File Subject-user manual creation

File Zoom Transform Annotate
Monta 4 _

Step 2: A new pop-up window for creating draft letters will be opened, Where users will be able to
publish thier contents.

@ 50.08.71.193:8080/egov/white_hall/createDraftFromFile.jspegoviD=-350913056225630853 &FolderName=85CL/Administration/version 1/2021/50&Folderln...  — () *

A Not secure | 59.98.71.198:8080/egov/white_hall/createDraftFromFile,jsp?egoviD=-350913056225630853&FolderName=BSCL/Administration/versiong62...

Create Draft

Approver
Approving Authority” BSCLTO (ASHIT KUMAR .. ~ Access Type" [cortdemal _ w—a— Acess Type

This is test draft |

Subject” | Draft Subject
4
-
B i U calbr ANt By & Byt 5 X, %P E A T-I= T =~ &~
w1 BB

show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When
you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view.
You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers
where you left off - even on another device. Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To
make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other.
For example, you can add a matching cover page, header, and sidebar. -

Characters : 4358

oo I coce]

Step 3: Please fill the meta data associated with the letter.

Approver: You can chose the approver in this field. Only the approver will be able to approve this letter,
no other user will have the ability to approve it.

Access: This field will enable you to chose the access type for the letter. If set to ‘Public’ every user will
be able to see the letter’s content. However, only the approver will be able to approve it.

If set to ‘Private’, except approver no other user will be able to view the contents of the letter.
Subject: You can enter a brief ‘Subject’ against the letter being drafted for identification.

Step 4: Once you are done writing editing the letter, click on save option. The letter will be saved to the
‘Draft Letters’ section of the file in the right side.

SOP based User Manual Page | 18



Honeywell

THE POWER OF CONNECTED

Initiate TrackSheet Add Document +~  Print GreenNotes Close

Notings Properties Enclosures Doc Viewer
s
0 N ) = =
FileNo.-BSCL/Administrationfversion 172021/50
FileDraft1 17/09/2021 00:38AM  AJAYA KUMAR MAJHI... »
File Subject-user manual creation
Note 1 .
r R8 Delete Edit
i ] ATl

To either ‘Delete’ or ‘Edit’ the draft you can always use the radio button against it and click on the option
provided below.

5.1 INITIATING THE FILE

Initiate TrackSheet Add Document  +  Print GreenNoles Close

Notings Properties Enclosures Doc Viewer Draft Letters
raanas
N T
FileNo.-BSCL/Administration/version 1/2021/50
@ ) FileDraft1 17/09/2021 00:58AM  AJAYA KUMAR MAJHI . p
File Subject-user manual creation
Note 1
Delete Edit

Repeat Step 5 as mentioned in DAK section to initiate the File.

Fille Movement ST O Flexible route w Initiate  Exit
To: ' test21, | Recent Users
Subject ) Priority:
! subject ty General b
P Attachments

Please remeber ‘Initiate’ is for the creator only. Further in the flow, ‘Initiate’ button will not be available,
rather user either has to ‘Forward’ or ‘Send Back’ the File and the procedure is same as explained above.

—Select Attachment— w | View Atfachments TrackSheet Clarify Send Back Forward Complete Add Document  ~  Print GreenNotes Close

Notings Properties Enclosures Doc Viewer Draft Letters

ras oo

S Y R
FileNo.-BSCL/Adminisiration/version 1/2021/50

3] ) FileDraft1 17/09/2021 00:38AM  AJAYA KUMAR MAJHI.. » 1

File Subject-user manual creation

Note 1
Delete Edit

NOTESHEET

Movement Options and there Meanings:

Initiate: Available only to the creator of the file at the time of creation. This has been done to keep track
of the files being created in the system and there creator.

Forward: To send the file with other users.

Send Back: To send the file back to from where it is received. In this case user dont need to manually
enter any user id or name while moving the file.
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Clarify: To send files amongst flow users only.
Step 6: Approving the Draft Letter

When approver receives the files and open it. Visit the ‘Draft Letters’ section and select the draft you
want to edit or approve and click on the ‘Edit’ button avaialble below.

You can alwayys chose to Delete it if it is not required.

