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FILE MANAGEMENT SYSTEM (FMS)

1. YfFIAT AT - AUMAT SUTTEr AlGuY

(3rarear euranely wathid @d areli=t File Management System AEX Alg % AT Ut fAfRIse
FHAE Yo Ho SugrdT Tisham)

(URL av &T 2> gﬂ? Login Id 3Tfor Password ET#T - File Management System @Y ST = Receipts
v Fell# #31)

Browse and Diarize

‘Browse and Diarize’ d¥ ST

3

‘Electronic’ fdshedray Fellh T

1%
caTerdl PDF 39eils Siuarardl ‘Upload File’ aX JFalldh &l
1%
'Diary Details’ (ST #R1GIT<AT AGcaredT arelT), ‘Contact Details’ (SUTel Iroqui=ar cgadrdr
ATfgeil), ‘Category’ and 'Subject Details’ (931w fawarn &g ghR 30T garam faw) onm

mmﬂﬂﬂ ‘Generate’’ fhaT ‘Generate & Send’? aX Follh T

'Generate’ d Follh FHodHdX dIR Soledl RfAcear th Bfse FATd wog gdar. e
Receipt Number FgUTdrd.

NOTE:

1. ‘Generate’ d¥ Folldh Fodladdy, ol RIATE ‘Created’ HEZ 727;2' AT

2. ‘Generate and Send’ Y Folld Fodladay A Rfdte G¥T=aT el gIequITHISH
Send page fa¥ #rard.
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3. GYH cle TUIT Tdhed Foad ATl Felaciiad receipt TIN Fwed EJT. &7 Electronic

receipt @1 [ARISS FHIF T EUIeTedT Physical copy av felgel €41 JfoT & Physical
ETEGIAT EGTe] JHEIT [FSI=T A1l A& Sicdel &%t 34la.

4. ‘Contact Details’ #FeJ ZYlel GIBIQUIIT sFA Hfgd! Rl ‘Add to Address Book’
HANIT checkbox a¥ &ofi# @xT. ‘Add to Address Book’ aX Felld &edifas & Hifpc

System database #HEJ Gl FeA 3dell A SHOIFEA Yogl AT ShFAPgA CHIel

HTeIrE, T EGTelrd! 10l @ clell Contact Details Fed T & cdid BaFd 1d type FHeal

& F1T AT 37 Td HfedT HTNHTT T I,

AT TUTATHGHT FHIGATE Fedl: —
Generate ZToell Receipt HEfOd saFdA
Generate 3Tolell Receipt Save FIUITHIAT
p Forward #I0gmahiidr
‘Browse and Diarize’ dY ST ‘Browse and Diarize’ dY ST
‘Electronic’ f3sheqray Fellch T ‘Electronic’ fdshedray Folleh T

2 4
TuTerdr PDF upload XoamETér ‘Upload File’ | edrelrel PDF upload #eoarardr ‘Upload File’
I Follh HI X Folldh HI
2 4
'Diary Details’ (S/IRd $RIGATAT AgearedT 'Diary Details’ (ST HIGATAT FAgcaredn
§1€1), ‘Contact Details’ (TUTel Uradum=ar §1€1), ‘Contact Details’ (T9Tel 9raqum=ar
SgFdrdr Alfgdr), ‘Category’ and 'Subject SgFArdT Alfgdr), ‘Category’ and 'Subject
details’ (1T wHe fasamar A& ghR 30T | details’ (F3Td e fAYART &I JHR 30T

qATT fAW) ST qATr fAw) T
2 2
‘Generate’ ScaaX Fellch ol ‘Generate & Send’ ScoIdX Foildh T
2 2
‘Generate’ @ Follh hodldc, ol RAT ‘“To'/ ‘Cc’ ALY 1 Tl
‘Receipt Inbox’ FHTeT ‘Created’ ATAT=AT folder 3
7Y Save @IS ‘Send’ ScAGY Folleh T

INATIONAL

Copyright © NIC, 2012 Page 2 of 25 G




orfic S

2. YFFAA AT — Receipt / File THTAT Inbox HEX YIS HTeATAR FHIUGITHT Fell

(URL av ST - g#d Login Id Tfor Password ETT > File Management System a¥ ST - Receipts

v Felld #7)

(@Teller Felt G#8T Receipt H¥aTFile ITIF) FTAVE] AT UFcTl)

Receipt Inbox &t Receipt SHUATRIIAT File Inbox #tiier Files Teroamehiar

Receipt Inbox #tfiel Receipt SEUITATST
‘Receipt’ aX Fellsh ol
2
‘Inbox’ aX Felleh T
2
‘View’ tab a¥ ST
2
Unread Receipts 9guararédr ‘Unread’’ aX el
T
T
Read &cledT Receipts 9rguardTér ‘Read’ aX
Follch ol
forar
Physical Receipts 9rguar@arér ‘Physical® ax
Folleh ol
forar
Electronic Receipts 9iguaraTar ‘Electronic™ aX
Folleh ol
frar
9 YhR=AT Receipts TguaramdT ‘All® @R Fellen
AT

File Inbox #HET Files SguIma@TSr ‘File’ a¥
Felleh T
J

‘Inbox’ a¥ Felleh T
2
‘View’ tab a¥ ST
3
Unread Files 9guar@ardl ‘Unread’’ aX Felleh
AT
forar
Read deiear Files 9guamardr ‘Read? aX
Folleh HT
et
Physical Files 9iguarardr ‘Physical’® aX
Folleh ol
et
Electronic Files 9rguar@mdr  ‘Electronic™ aX
Folleh ol
frar
dd YhRAT Files Tiguardrdr ‘All® @ Felldh

C2y

NOTE:

1. “‘Unread’ ¥ Folldh odTaa, Inbox HElGT T Receipt / File open &aT Gl el AGd T T

B faddiel

BT aa ol
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3. ‘Physical’ GV Fofldr Fodldc, Inbox HEfleT BFT Physical Files faddier. Physical

Receipts @ &I9% S-BIsel qUlell HEd §a FXUIIT el IdcdHD Physical

Receipts faHUIR T8I,
4. ‘Electronic’ % Fofld BedldcN, Inbox FHEfleT ®aFd Electronic Recejpts/Files faddier

5. ‘All ¥ Folld FoIAT, Inbox HERST Td JHRTIT Receipts/Files THIITTO) fadcdier.

