MIGRATION PROCESS

(In eOffice)
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Introduction

The Physical/manual files can be converted into electronic files by using MIGRATION
PROCESS. There are 3 cases of files:

a) Current Files:

Current files are the fresh files which is going to be created as electronic files in eOffice.
i.e. Electronic file is created for new PUC. In this case, no manual files is need to be created.

b) Partial Files:
Current PUC’s are entertain in electronic files in eoffice & their Manual (Physical/Old) files is

maintained for Old Record. In this case, migrate the Old File to eFile and link it with already
created electronic file.

c) Closed Files:

Files which are closed or no further action has to be taken are known as Closed Files. User can
also migrate the closed files in eoffice.

Present Scenario — Current Files

First Prioritv— Partial Files

Second Priority— Closed Files

To migrate old files user has to follow some steps at initial stage:

Step 1: Identification of files: Identify the files branch wise so that selected files can be
migrated on eoffice.

Step 2: Scanning guidelines: When manual files are identified then next step is to scan the
noting and receipts of files. Following are some scanning guidelines:

+ Pages are uploaded according to the quality of paper i.e dots per inch (dpi) so adjust the
scale resolution as 150 or 200dpi
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= Scan each PUC separately by renaming it, but can scan single noting PDF.

= Unnecessary increase of paper dpi is not good and leads to large image.

+ Choose Grayscale option.

+ Choose option Searchable PDF while scanning process. In Searchable PDF, user is able
to copy the content of pdf.

Step 3: Scanning Process and Folder Structure
+ Create a 1%t Folder on Desktop i.e eoffice (any)

+ Create 2" folder inside the eoffice folder. Rename the 2" folder in below mentioned
format;

b fI-[NICpun_iab_eﬂﬁice_lmplementatiun in DGR ]

! !

Note: Folder name must start NOTE: This is the Manual File Number (it should be
with fl-then Manual File separated by underscores not in slashes). Also

Number. don’t use spaces, can use hyphen (-) in place of

<+ Create two folders inside 2" folder and name as :
a) note b) receipt

+ Create single PDF of Noting side & scanning of PUC (Correspondence side) separately
and put these noting & PUC’s pdf*s in the above mentioned respective folders.

=+ It is necessary to rename &add noting keyword NP & CP after subject name so that user
come to know which is noting pdf and receipt pdf. So rename these two pdf’s.

+ For example, Rename the noting pdf as : Implementation project in DGR — NP
For example, Rename the each receipt PDF as: Implementation project in DGR — CP
and so on

4+ Back to 2" folder and make its compressed file (not WINRAR files)
I

3 fl-NICpunjab_eOffice_Implementation in DGR

Note: User can follow the same structure to all manual files which is going to be migrate on
eoffice. User can again create folder fl-second_file_ DGR as mentioned above format & put
single pdf of noting and single pdf of receipts in the inside folders.
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Step 4: FTP Access and Uploading of scanned PDF’s

After creating folder structure and scanning process, login to FTP by using url
eoffice.punjab.qgov.in/ETP. The credentials of FTP is:

= UserlD is ftp-user

+ Password is Admin@123

=+ Press Login to FTP

& (DB https//eoffice punjab.gov.in/FTR/ @ || Q search T

2 Most Visited @ Support | | eofficeSites | | Pmidc || Velocis | | eOffice googlesheets | | Training Employees | || Deployment | | Sparrow || Milkfed

NIC Intra FTP

Username:
eoffice

Password:

T ] | <—

[l Lock session to IP
Advanced interface

[l Save login details
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DITETAL WORK PACE SO0V

Cut Copy Paste Rename Delete

i

F]

[ | Name Time User Group Permissions
O B pmide 29/06 06:23 1001 1001 drwir-Xr-x
E O test 29/06 06:30 1001 1001 drwxrwxrwx

Rename a folder if you want .
So test to eFile right click
select rename

[ New Folder ] I New File l I Upload Files l Host: 1043.29.40 User: fip-user Upload Limit: 128MB

Rename Files

eFile

Press Ok . Now we have to open the compressed file which is placed in our system.
Click on FTP folder we have created just now i.e eFile

eFile->Click Upload Files-> select compressed file from system
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Step 1:There is nothing inside
eFile folder so press Upload
Files Button shown below
{ New Folder l { New File l I Upload Files l [Hosl: 10.43.29.40 User: ftp-user Upload Limit: 128ME]

User must upload the files to their respective district folder only. Don’t upload files in the other
folder. If you are not able to access any folder then super admin will give you folder access
persmission.