& 500871 .198:8080/egov/white_hall/EditFileDraft.jsp? Docld =2062&Folder|d=2863&egoviD=436099517072976337 - Google Chrome — O X

A Not secure | 59.98.71.198:8080/egov/white_hall/EditFileDraft,jsp?Docld=2062&Folderld=28638egovID=436099517072976337

Edit Draft

Approving Authority” BSCLTO (ASHIT KUMAR ... ~ Access Type” Confidential w

This is test draft
Subject”

B J U FontFamily AT B P Bgr S X, X E OE A T IS G = G

Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want
to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally
produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover
page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries. Themes and styles also help keep your
document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new

theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need

Characters : 4358

O E0 G2

Note*: The ‘Approve’ button will be visible only to the approver.

Step 7: Click on the ‘Approve’ button, the draft will be approved and convert to pdf than saved to
‘Enclosure’ section. Please remeber iut will not be available in the ‘Draft Letters’ section anymore.

Also, the approver can always make correction or demand correction in the letter and save it. The file
has to be send back to the drafter itself in this case for necessary correction and the whole cycle will be
repeated.
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TrackSheet Clarify Send Back Forward Complete Add Document ~  Print GreenNotes Close
Notings Properties Enclosures Doc Viewer Draft Letters
e
Subject Version Created on Created By Pages.
FileNo.-BSCL/Administration/version 1/2021/50
@ O FileDraft1 11 171092021 01-14AM ASHIT KUMAR RA... » 2
File Subject-user manual creation
[Note ) | B O Dbocument1 1.0 160972021 07-47PM  AJAYA KUMAR MA... b 1
r n
-'-“n NOTESHEET Download Delete Property
o@uegies
Subject” ‘ | Search
Video provides a powerful way to help you prove your point. When you click Online Video, you can
Warning: Once approved the letter can neither be deleted nor edited.
Step 8: Searching through Enclosures:
—Select Attachment—- « || View Attachments TrackSheet Clarity Send Back Forward Complete Add Document  +  Print GreenNoles Close
Motings Properties Enclosures Doc Viewer Draft Letters
I N R
FileNo.-BSCL/Administration/version 1/2021/50
E O FileDraftt 11 1710972021 01:14AM ASHIT KUMARRA__ p 2
File Subject-user manual creation
[Note 1 A8 O pocumentt 1.0 16/0972021 07:47TPM  AJAYA KUMAR MA__ b 1
E E
-"-& NOTESHEET Download Delete Property
oPegiiy
Subject” ‘ | Search
Video provides a powerful way to help you prove your point. When you click Online Video, you can

User will have the option to search through the enclosure just by entering few words of the subject
related to the document. Remeber, its ‘Soft Search’, you need not enter the exact subject.
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6 VERSIONING OF A DOCUMENT

Assuming a situation where a document that has been uploaded in the corresponding section is either
wrong or has been originally updated but you can neither delete it nor edit the document. However,
in eOffice you can always chose to overwrite it with the updated version while mantaining the earlier
version as well.

Step 1: Go to the bottom of the document viwer and click on the ‘Check Out’ option.
Step 2: You will get an alert to cnfirm. Please click on ‘OK’.

Step 3: The user will have option to download a copy of th cheked out document, however, they can
chose to skip this step if they already have a copy.

coordinated. WhHen you click Desigh and ChOOse a new Theme, the pIctures, charis, and SmartArt

graphics change to match your new theme. When you apply styles, your headings change to match f

the new theme. Save time in Word with new buttons that show up where you need them. To change

the way a picture fits in your document, click it and a button for layout options appears next to it. ¢

When you work on a table, click where you want to add a row or a column, and then click the plus £

sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and [74

focus on the text you want. If you need to stop reading before you reach the end, Word remembers T

where you left off - even on another device. Video provides a powerful way to help you prove your \5,]

point. When you click Online Video, you can paste in the embed code for the video you want to add. o

You can also type a keyword to search online for the video that best fits your document. To make your ~r hd

document look professionally produced, Word provides header, footer, cover page, and text box - I Full‘u"lewl Check Out Lersions I
—

Step 4: Once, the check out process is done, the option will automatically changed to ‘Check In’ option.

the way a picture fits in your document, click it and a button for layout options appears next to it.
When you work on a table, click where you want to add a row or a column, and then click the plus
sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word remembers

IR RN

NI

where you left off - even on another device. Video provides a powerful way to help you prove your
point. When you click Online Video, you can paste in the embed code for the video you want to add.