I I dIR reedr
#dlsT Folder daR >
: Folder #td Receipt/File Folders ¥ saqdTqel
move FITATHATE
‘Receipt’/‘File’ aX Feilch & | ‘Receipt/‘File’ aX Feilsh U | ‘Receipt’/File’ dX Falleh il
4 3 |
‘Inbox’ a¥ Felleh T ‘Inbox’ aX Felleh T ‘Inbox’ aX Felleh T
2 3
ST ‘Receipt(s)/ ‘File(s) o | SaT1 ‘Receipt(s)/ ‘File(s)’ o | ‘Move To’ tab dX Feileh .
folder ALY e 3T, dr folder #EY erpRIA 318, o 4
Select' 1 Select’ =T ‘Manage Folders’ a@¥ Failsh
2 4 T
‘Move To’ tab aT ST ‘Move To’ tab aX Feileh &hl. J
J J folder name edit FITIATATS
‘Create New Folder X ‘My Folders’ aX T 371for AT 5 Keglay Folldh U
Follh AT 1 folder ALY move FHITA frar
J 37 AT folder TIT ATATaR folder delete FHITITATS! &aT
‘Folder Name’ 89 a1 Follsh AT > RegEaT Folid =T
30T ‘Create In’ HEY ( St folder delete #TId 36
‘Receipt Inbox’ select . &idler @d Receipts/Files
4 remove el & Bleay
‘Save’ T delete §1% P )
Fellch I
NOTE:

1. Receipt/File ‘Select’ #UIraISr =T Receipt/File waier &ar L frgrav st #vr
2. UHQET SEd Receipts select #%e folder FEI move &% UHAT THT THIE STlFcoll

multiple Receipts send GUT && hl.

B AR NATIONAL
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(PFT Receipts TV FIUITHIIT)
Receipt T 3mef ' _ _
T T same. F’\’ecelpt Receipt Close Close. Receipt
=T File ALY Details’ copy : History
CIELDICTIG)]
‘Receipts’ a¥ oif ‘Receipts’ a¥ ST ‘Receipts’ a¥ ST ‘Receipts’ a¥ ST
2 4 2 4
‘Inbox’ aX Felleh T ‘Inbox’ aX Falleh AT | ‘Inbox’ aX Fellh &l | ‘Inbox’ aX Fellh T
2 3 2 2
ST Receipt 3MEUrgsl | AT Receipt ¥ Diary ST Receipt Close | 3T Receipt oI Closed
31TEdcard 31@eler File | Details &dT sraamr HUGITT T8 AT History dTgraardt 3
A ST 3R, AT 3ed T Receipt Receipt TANIGT €47 | T Receipt AR
Receipt TANRIS g gFrer g L [ Rk e | e L Regmar wiw
[ fregrex &l a1 || RiegiaR Fells T T T
2 3 2 2
‘Put in a file’ tab & ‘Copy’ tab @ Fellsh ‘Close’ tab a¥ ST | ‘Close’ tab a¥ ST Tfor
Follch T E) 3TTOT cgraedrer Aol ‘Closed
4 2 |2 ‘Close’ fadheurax History’ fashedrax
Open STl files TIT | Select FeledT Receipt Folleh T Folleh
AETAYS 3UTETT File I ‘Diary Details’, 4
select &1 ‘Contact Details’ 3foT Receipt close
4 ‘Category & Subject’ FIOATT HROT
‘Attach’ aX Fellh HT | details ST TH HET ‘Remarks’ TS (Select @atell receipt
qTd. (METhdTaR | feear Smid ey FEf), A T FiTfor
JFET o1 Details #EY T FIIT FRUNHS Close
& FE ) 3 Fofr A g AT
4 ‘OK & Fl\F T | FTefer 22 grgar aga)
TdleT 3TTolel TUTel Tohet
H&d ‘Upload File’ aX
Follh wal upload &I | (Receipt close giger
4 rfor & receipt
AT HATIR fasmandfier Closed
‘Generate’ / ‘Generate | BlesY HES GIgaT
& Send’ aX Foilh T J3e7)
Copyright © NIC, 2012 Page 5 of 25 G
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Receipt open FedTiay Fraard! Fel -

Receipt @ Details

qIguATRIAT

Receipt =t

Movement

Receipt off wafaq

Diary Details edit

Receipt #EA Hesh Fg0ldd
gadr Receipt far File

‘Receipts’ a¥ ST

4

‘Inbox’ aX Felleh T
ST receipt o
details grgraa™
3ed a1 Receipt
=T ‘Receipt
Number 3T Feollen
CXig
‘Details’ tab a¥
Folleh T

I L L

‘Receipts’ a¥ ST
3
‘Inbox’ aX Felleh
T
a1 rt-:eipt T
movement
qIgTaaT=y 3 T
Receipt =ar
‘Receipt
Number aX
Folleh T
4