NOTE: Folder Permission must be given by super admin by logging in eoffice account.
Step 4: Super Admin give Folder Permission:
Super admin can login and go to Migration Module and follow the below mentioned steps:

Migration->Folder Permissions-> select Department ->select folder i.e eFile

eFile electronic file system

Permission for section to the user for migration
i
Recefpts Department NIC PUNJAB { INTERNAL} <— -
Files cecti Givisions
ecron IVISIon e -
Migrate Fila = . - -
» Creste New T PANKAJ JAIN — SCIENTIST-D(PJ H-DivS-NIC Punjak <
» Created Folders
\I/ +Draft = = .cache
—camplacas = =5 .config
» Folder Permissions i i eFile
Dispatch =
CELL e Super Admin is giving access to
DSC a T
folder eFile to user “Pankaj Jain”
Reports =
i by selecting above dropdown
Motification
Ext Department

Now, permissions for folder eFile has been given by super admin and user can start migration
process i.e migrating old files to electronic files.]
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Step 5: Migrating Old files into eOffice account

Login to user account in eoffice and go to Migration File -> Create new

=» Choose file heads to create new file

e@TTICe & PANKAJ JAIN SCIENTIST-D(PN)-DiwS-NIC Punjab = [

reT————

o)

Receipts

Files.

e O Step 2: Select File

) Create New

Heads BN 8 B3 21 -
-+ Draft 21-DGR P b

+ Completed

®

2-e0ffice

» Folder Permissions. 18-velocis

Dispatch . . 9-NICST

Dispatch Ste 1' CIICk 1-Narega

DSC create new 3-Confonate i |
S-Agmarknet

- 6-Electi - H

settinas oream Step 3: Click
-Agriculture

Notification

8-Hosty culture Browse

| | 10-Budget File
12-Sarthi And Vahan
13-Priya soft

[

Ext Department

4-suwidha

After pressing Browse option, list will open showing folders with file numbers, select file
number and press Import button.

ee'ﬂce & PANKAJ JAIN SCIENTIST-D(PJ)-Div5-NIC Puniab _~ =

o o
Receipts
Files ]

Migrate File =] Search File

b Create New

Seerchl
Folders File Number o L]

) \Implementation in DGR

» Creatsd
+ Draft

m

+ Complatad
b Folder Permissions I
Dispatch
Dispatch
T r—
(Choos=one ________ [~]

List of folders i.e eFile from

| Chooe one .

FTP with file names we

already mentioned , choose

folder with file name
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Search | | o
Folders File Mumber o

. MICpunjabl\eOfice
- ‘“Implementation in DGR

Select File number and press

m

Import

:

After clicking import button Physical file number will be shown as below:
MICpunjab/eOffice/Imple

Next step is to select note and receipts and map with the arrow button highlighted below:

Files.

Selece Al

"'L' Implementatien of e-office
Project in DGR - NP (1).pdf

- note !.

= Implementation of e-office

Project in DGR - NP (2).pdf

Step 1: select

EM ES6E ) . oivso |
note folder

m

Step 2: select
PDF notings

ecep

Chooze one
Referance

Step 3: select
destination note Step 4: Click on down
folder arrow button to map
all pdf’s and check
order too

REEC
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A DICETAL WORK PACT 30010

Same is to do with receipts mapping:

O sz

X2 £ 2 e S T

Step 1: select

Step 2: select

receipt folder PDF receipts

[conce ————— 1
ECr—

(] %

Note
Receipt
Reference

z Step 3: select

=l

-]
01/05/201 gzl

destination

Oo@ O

3 tion o
Praject in DGR- CP (85).p01

Step 4: Click on down
arrow button to map all
receipt pdf’s and check

order too
NOTE: User can also check Verify Details button to ensure noting and receipts placed on

3

% Implementation of e-office

receipt folder

correct destinations. If user found that sequence is not correct then user can send back pdf to
correct source folder whether it is receipt or note by using up arrow map button

0Old File Number :- fl-MICpunjab/eCfice/Implementation in DGR ] < -

|um | <

Receipts Issues References

<—

Implementation of e-office Project in
DGR - NP [1].pdf

Implementation of e-office Project in
DGR - NP [2).pdf

Implementation of e-office Project in
DGR- CP [1].pdf

Implementation of e-office Project in
DGR- CP [2).pdf
Implementation of e-office Project in
DGR- CP (3).pdf
Implementation of e-office Project in
DER- CP [4].pdf
Implementation of e-office Project in
DGR- CP [5).pdf
Implementation of e-office Project in
DGR- CP (6].pdf
Implementation of e-office Project in
DGR- CP (7].pdf
Implementation of e-office Project in
DGR- CP (8).pdf
Implementation of e-office Project in
DGR- CP [9).pdf

Implementation of e-office Project in
DGR- CP [10].pdf -

After verifying pdfs and its sequence orders, click on cross button placed on left corner and

come back to file cover screen. Add opening Date, Description on file cover . Cross check all
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the details on file cover and press Continue Working to create file. User can choose whether it
is confidential file by clicking on classified check box

Now file look likes as shown below:

Receipts = Sowrce

Files ] note 4

Migrate File =]

» Creste New

X £ £ ) e 5 2
#Draft
i Choose File Heads, Section Code,

¥ Folder Permissions I

Description, Opening Date,

ol

Dispatch

Dispatch (2] oL . . . .
e Classified if confidential file . -
osc o
Reports (c]  Chooszone [ |
Settings &

Notification & % Implementstion of e-office -~

= ® Project in DGR- CP (54).p81 -

% Implamentstion of =-office
Project in DGR~ CP (65).pdf

01/05/201 [

%) Impleme:
Projectin

on of e-office
R- CP (66).p0
%) Implementation of e-office
Praject in DGR~ CP (67).p01
% Implementation of e-office
Project in DGR- CP (68).paf

i@ oo o kS
8 8 8 o

% Implementation of e-office

Vesity Details |

Press Continue Working if details are confirmed otherwise press work on later When user click on
Continue button following screen will open up.