You can also type a keyword to search online for the video that best fits your document. To make your

document look professionally produced, Waord provides header, footer, cover page, and text box = || Full View] Check In | Versions

F“

Step 5: Now click on ‘Check In” option and you will see another window where you can upload the
updated document and overwrite the old document.

Step 6: Upload the document and click on ‘Check In’.

If you wish to undo the ‘Check Out’ option performed earlier, you can click on ‘Undo Check Out’
option.

After which the default view will have the latest document checked in. Hiwever, user can always view
all the version he/she wish to see just by clicking on the ‘Version’ button and selection the old
versions from the list displayed.
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Document Versions Documentl
To add a new version to the list, checkout the

document, and check in the new version.

Tip: Use this very powerful feature to keep track and
baseline your work. For example, you can version

““Version No. Created By Creation Date Type Comments |

. @ O 1.0 BSCLGCS 16/09/2021 19:47 pdf
1.1 BSCLTO 17/09/2021 01:32 pf
| Create I | Set As Latest I I Delete I I Comments I I Close I
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7 COMPLETING A FILE

User can chose to complete a file and close it unless required just by clicking on the ‘Complete’ button.
However, if required again they can always search the file and reinitiate it.

—Select Attachment—- || View Attachmenis TrackSheet Clarity Send Back Forward Complete Add Document  ~  Print GreenNotes Close
LU Properties Enclosures Doc Viewer Draft Letters
rasroe
Document1
FileNo.-BSCL/Administration/version 1/2021/50 3 E’
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8 SEARCHING IN EOFFICE

Welcome Technology Officer, ASHIT KUMAR RAJHANS ~ Noﬁﬁcaﬁon® £+~ Repoils~ GoTov Help~

Orrice NoTe

-

Inbox | Search :lnboxl DAK +
All

O Priority Reference Number Subject From User From Department % Received On Submittd ;”D‘E;e
O & n BSCL_DAK_2021_Administration_18 test20 Demod User (Manager) Administration 2021-08-20 16:43:51 2021-08-20 16:
O \:‘ n BSCL_DAK_2021_Administration_1 sub AJAYA KUMAR MAJHI (Company Secretary) Administration 2021-08-12 01:18:27 2021-06-29 12:0%:37
O & H BSCL_DAK_2021_aAdministration_4 picture test1 user {Brigadier) Department1 2021-08-10 15:35:10 2021-07-11 17:23:46
0 & n BSCL_DAK_2021_Department1_10 di testl user {Brigadier) Departmentl 2021-08-10 15:35:10 2021-07-13 13:16:34
O La"' n BSCL_DAK_2021_Administration_7 subject testl user (Brigadier) Departmentl 2021-08-10 15:35:09 2021-07-14 10:42:55
0O & M BSCL_DAK_2021_Administration_10 subject ASHIT KUMAR RAIHANS (Technology Officer) Technology 2021-08-10 15:35:09 2021-07-15 02:17:18
D \‘n_ n BSCL_DAK_2021_Department1_321 da Deme4 User (Manager) Administration 2021-08-09 15:30:37 2021-08-09 15:30:37
< Prev Next >

8.1 INBOX SEARCH

User has two options to search in this category.

He/ She can chose to filter the inbox queue based on types of items recevied as indicated in the right
most of the screen. Filter them based on Files, DAKs or Notes.

Or

Click on the ‘Search Inbox’ option. A new search window will pop-up.

Inbox Search

Type: Al v Subject:
Viewed On: From User:
From  Select—- v Introduction
Department: Date:
Reference

Number:

Please make sure the type of item you want to search in the first ‘“Type’ field.

There are multiple options based on which user can search a particular document or File, also by
using reference number.
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Remeber, in rference number you don’t have to enter the enitre number rather just the serial number
of File or DAK.