‘Movement’ tab

T Folleh T

FIVTRIAT

‘Receipts’ a¥ ST

3

‘Inbox’ aX Folleh hIT

3

3T receipt I details

edit FTITT 3Ted
a1 Receipt ©Ir
‘Receipt Number’
X Follh HI
4
‘Edit’ tab aX Follsh
T
4
3TaRIRAITAR ‘Diary
Details’, ‘Contact
Details’ 3Tfor
‘Category &
Subject’ edit T

3

‘Save Receipt’ a¥
Folleh ol

Trell e Holel
fields #FLY dea
FIAT AT TEr -

o Receipt Number

o Delivery Mode

e Diary Date

e Received Date

CIEL2 I C TG

‘Receipts’ a¥ ST

3

‘Inbox’ &I Felleh T
ST receipt ALY gall
Receipt far File
SsargdT 3¢ 4T Receipt
=T ‘Receipt Number’ a¥
Folleh T
‘Attach Receipt’/‘Attach
File’ tab aX aFelleh T
Open ETeledr
receipts/files AT ATETHALT
Tee FEULT SArsar
Receipt/File select &1
‘Attach Receipt’/‘Attach
File’ aT Felleh &
el FUA SliSeled
Receipt/File @Tér
‘Remarks’ field FEd RO

TS A
3

‘OK’ ¥ Fellsh T
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NOTE:
1. 59T Receipts/Files JRAT ‘Inbox’/Created’ HE IHcHlo] T BFd Hadl FeUeT
STISIT 3 AUBAl.
2. ‘Attach File’/‘Attach Receipt’a¥ Fofleh @edladcR, f7dsaiell Receipt/File ‘Inbox’/'Created’

FET move gld IO &7 fAaffre receipt 7ed HG3F FgUT SHiser ST,

TedT SqTaTdl QEgradr (Acknowledgement) SATEATHY HEATH -

yafaaffia Fawardier Acknowledgement yafauffia Faeardier Acknowledgement

HEY qrEUgTHAar ALY dgal FIOITRAAT

‘Acknowledgement’ HEI T

‘Acknowledgement’ HEZ ST

2 2
ST Receipt @1 qafaeaffiq Faedrdier drerarac a7 Receipt @7 99rad! gEArT Alg
UIeTaaT 3 < Receipt TR L & Receipt @@ler || zar Regray Fe a1

Rregrat Flid & 3
J Top menu e ‘Edit’ &§ aX Follsh ol

Top menu FHAT ‘View’ ¢ aX Foildh I J
4 HTIIFATAR ATt Fefier FTHT TS

3[3IclIS STelell GIgqTdcl Save T 3
J Bottom menu el ‘Save’ fhar ‘Print’ S aX

Save FHAIAR ol Jraurddr PDF T&@¥ard Side Folleh ol
el ST 30T g e gar Ia

I EE . NATIONAL
INFORMATICS
CENTRE
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File Inbox #EA File 9T @A Fell -
(BFT Files av FIOIIHIIT)

File Close IugTHidr

File Park &{ogmaddr

Close File 3Tfor Park File
history dUrAogTHRIET

‘Files’ a¥ 3T
‘Inbox’ a¥ Felleh T

4
ST File Close &=l g <&T

File Tader zor [ Regex

‘Files’ a¥ 3T
‘Inbox’ T Fellh T

2 2
ST File Park sraam=y 3mg

=1 File @erdier gar [

Folleh U RIegIay Folleh HT
3 3
‘More Action’ tab a¥ ST ‘More Action’ tab a¥ ST
4 2 /3
‘Close File’ [d&reuray Felleh T | ‘Park File’ fdshcuray Folleh
(T egeFcflst dl Brger T
TIR(Create) Fefl 38, drer ) 2

sgFA dr faferse file close #%
)
2

File close &UdTd SR
‘Remarks’ AT Geledr Seld
TET HIA
|
‘OK’ o Follsh T
(File close gi3er 3Tfor & File
fagmandier Closed Bleaw #Ed

gIgr Aze7)

File park s0amd SHROT
‘Remarks’ AT feoiear
M TIET T ATfOT

‘Reminder Date’ select T

3

‘OK’ aT Folleh &l

(Park @dlefl File, File
fasmenater Parked ®lesy
HEY GIgar A7)

‘Files’ a¥ ST
‘Inbox’ G Folleh T

4

ST File o ‘Park File History’
f&ar ‘Close File History’
qIgraaral 3 AT File g
g L Regar we w0
4

‘More Action’ tab a¥ ST

4

Park File History 9rgraarit
TI1H ‘Park File History’

faehearay Feller AT
frar
Close File History grgraardr
3TeT T ‘Close File History’
faehearay Feller AT

(Select @elell receipt FEf, e
JaT STf0T VIl FRONHD
Close el dleft gidt ~grar

Fgefler I gigar I3e)

NOTE:

‘Noting’ #YUITHIST Process 5 GIgT.
2. ‘Correspondence’, ‘References’, ‘Link’, ‘Details’, ‘Edit’, ‘Mlovements’ 3707 ‘Attachment’ &r1d)

Process 4 Gigl.

3. ‘Drafts’ &3l Process 6 YTgT.

