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ACRONYMS 

** Only the ones used in the document need to be added here 

Acronym Definition 

BSCL Bhubaneswar Smart City Limited 

BSC Bhubaneswar Smart City 

DMS Document Management System 

OD OmniDocs 

OS OmniScan 

REQ Requirement 

SRS Software requirement Specification 

UAT User Acceptance Testing 



 

SOP based User Manual Page  |  5 

 

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 
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2 BROWSING EOFFICE 

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: 

 

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. 

 

 

 

 

 

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
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Components in Dashboard: 

 



 

SOP based User Manual Page  |  8 

 

3 REGISTERING DAK 

Step 1: Open e-office 

 

Step 2: Click on DAK-> New DAK 

                             Or 

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

 

Or 
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Step 3: Upload DAK document 

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

 

1. Enter document 
subject. Avoid 
special characters. 

2. Enter Letter 
Reference number. 

3. Use the Date 
feature instead of 
manual entry. 

4. Enter time using 
the clock icon. 

5. Enter sender 
name. Avoid 
special characters. 

6. Enter Sender 
Address. 
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Caution Steps: 

1. If you 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. 

 

 

 

 

 

7. Enter Senders 
email id. 

8. Enter mobile 
number. Only 
numeric character. 

9. Enter forwarded 
from number. 
Avoid using 
special character. 
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Step 5: Enter addressee deatils and initiate. 

 

Fill all the details and click ‘Initiate’. 

Step 6: To initiate a DAK from saved list. 

Click on DAK->Unfilled DAK->Open the DAK 

 

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

 

Enter the addressee 
userID 

Click here for recent 
senders list. 

Click to initiate 
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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’ 

 

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. 

 

 

 

To attach the DAK to an 
existing File. 

To create a new File out of 
the DAK 



 

SOP based User Manual Page  |  13 

 

Step 8: To file DAK in an existing File. 

 

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

 

 

Click on this button to 
explore existing Files. 
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Click on this button to 
complete Filing. 
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4 TO CREATE A NEW FILE 

Step 1: To create a File 

 

Click on Options->Create File 

Fill all the details 

 

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

Then click ‘Create’. 

Step 2: Adding documents to File 

 

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. 
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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. 

 

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. 

  

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

 

 

 

 

 

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. 

GreenNote PDF Viewer 
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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. 

 

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

 

 

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. 
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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 

 

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

 

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. 

 

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. 

 

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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Warning: Once approved the letter can neither be deleted nor edited. 

Step 8: Searching through Enclosures: 

 

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. 

 

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

 

 

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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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. 
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8 SEARCHING IN EOFFICE 

 

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. 

 

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. 

 

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. 
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9 REPORTS 

 

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. 

 

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

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. If you 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. 

5. 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. 
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11 SUMMARY OF TEST RESULT & SIGNATURES OF AUTHORIZED 
REPRESENTATIVES 

 

 

Authorized Representatives:                                                                                                                                                           
Date: ....-01-2021 
 
User Manual Approved By    
........................................................................................................................................................ ........................................... 
 
Client 
.………………………………………………………………………………………………............................................................... 
 
IBI  .......……………………………………………………………………………………………............................................................ 
 
MSI .………………………………………………………………………………………………............................................................... 
 

Test Result:       Pass:                          Fail:            

                     
 