8.2 SENT ITEMS SEARCH

User has two options to search in this category.

He/ She can chose to filter the inbox queue based on types of items recevied as indicated in the right
most of the screen. Filter them based on Files, DAKs or Notes.

Or

Click on the ‘Sent Items Search’ option. A new search window will pop-up.

Welcome Technology Officer, ASHIT KUMAR RAJHANS ~ Noﬁﬁcaﬁon® £+~ Repoils~ GoTov Help~

Orrice NoTE

Sent Items I Search Sent Items I

Reference No ¥ Subject Sent On With User With Department From Department  Initiated By Initiated

n BSCL_DAK_2021_Administration_10 subject 2021-07-15 02:17:18 AJAYE KUMAR MAJHI(Company Secretary) Departmentl Technology BSCLTO 2021-07-15 02:

&

ﬂ BSCL_DAK_2021_Departmentl_8 testsu 2021-05-07 17:46:26 ASWINI KUMAR BISWAL(General Manager) Engineering Technology DEMO1 2021-05-07 17:31:17

LT

< Prev Next >

Please make sure the type of item you want to search in the first “Type’ field.

There are multiple options based on which user can search a particular document or File, also by
using reference number.

Remeber, in rference number you don’t have to enter the enitre number rather just the serial number
of File or DAK.

8.3 FILE SEARCH

This section is for File Search option irrespective of Inbox/ Sent Items. Please remeber, you can
search files for your department only or those files that has been in your workflow. However, if the
file is in movement with some other user, you will not be able to open and see it.

‘Welcome Technology Officer, ASHIT KUMAR RAJHANS ~ Noﬁﬁcaﬁon® o~ Reports~ Go To~ Help~

OrrFiGE NoTE

Search File

File Number File Subject
Filter Department

All Files A Administration hd

Old Ref. No
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9 REPORTS

—,
1
‘Welcome: Teschndlogy Ofced, ASHIT KUBAR RAJHANS - mt—

Owrmc Hane

8

Search File

To explore various kinds of reports. Please follow the steps below:
Step 1: Click on the Reports in the menu section.

Step 2: Select the relevent you are looking for.

Note*: The screenshot is representative of the menu and options available in the eFoffice. Reports
have been configured based on rights to certain users. Not everyone can visit them.

Step 3: Fill the relevnt information required in the fields of the report and click on generate.

EGOV Pending Report [Report Input]

Enter the value for the following fields to generate the report

assignedUser

initiatedBy

subject

Initiated FromDate* 01/5epi2020 02:43:49
Initiated ToDate*® 17/5epi2021 02:43:32
WithDepartment

Initiated FromDepartment

Step 4: Once the report is generated, you can download them in multiple fromats. Like CSV, html, pdf
or xIsx.

Y B EGOV Pending Report o
S.No Type Initiated By Initiated On Subject Status With User With Department Elapsed Time({In Days)
1 DAK DEMO1 19/Apr/2021 13:30:16 subj InProcess fest3 Department1 151
2 File DEMO1 28/Mayi2021 14:01:44 ok InProcess BSCLTO Administration 38
3 DAK tesi2 20/Apr/2021 12:59:13 ok InProcess festd Department2 59
4 DAK DEMO1 20/Apr/2021 13:20:25 subject is this InProcess test2 Department1 60
5 DAK DEMO1 20/Apri2021 13:35:25 subj InProcess test2 Department1 58
] File fest2 20/Apr/2021 14:06:51 file subject InProcess BSCLTO Administration 32
T Note DEMO1 20/Apri2021 14:16:01 this is test subject InProcess DEMO1 Department1 150
] Note: DEMO1 21/Junf2021 18:05:44 ok InProcess Demod BSCLTEST(Finance) 88
9 Note DEMO1 21/Junf2021 19:25:48 okokok InProcess DEMO1 BSCLTEST(Finance) 88
10 Note: DEMO1 28/Junf2021 17:27:47 okoko InProcess DEMO1 Department1 31
n Note DEMO1 28/Junf2021 17:49:37 ok InProcess DEMO1 Department1 81
12 Note: DEMO1 28/Junf2021 18:26:21 ok InProcess DEMO1 Department1 31
13 Note DEMO1 28/Jun/2021 18:41:17 demo note InProcess DEMO1 Department1 81
14 DAK. DEMO1 29/Junf2021 12:09:37 suby InProcess ESCLTO Administration 38
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10 FAQS | DOS & DON’TS

As an e-office user you are requested to read this section very carefully. Please ensure you are aware
of basic sanity cases before logging into the production server.