Copyright © NIC, 2012
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3. 9fpd™r a9 - Receipt /File Forward FIOGTETS  FYAT  Frax Reply HITITHTE

HIEATT Fell

(URL v &T = User Name 3Tfor Password Type #RT File Management System a¥ Fefl# #3T 2

Receipt/File #reZ 577)

Forward Reply

‘Receipts’/ ‘Files’ a¥ ‘Receipts’/ ‘Receipts’/‘Files’ | ‘Receipts’/ ‘Files’ a¥ | Receipts’/ ‘Files’
ST ‘Files’ a¥ ofT a3 ot SIT a3 ot
3 3 J 3 J
‘Inbox’ aX Folleh T ‘Inbox’ aX ‘Inbox’ aX Fellh | ‘Inbox’ aX Fellh T | ‘Inbox’ aX Felleh
J Folldh T e 34 Eqy)
ST receipt/file 4 4 ST receipt/file T 4
forward TG ‘Quick ST receipt/file Reply F1GI=T 38 | ‘Quick Actions’
3 T Actions’ #tfieT | forward aTgaT= a1 Receipt/File i & o
Receipt/File TaARIer g ¢ g T ‘Receipt gaEder zar L Riegrax Tl
gar || Regrax | TeeX #d% | Number/File Reglay Fid T
FF HT E Number a3 Feiish J 312
4 4 £y ‘Send’ tab aX Fellh ‘To’/ ‘Cc’
‘Send’ tab @ Fellh ‘To’/ ‘Cc’ 4 T fofa
T far Top Menu efier J File @1dr ‘To’
J File &1dI ‘To’ | ‘Send’ aX Fellsh “To'l ‘Cc’ ALY A9 Type
“To'/'Cc’ HEY AT Type T fofa LAl
forar T 3 File &1ér ‘To’ ALY 3
File T@Tér ‘To’ AL 2 ‘To’/ ‘Cc’ AT TRT HA ITIRIRATAR
AT TSI T ITATHATAR far J SR 941
J g A’ File @1éI ‘To’ HTATHATAR FH select T
IMERTHATHR X select FI | HLY a1d TRT AT | g’ select T 4
9=’ select T 3 3 4 ‘Send” &
4 ‘Send’” o IMERIHATAR | ‘Send’ aX Follh T Follh T
‘Send’” aX FAF FT Felleh T sa¥ 99 g1 select
H¥d ‘Send’ X
Folleh HIT
Copyright © NIC, 2012 Page 9 of 25 GRS
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NOTE:
1. ‘Cc’ &T f[a®eq B#FT Receipts TSI 3Tclsel HHoT.

2. @Ieft 77e @elel %Y ‘Quick Actions’ HEZ I —
> Ve (" V4

EFT fAsgIaR Felldr Fodrd, di file/receipt Forward FgUISl GH-AT SFdlell
gr3aar Id.

> 9 g RIeEIaT Folld edrd, d file/receipt FAT eqFAldg IR eI
ST STFANT T Reply FgUeT G13acr Idt.

> ‘[ &gr fasgrav Folle FeT14, Inbox FEZ 3iTelear receipt/File &i&aa i Remark
3rder a ggar Iar Hfor I Faer a7 i Dieg dea

Send FaeAT Receipt Faftra FI@ar Felt -
qu=aT qfFdel drsfadel Receipt/File

TId:T4T Inbox ALY TR AUITHIAT grsfaeear Receipt/File 9rgor
(Pullback ugTeHET)
‘Receipts’/‘Files’ famena om ‘Receipts’/‘Files’ fasemd o
2 4
‘Sent’ T fashedTay Fellh AT ‘Sent’ &7 fadheuTary Follh T
2 4
qrafdeledr Receipt/File T@ST &1 ¢ qrafdeledr Receipt/File T contents
m;‘_’hﬁ Eay gIEUATATST a7 Receipt Number/ File

Number aX Felleh T
grafdelell Receipt & Pull back el ST 38

I HRUT ‘Remarks’ AT e el esg
T

4

‘Ok’ aX Folleh T

(Pull Back #gUIs g%s1 gisfdclell Receipt/File
‘Sent’ HYT ‘Inbox’ HEZ T €}

NOTE:

1. ST WISlaeedr Receipts/Files TG 3usear a@dfiad axv smomy L)
(pullback) I GIfFTIGY fFedd F6aT T WRd A Gar Idrd. T, &7 SR 3G5697
IeIT ¢ ATT HTIUITH &7 G 39cIsE G oTal.

e ‘Part File’ GFIITAIST 93T 7 TIgT.

Copyright © NIC, 2012 Page 10 of 25 REEC ool
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4. 9fsHA< 1 - AfAeT File S=aol / Jit File 3zl

(URL & ST > A Login Id HTOr Password ET#T > File Management System &Y ST-> Files av
Foflds #T > Files f@31arcier Electronic File a¥ Fofl# #T> ‘Create New (Non-SFS)’ f@#eqrav Fefls
&)

Electronic File (Non- SFS)

‘Files’ tab a¥ Felleh T
4
‘Electronic File’ a¥ 3T

2

‘Create New (Non-SFS) aX Felleh T

File shTeh, feledm Dropdown #HT feiast

(¢ o Dropdown - TARIA =1q,

2 U Dropdown - HRITHATT A4,

3 I Dropdown - faws,

¥ 4T Dropdown - 39Ta¥d(3Tedrd) )

g ar CR 310l & d &I System el

b a Dropdown - SHRETHEAR a1 (faRFd FRINR 39T )
4

‘Description’ #EY a9 TS 1. HERIFAITAR e’ Alfgel Other Details HEL T
2

‘Continue Working’ scsT aX Follsh .

