How to create a new user in eOffice:
Step 1:

1. Logintothe “ADMIN” account.
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3. Under “ Creation and Mapping “ Module Click on “Employee”
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4. Click on “New Employee”
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5. Check the “complete information” radio button and click “Submit”

Help.
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6. Fill in the details and click “Submit”
NOTE*- Make sure that only NIC email id is entered in “Email” text box

Help.
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User has been created Sucessfully.



Assigning Post to a new User:

Steps:

1. Logintothe “ADMIN” account.
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3. Click on “Role Post”
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4. Select the “application name “

[File Edit View History Bookmarks' Tools

B8 Welcome to eOffice Solution

€ | @ hitps://msme coffice.gov.in/ADMIN/AddPostPage

e Qs "B A =

OPD-HRM {_| User Login @ PRS | Home [E7 Welcome to Facebook... B YouTube [ f] Online Shopping India.. @ Online Shopping: Sho... [ Google

e@ﬁlce Employee Master Detail System ~

A DIGITAL WORK PLACE SOLUTION

(8 Most Visited B https://msme.coffice.... Sign in - Google Acce..

Al A+ | A
Employee Master Detail

msme | Help | SelectTheme H W H N

Admin Manage Role Post

(= Admin Modules

» Application
Posthame: [ADMIN
» Module eFile
eleave
» SubModule Employee Name* |EMD Note - Employee Name (Marking Abbreviation)
+ Role eTour

PIS
+ Role Post ems se

Remove all Add all

Role Name*




5. Select “Post Name”
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6. Select “Employee Name”
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Add “Role Name” and click “Save”
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Note™* - The role post is assigned by clicking the “+”button in “Add All” Column and can
be de assigned by clicking “-“ button in “Remove All” column

Role Name provided in General -

For eFile Users
USER ROLE POST ASSIGNED
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From Under Secretary to Joint Secretary ROLE_HIGHER OFFICERS
For Secretary ROLE_OFFICER
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For eLeave Users
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All Users ROLE_USER
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Controlling Officer ROLE_CONTROLLING
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Note*-Multiple Role Posts can be assigned to any user, apart from Role Post
“ROLE_USER” which must be assigned to every eLeave user.




Assigning Post to a new User:
Steps:

1. Logintothe “ADMIN” account.
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3. Under “ Creation and Mapping “ Module Click on “Posting & Promotion”

Help.

[Eile Edit View History Bookmarks' Iools

[l
F- Welcome to eOffice Solution % |+

€ | @ hitps//msme eoffice.gov.in/EMD/LoginPage?usemame= bXNEZSMxMQ

@ | Q Search wBa ¥ & @& =

Bitoken=e2717dbf783456cfba233850bb0ed6eb Bipostid=h

| eOPD-HRM { | User Login @ PRS|Home [Ed Welcome to Facebook... i YouTube |f] Online Shopping India.. 8. Online Shopping: Sho... [ Geogle

18 Most Visited B https://msme.eoffice... Sign in - Google Acco..

e@ﬁice Employee Master Detail = £ msme = | Help | ContactUs | M W M W

ADIGITAL WORK PLACE SOLUTION Employee Master Detail

Search... {Minimum three characters are required)

List of Transferred Employee

Creation & Mapping

(3 Organization S.No. Employee Code Employee Name Status Actions

(= Employee 1 00329 ISHAN DEWAN Relieved k4

» Employee R

» Increment Salary

» PostDelegation

» View Employee Details
O Transfer

Reports Module

(I Reports

Powered by National Informatics Gentre Site is best viewed in 1024x768 pixels resolution ight ® 2010, NIC

5:06 PM
25-Mar-15

< % ods 42

4. Search the name of employee under “Employee Name ” text box and click “ Search”
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5. Enter the details as shown and click “Save”
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Note* - Marking Abbreviations should be in format as Desig. Initials (Name Initials)-Section Name
For Example : If a post is to be assigned to Section Officer HR, it will be “SO(RK)-HR”

Also the “Primary” check box needs to be checked to use eLeave.

6. Post is assigned successfully.
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3. Click on File Management System
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4. Click on Migrate File option
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5. Under Migrate File option click on Create New
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EOFFICE MIGRATION TEMPLATE

6. File Cover will open as below:

7. Click on browse button
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8. Select your section name folder. Search for the file with the old physical file no.
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9. Select the corresponding radio button and click Import
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10. New Screen will open like

I Welcome to eQffice Solution %

(' B fhttps://msme eoffice.gov.n/File/PostSelectionPageZno-back-button

7|8 gt Al ¥ &

ue@ﬁice

DA AR BTN

e Source Files

o CORSPONDING [ select
NOTING

Migrate File (=]
} Create New
} Created

+ Draft

+ Complated

} Folder Permissions I

Dispatch
DSC
Reports
+lt

Settings . .
Notification LZEE =
Ext Department Issue i

Note

Receipt

Reference

IEECKIEEY RN

-

& USER PROGRAMMER(MSME)-DELHI ~

Advanced | Help

-
24)/2006/COR

mn

L ciove e Tk

On File Later »




EOFFICE MIGRATION TEMPLATE]

11. From the first left half under source head click on CORROSPONDING, from 2" half under Files
section click “ Select All”.
In the 3" part click on “Receipt” and then click on “down arrow key”
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12. From the first left half under source heading click on “NOTING”, from 2" half click “ Select All”.
In the 3" part click on “NOTE” and then click on “down arrow key”
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13. Choose New File no. and enter mandatory fields marked with Red Star.
14. Enter old file no. in Previous Reference box
15. Click on Continue Working
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New Screen will appear like
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16. Click on = icon
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17. Diarise the Uploaded Correspondence and click
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18. Click Finalize Migration Button to finalise the process of migration
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19. Scanned Physical File has been migrated
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