Q.1 Which browsers are best to use e-office and what is standard resolution?
Following are the recommended browsers for e-office to run efficiently:

1. Google Chrome Version 87.0.4280.141 (Official Build) (64-bit)

2. Motzilla Firefox Version 84.0.2 (64-bit)

3. Internet Explorer V: 11.1282.17763.0

4. e-Office is best viewed in 1366*768 resolution.

5. e-office is best viewed in devices with min-dimension of 9 inches.

Important Note:

Browsers being an open-source product keep updating their security policies and functional horizon.
Sometimes these updates conflicts with the base product deployed by vendor which cause errors. In
this case the vendor will require time to evaluate the updated events and resolve the compatibility. It
is expected that when client face any such intermittent anomaly, the issue is reported along with
browser name and version details.

Q.2 How do I identify if a bug is due to browser updates?

1. A function which works normally suddenly stops functioning.
2. Sudden anomalies in UI of the product.
3. Function is running normally in other system.

Q.3 Can internet speed or connectivity affect products performance?

Yes, it does. High internet speed does not mean continuous, sometimes it does fluctuate. Uploading
document becomes a major challenge while using an unstable internet connection. If the document size
is big, the window gets stuck. If system hangs in such cases, user is requested to close the window and
perform the action again. If issue persists, raise the issue with technical support.

Q.4 Any preventive action we need to take?

Yes, if you are uploading a document large in size, mostly above 10MB, system will take time to upload.
Please keep patience and avoid refreshing the window. This is runtime and refreshing at such point
will cause failure of action.

Q.3 Is Input Data validation important?

1. Please do not use special characters in text boxes meant for strict text entry.
2. Ensure you are making entry in all fields marked with red .

Q.4 Can we view any type of file in PDF viewer?

No, the viewer is only for pdf files. It is not possible to view word, excel or any such formats. However,
these files too can be uploaded in the system and if required downloaded.

Supported formats for e-office viewer: pdf, pdf/A, jpeg, png, tiff, bmp.

Q.5 Why the number of font choices so less for GreenNote?
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All the fonts officially accepted as per Department of Administrative Reforms & Public Grievance
(DARP) has been provided. Besides, these fonts are available in all the system by default. Any external
font in the system might cause conflict if the operating system of the user does not have the same font
installed in his/ her system.

Q.6 Any issue caused due to userID addition?

Yes, users are being added on an irregular periodic basis as we have received multiple user list, and
they are being updated till now. So, if any user faces ‘Operation could not be performed error’, chances
of the user being not configured for appropriate rights is high. Please get in touch with the Admin or
any responsible person and get the issue resolved.

Q.5 Is copying from any document maker is supported?

No, only standard sofwares like MS Word, Excel are supported well for copying. Other sofwares like
WPS or OpenOffice are not considered Industry Standards and are not considered for testing by
application developers like iText, Floara etc.

Basic Sanity Care:

1. Ifyou are uploading large files, probably above 10MB, system will take time to load it. User
shall not refresh the screen and wait for the process to either complete or system to throw
error.

2. Clear cache of your browser periodically, this ensures your system is free from harmful
cookies that might interrupt the system.

3. Please ensure that all types of pop-blockers are disabled in your system before logging into e-
office.

4. Please ensure pop-up blockers are allowed. If blocked new window will not open.

More than high speed internet connection, a reliable and stable internet connection is

required.

6. Please don't refresh window when the DAK/ File/ Officenote is either being uploaded,
initiated, fowarded or reversed.

o
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11 SUMMARY OF TEST RESULT & SIGNATURES OF AUTHORIZED
REPRESENTATIVES

Authorized Representatives:
Date: ...-01-2021

User Manual Approved By

Test Result:  Pass: Fail:
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