NOTE:
1. Created - (IR Felcdl Files) - IT fold HES 1G0T FIR Feledl FEUISTT AT Files T

FHF GIcd Feiet IHTed, 3T Files FEAT IAId. IT fAPHES GV Gld GIrT IUciser

8.

> Draft - ITAEZ 597 File @ cover page TIR 3ig W] HGENT File &l FHi# VT
STTelell &TeY. 37T Files =t It 90T 4% fadd. THED 3clear Files 3Tga JTIVTH
g?ﬁc—»r FHIHFIST FXAT Ia. ‘Work on File Later’ §c=7 a¥ Folldh FHodig, d File,
‘Created’ #EfIcT ‘Drafts’ 7€ File Number’ 9T% & FIdT save §id, [ & irqvr

INT FHIIT Delete FF ol
> Completed - 33T Files T FHIH a3 Ad¥ JIGR FHIH FIGITE 38, 3T Files ot
it rqonE 39 7ad,

INATIONAL
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File a¥ FIraar=t el -

Part files dIR Felell

Correspondences References Files Link 3t¥4ar Delink fry .
: g : g g K rin ) Details
UTEUgTRIdT
‘Files’ ALY ST ‘Files’ #EY ST ‘Files’ ALY ST ‘Files’ ALY ST
2 2 2 2
‘Inbox’ aX Felleh T | ‘Inbox’ X Felleh ‘Inbox’/ ‘Completed’ ‘Inbox’ aX Felleh .
3 T e L
ST File o $ 318 ‘File Number &% | 3181 ‘File Number
correspondence 1 File &1 Follch . a Felleh .
SETIAr e AT Reference Sisrdr . 4
File Number aX 3 a1 File Top menu #Efier Open &iTeledr File
Follch AT . Number aX Felles | ‘Link’ tab @Y Felleh a1 | ALY Top menu FEle
‘ T ‘ ‘Details’ tab aX
File #ex 4 ‘Internal Files’/ ‘External Folleh T
Correspondence tab | ‘References’ aX ST Files’/ ‘Referred in
I Folleh . J Files’s Q&g faast.
3 HTARTFITAR 4
‘Local ‘Internal Files’/ ‘External
Correspondence References’/ ‘KMS Files’ aX Feilh .
Panel #Htflel Attach Reference’ aX 4
d¢oT T Felleh . Folleh ol Link/Delink Panel A&
$ 3 ‘Attach’ sceT T Fellsh
Correspondence TIT1 | References Panel .
ST 32T 7Y ‘Browse’ I 4
Correspondence Fellh T Files =T AT 3TaRTh
fAagvarardr 4 Files faguarard
cTeATEreT O it Reference AT © RegrR
RegraR Folleh SeraaTar Mg ar Folleh T
4 computer a@X I J
‘Attach’ §cl @ save heldll 3T ‘Attach’ §¢oT @ Fellch
Felleh T Select s&e .
Open aX Fellsh
T
2
‘Attach’ dc I
Folleh T

INATIONAL
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NOTE:

1. Green Note 37IfoT Yellow Note efile & it SlisTdl & TFAT 9 AL THE Sol 36

2. 9%Y FH HGY W16, R Al T G §  IHAT & HEY 77T ol e

3. Linked File ‘Delink’ #Xvraidl, ‘Link/Delink’ tab av ST, Linked files =T Jidt HET S
File Delink @1 3ig fa=argeler U fasgrar #ehew axr 3ifor 357 Fa=arder
Choose Box HET Delink’ ax Fofleh .

4. «+‘Internal Files’ &47 9c3% user =IT ‘Inbox’ fFar ‘Created’ #efler ~qreaT fasmamel}
I3 files 3 AT,

5. »External Files’ 9c9% user TIT ‘Inbox’, HefleT U7 Za¥ fAHTMFZA HIASAT files 3.

6. *‘Referred In Files’ 7ed 31997 Open @cicil File ST Files 74 Refer @il 378 T
Files = &} fawa.

B AR NATIONAL
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File open Fcameiay FIEAT Fell -

File & Movement Details

IgugThIdT

File & faderaa edit
FIOTHAAT

File #ed west Fgora

g@{l File 3ryaT Receipt

‘Files’ ALY T
‘Inbox’ aX Folleh hT.
ST File & Movement

Details 9Igraar 3gd o1
'File Number aX Folleh T

) 2
File Open 3Tedral Top

Menu #HHTel ‘Movements’
tab aT Folleh .

‘Files’ ALY ST
) 2
Inbox/Created ©ar Completed
folder aX Felleh H.
2
31 File T faderaa edit
FHIGATT 3¢ T ‘File
Number aX Felleh &l
) 2
Top menu &tier ‘Edit’ tab
] Folleh .
) 2
‘File Number =afaRed s
AT ALY aﬁ‘iﬁa JeoT .

‘Done’ dX Follsh .

CIELDICTIG ||

‘Files’ #aEY ST
4
Inbox/Created =4ar1
Completed folder aX Foilh
.
=1 File #eI g8 File
37241 Receipt SSEARTG
&1 'File Number 3T Follsh
T
Top menu #tier
‘Attachment’ tab a¥ Follsh
.
‘Receipt’/File’ aX Fellsh
T
‘Attach Receipt’/‘Attach
File’ a¥ Felleh T
open FTleAT TG
3aféra ‘Receipt’/File’
AR g L Rega
Folldh T

‘Attach’ ¥ Felleh .

4

‘Remarks’ HEJ HROT
TY F&aT Ok T Folleh T

Copyright © NIC, 2012
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5. 9fhdr A1 - File AL noting FITITHATS
(URL & ST > &9 Login Id HTfOr Password ET%#T -> File Management System &¥ SiT-> Files av
Fofld T > Files fA3mandier Electronic File 3% Fofl# 7> ‘Create New (Non-SFS)’ f@&eqrav Fefis

#)

dIAR Feedr File 7Y Green

Note add HITITHRAAT

Inbox #tfier File ALY Green
Note add FIvITHIET

‘Created’ ©aT1 ‘Completed’
folder #tfier File ALY Green
Note add FHITITHTE

Note panel #icl ‘Add Green

Note’ &1 foler a¥ Felleh T

Green Sheet #EY noting dT
HOTEL ST T

4
Noting Save &IUITHIAT noting
panel =IT T STo[d 3T
1 ‘G ¢ Reglay  Felleh T

‘Files’ ALY T
J

Inbox T Folleh HT
J

a1 File LY noting add
FIGIRT 3T AT File =T ‘File
Number aT Folleh T

Note panel #tfiel ‘Add Green
Note’ g1 foid aX Fellh T

Green Sheet #IEA noting dr
HSTRY ST T

Noting Save FIUITHIAT noting
panel =IT JiIel STo[d 3TFeleAl
g1 ‘5] ¢ Regray el a1

‘Files’ #&d ST
Created TIar Completed
folder aX Folleh T

3

a1 File #Ed noting add
FIGIRT 3 AT File =ar
‘File Number’ aX Felled &I

Note panel #iel ‘Add
Green Note’ &1 foish O

Folleh ol
$

Green Sheet #LY noting dT
HSARY ST &

Noting Save‘mﬁw‘fﬁ-ﬁ
noting panel AT adel STo[H
3Heledr g1 ‘[ Regrax
Folleh &l

NOTE:

o IR Felcll File 5T Y2 Graldclell THeT ¥ dl File, Files f@3andfier Created =37
Completed folder #& save @efl STl
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Correspondence Htiier TEIGAT ISaTaT noting AEA Heel uATHAAT 3ryar qdf FHeredr

noting =T 7T FXd 3WIeAT noting ALY W SUATHIAT FIATTT Fell -

Correspondence T Hesf gdf Feledr noting =T Hast
‘Add Green Note’ aT File Inbox/ Created #itd ‘File Number a3
EICICT Follsh T

Green Sheet #EY
‘Previous noting’ tab aX Felldh H.

noting 89 T
() ) 2
Tigs AuATEHAaT TS T noting el ‘Add Green Note’ a¥
text fasT (3a1. gv6 FATF & U I g & el &
T YT Hest EAEATET A R YSS HAR | 3
& JIgIa’ & text select &) HE3 SUATRIAT STeT FHeeam noting I text
3 {9t (3a1. paragraph & & dTed 310 forge
Correspondence Panel =ar a¥ g1 1 & AT paragraph T WG AT TS R
RIegra Felis %1 ‘Page Number' HIST ‘paragraph s & UTgId° & text select &)
feeiear box FEA FAT qeorar HEH gATEATET 3
g AT IS FAlH TTH Previous noting Panel =1 aX &1 e

4

OK aX Folleh &0

g Follh F%T Previous noting #efer
et &d 319eiedr noting T paragraph
number Tl

4

OK a¥ Follsh &I

Yellow Note #EX Noting FIUITHRIIAT

41 file ALY noting(fewqutt) svrgamlr 3 o file open aRUIATATS!
‘File Number & Folleh T

2

‘Add Yellow Note’ aX Felleh T
)
Open AT yellow sheet #EY AT esT F+T
2
TISY Shololl eI Sl el SIUIAATS! ‘Save’ aX  Foildh T

INATIONAL
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NOTE:

1. Sicgr w¥# Yellow Note wdesl Siid, cFr@adl fad version 1.0 3i&d. Friay Noting
HeZ SicgT SicgT dgel et Sicier degr fad version 1.7,1.2,1.3 ... JIgHIOT 3&del HfoT
g3% daF ‘Version’, ‘Created By’ 3iTfol ‘Created On’ Irdl diq 3dei Slisd.

2. SgrgAT 39T Green Note #ed Correspondence FEIe T@ICAT YSaIT noting HEX
eI ST ARl IAYHATOY Yellow Note ALY el ar Aar.

Yellow noting T a9 Fd AT FIGATH Fell -

Yellow Note #tfier

Yellow note #tfier Yellow Note Frge S
TS LRI ST c:)nfirm FIOITHATS!
31 file AT yellow 1 file #AeT yellow 1 file AT yellow
note ALY d&e AGATI | note Higel I MY noting, Green noting
Hed, <1 file =T ‘File a1 file =1 *File ALY HIEd= 38, o
Number aX &elleh &l Number aX dlleh &I | file AT ‘File Number aX
313 313 Flrh
Noting #Ed dcof 3= yellow note J
FOITATST  ‘Edit’ FCuTa’ PTGt TTHUITATST Yellow Note Htfrel Holeh
FHF T ‘Discard’ SCUTaX FellF | green note FEA confirm
3 Eay FXOITATST  ‘Confirm’
‘Save’ aX Fellh I AR Y

NOTE:

1. Yellow Note #7ed detear Noting

2. ‘Generate and Send’ &V Folld oA dl RIATC g Jowell GIEavITETS!
Send page fa¥g #rId.

3. J¥H 3Telel TUIAT Thal Had ATl SAAFCIIAF receipt TIN FHoad EFTET HTIOT & Physical
ETRGICAT EGTe] JHEIT [AHTTTEIT ANGON ATET STcteT Fed ST,

B AR NATIONAL
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6. FEATE! Fedl — File #AT Y99 TIR FO, FET ATTAT qor nfor Aetae
HI0

(URL &Y &T > &4 Login Id HT0r Password ET&T > File Management System &¥ ST > Files
HEF ST Dlnbox TV Foller FT > FafOT FileNumber a¥ Fofl FIT > Draft & FelhlF

T )
Creation of DFA - Y99 dIJR 0T

‘Drafts’ tab a¥ ST 371{0T ‘Create New Draft’ a¥ Fellch &l

2

‘Draft Type’ select &1 0T ST AT HAllgal .

4

71T Draft S<IguaT@TS!, ‘Choose Template’ aX Folleh el Tt
template HYA select T f&har ‘Upload File’ aX Follh &deT mﬁﬂtrmgr
IR 38T Draft upload @1 f&aT Draft o content ST .
2
S1eT SISl ATigcl 3R, (ST SAfFdell TR draft ITadelr SO 3T AT
S AT, T, 9G, GIedell e, email id 3t & #rfeeh)
3
S draft Hied FEr @G ASEATT AT R
‘Attach File’ aX Follh T

2

‘Save Draft’ a¥ Folleh T

NOTE:

1. Draft save Fedlday ~Frd T DFA 3 &I&@ad Sid Hfor &7 Draft & v fafirse
FHHTE G FItl.

2. 997 FIR HNAlAT HTIUIT HGATIS] template FTeTe] HEI.

3. ‘Upload File’ EIT fadheqray Fofldr @edrd, JT9UT 96T HIVIHIT MS-WORD #ed 15
Fotel 9T upload & UBAT. FHT 9T MS-WORD #eZ g7 &I3q &F%ed JIiSHI0f copy-
paste &Hd ADpdld.

4. TIX Feedr AT FGol INUIEIST Edit’ @ GIT 3Tt 3. S G TIN Feledr
TUANT AT faell ST 18T df 93 1T gl FAr Ird.

INATIONAL
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DFA waftra waraamt et -

Dispatch of
DFA
(Arguit
ATAHATH)
‘Drafts’ aX ‘Drafts’ a¥ Foilh | ‘Drafts’ aX Fellsh ‘Drafts’ a¥ ‘Drafts’ aX Fellsh
Follch T ATOT | T 30T ‘Create | T 3MTOT ‘View | Foileh ol HIOT | T 30T ‘View
‘Create New New Draft’ T draft’ of select | ‘View draft’ o draft’ oIf select
Draft’ oI select select T EZ select T T
T 3 4 ) 2 4
3 Draft Type @& | ‘DFA number ST Draft o ST Draft o
Draft Type #eX | ‘Reply’ aX Folleh I Felleh BT Staus, Staus,
‘New/Fresh’ a¥ E foRar the ‘Approved’ ‘Approved’ 3&e
e J ‘Version of 3 a7 ‘Draft
3 & ‘Receipt DFA’ aX Fellsh a1 ‘Draft number aX Felldh
o Number oT T number aY .
Communication S — ‘ e ‘
Details &1 reply EEX Draft o A=adr ‘ ‘Dispatch by
4 SFETeT Draft | G 36T | Soidiedid Draft | CRU’ &X Feis
#dlel Draft a;amm Elir s ‘Approve’ X Details =ar T
T 3 Fellh . @l 3o 4
graTeT feetear ‘Reply Type’ ¥ ‘Dispatch by | ‘CRU User(s)
templates FYF | (|nterim/Final) Draft #¥Y sScof | Self @ Fellh | 30T ‘Delivery
select FT AT | cojact &%, Draft FUGA 3T T Mode’ faasr.
upload( upload |3 communication | Edit Fellch 3 3
file) @ fohar Details $RT. . 3ATQIT dgeT ‘Dispatch ‘Remarks’ #eY
type . 3 F&eI STeday | Options’ a¥ ST Frel remarks
3 Recrear ‘Approve’ al 3nfOr ‘Postal | 3HIT o 9.
SRR, Draft diad templates FERT Folleh . Details’/ ‘Email 313
FET TS select 3T % Details’ o ‘Send’ aX Folldh
SAEEA AT select &1 3ATfOT T
upload(upload
T, ‘Attach File’ flle) FRT T 3Taege Alfgdr
aq  Felleh ol T
‘ type‘?ﬂT. ‘
‘Save Draft’ a¥ ‘Send’ I
e e ‘Save Draft’ a¥ T V-
Follsh HT
Copyright © NIC, 2012 Page 19 of 25 %ms
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7. AT Fdl - Part files TIR FIVITEEA

(URL & ST > &4 Login Id JTfor Password E1#T > File Management System a¥ ST > File a¥
Foll# #T)

Part file ¥R HI0r

‘Files’ a¥ ST
$
‘Sent’ aX Fellh T
$
File FIasvarardr = File =aT TR 3miedr &1 || gt Foid &4
$
‘Create Part’ Tab @ Feolleh ol
4
File =T Cover page 3= ‘File Number =afaRea arfgch
3TARThdl FHATH dcell.

2

‘Create Part’ a3 Follsh &l.

NOTE:
1. Create Part &X Fofi# &cdl-dck dIR Sllclell Part File JHe 1A YUf Searay #a file
HIGTT merge & UHAT. FTHIST &gl files FHEAT Inbox FEL IO HTT0TH g

B AR NATIONAL
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8. FEAT Fell — Receipt/File Pull Up FRUIATHIAT

(GRS fOBIIT T JfAHIEIA FFUTT HHAIIT inbox HEfleT file faar receipt

FIA- =T inbox HEY HITd Fee] EUITE GIAET 39cistl &dal duardrdl Pull Up &7 fddhed araielr
STTC)

(URL a¥ ST > &9 Login Id JTf0r Password /@7 > File Management System &% &T >
Files/Receipts av Fefl# #T)

‘Files’/ ‘Receipts’ HEI ST

d

‘Inbox’ dT Folleh HT

g

ST HAAATAT Inbox #FHTS File/Receipt Pull Up st 3mg
AT ITFdd ATd ‘Hierarchical View HEY JT3eT select T

T ITFATAT inbox HEAT Receipts/Files JFgTell fedclel

4
ST Receipt/File JFgTell Pull Up &GN 37T AT Receipt/File =T
AR 3o g L AR adiie w1

4

‘Pull Up’ TabdX Folldh &l

2

‘Remarks’ FEY Pull Up FHI0ITS HROT aécrw

2

‘Pull Up’ aX Fellh .
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9. UfShA=T sTTd — Receipt(s)/ File(s) 2MTeroy

(3 GATthe URL & TeY FRMUser Name and Password = FMS)

9.a. Noting #AHI 3URAF AHT MeroIgTHaT

Search in Noting

‘Files’ X Follch T

4

‘Inbox’ TY Fellch T

3

ST file AT noting AT FASTRY METATIT 3T AT ‘File
Number’ aX Felleh T

ST HST MYQITAT 31T o noting panel =T & 357cAT STo[d
feoledT S e ar
4

Search tab a¥ Felleh T

B AR NATIONAL
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9. b. Advanced Search 3Tfor Module Search

Advanced Search Module Search
‘File Management System’ d¥ ST ‘File Management System’ a¥ ST
2 2
AT 37T dTefell 3HeledT  ‘Advanced’ ‘Search’ textbox #EY text/keyword St
Tab T Felleh A MYUTTT 3TE O T L.
2 2
‘Search For' &Y Files/Receipt/Dispatch ‘Search’ Tab aX¥ Fellsh I
off select &1
) 2
HTIRATAR 3T 3Tl (Module Search’ ®HEY TEI T
feheuraelier ATfedT 91T 30T ‘Search | particular module (Recejpt/ File) #LX
Receipts’/ ‘Search File’/ ‘Search Draft’ | search &% hdr)
Tab aX Fallh T
(‘Advanced Search’ {#€Y user HIUTAIGT
Alfedt  #%e7 Files/Receipt/Draft search
FE Uhd)

10.9fhAT ATT - Receipt(s)/ File(s) a¥ Reminder set HITATHLIAT
10. a. Receipts/Files a¥ Reminder ST@uATehidr

Receipt/File GHAT sqFIH qrSacTell Inbox #tier Receipts/Files av
Reminder set HI0ATHRIIAT Reminder set HI0ATRIIAT
‘Receipts/Files’ #LY ST ‘Receipts/Files’ IEd ST
) 2 4

Receipt Inbox/Created 31dr File Receipt Inbox f&ar File Inbox #frer
Inbox/Created folder #efter it ST Receipt/File aX Reminder maraarw
Receipt/File G831 e Wrear@ardl | 3m @ Receipt/File @@der [ &
3T & Receipt/File TAder [ =2 Rt Fle a4
RIegrax Felled T 4
3 <iq A A ‘Reminder Tab & Folleh
<9 Ae] AT ‘Send’ Tab aX Felleh 1 T
4 2
ST g9 Receipt/File draaraardr 3g | Open Sieledr Window #EX ‘Reminder’

B AR NATIONAL
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T SFFAT 19 “To’ ALY BT HU et Al $RT
2 4
Set Due date AN ‘Set Reminder’ Reminder Date #¥d AT oA
[GEEIETIEAC Remindermﬁﬁl@ﬁm@
) 2 a7 R8I Felleh H&el [Adsl. (TUH dd
Open 3Teledr Window #EZ ‘Reminder’ fasr 3nfor 791 RAies Waen)
Ffre AR Ry 2
4 Alert Mode Y ST Ueudlsl Reminder
Reminder Date #AEY T e o gaer fAeor smfera ame r
Reminderaﬁﬁmﬁaﬁa’fﬁ#@@ Reeuraaler || a1 Risgrax Foie
T e gla Felleh &% A9l (YUH 98 T
frasT 3T #er Retioh s ) 2
3 Save dX Falleh T
Alert Mode AYY ST Ueudlt Reminder
A g Ao nfdd M
Rearaaler [ s Rieget s a1
2
Send aX Felldh T

10. b. Draft (¥99) a¥ Reminder ST@uATHAT

‘Files’ G Folldh T

4
‘Inbox’ Y Felldh T TIETUT FIOATHIAT
4

ST file AT noting AT HSTRY METATIT 3T AT ‘File
Number’ aX Folleh T

Sl HSTehY AMEraIT=T 3¢l noting panel =T & 35TeAT STo[d
feorear SmaYa T8Y &
312

Search tab a¥ Felleh T

10. c. Reminder ¥aftra Fr@ar Fell -

INATIONAL
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Reminder Notify

Reminder Discard

Reminder Close &I0ITHIAT

FIUGTHOAT

FITGTHAOET

‘Files’ a¥ Felleh T

4
N4

a1 file =AT noting #efier
ASHT METATIET AT AT File
Number’ @ Felldh HT

‘Inbox’ aT Felldh T

g
ST ASTRT MyaETaT 31 A noting
panel =IT X 357eAT aTod feledr

sa e sn &

Search tab a¥ Felld I
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