Click on Notings : shows below

N

New File Noj Number not generated Old File No: NIC /e0ffice/]
Receipts = Notings |
Files MNoting TOC
Migrate File 5] ; File No.DGR-D100045T-5 34K} DGR-DEF T 1L of e-office Broject in DGR - NP (1) pdf X
+ Create New Receipt No - 402502017/SSM(K) .
2 I of e-office Broject in DGR - NP [2)pdf =
¥ Created
et 7. In view of mastian explained sbove & i proposed that aperowa ray be accorded b \_ «{1]»
the activitios as mervoned in Puint No § and proposed sommitiae of the cencemed olficals =
+ Complated Pairil No. &

¥ Falder Parmission

Subrrtted fer aporoval Pease

Dispatch -
Dispatch ) M& PDF Ilnk Of
- . ", %-;’T:l notings
Reparts &3] s
Settings & 7/
Notification = S Afpered.
Ext Department (&l ‘ 4 MW—aﬂn.-d_-.u BalP) ke sl a r,,p 1,

U Lean Pl

« Rusins ..uh.a', WS

3do Pm

%.

Click on Correspondences:
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A DITETAL WORE PACT 5008100

eFile etecronic fite

d Old File No: N1Cpunjab/eOffi

PDF link of
receipts.

@ EANRAJJALN SUIENI LS| U E T UVD L FUNED

Y -~ | <

o Correspondences || Refersnces | Edit | Finaliz= Migratien
— ] Automatic Zoom
Migrate File 5
+ Create New File No.DGR-11000444/5847-SSW(K)-DGR-DEPTT
Receipt No - 4125072017/SSM(K)

» Created

*Draft £. 1 View of pastion explainad sbovs i propased that aparove

+ Completsd the actiiies 83 mersoned in Puint Mo and proposed commites of the =

Pairil No. §
¥ Folder Permizsion:

Subrited ko aporovi

Dispatch 3]
Dispatch
D5C =
Reports ]
Settings
Wotification =
Ext Department

- e apered b BB ke sl -t
e et
« Ruwins  oasbing' -

L
3%

&.

Migrated Table of Content

SiNa Camespondence Na Subject Type  SentBy Actions
Implementation of =-office Projectin DGR- CP (1).pdf W& Reczipe A %X = 0 6

2 Implementstion of e-office Projectin DGR- CP (z)pdf WA Recaipr N2 < ¥ B B

3 Implementation of e-office Project in DGR~ CP (3).pdf na  receipe na X B BB E

4 Implementation of e-office Broject in DGR- CP (4).pdf wa receipe na X BB B

5 Implementation of e-office Projectin DGR- CP (S)pdf WA Receipe va X ¥ B B

& Implementation of e-office Projectin DGR- CP (G)pdf WA  Reczipr & X 2 B B

7 Implementation of e-office Projectin DGR- CP (7)pdf WA Recaipe Na % ¥ B B

g Implementation of e-office Project in DGR~ CP (8).pdf wa  receipe va x ¥ BB

9 Implementztion of e-office Projectin DGR- CP (3)pdf WA Receipt /A % ¥ B B

10 Implementation of e-office Project in DGR- CP (10).pdf  N/A  Receipe A X B B B

*1 2/ 3|4 5°**

Correspondences attached on the right side with options delete, edit and set sequence order
buttons. User have to edit each correspondence receipt so that meta data can be filled.

NOTE: You have to first fill metadata for all receipts before doing finalization

migration.

Open each receipt one by one fill metadata add details and press GENERATE button:

File Number automatically added

MNew File No: Number nat generated Old File No: NICpunjab/eOffice/Implementation in DGR

in this receipts field.

Recaipts | MNotings | Carrespendences ‘ References ‘ Edit ‘ Finalize Migration
Files Upload(Only PDF upto 20 MB}: Diary Details
Migrate File = of — i e s Classified Choose one E| Sender Type E ]
 Greate ew Defveryodes | Seff Generated Language 1
File No.DGR010001/12017-SSW{K)-DGRDEFTT IS 0 v E' auag E
 Created Receipt No : 4024472017/SSM(K) DT?-" Afl_ﬁ [k Mode Number Lefter Ref. No
+Draft g iZlzjzlz T>\‘\
W Type* Letter |Z| File Number f-NICpunjabie0 ffice/implementat
+Completed
¥ Folder Permissions I E Received Date E Lefter Date m
Dispatch ‘ VP Choose one |Z| Diary Date 2810812017
Dispatch VPP Name Choose one |Z| Dealing Hands Choose One E
bsc Contact Details [ Add to Address Book
Reports ] Ministry Choose one E
Sattings Department Choose ong E
Notification Name sar Designation dgr
Ext Department Organization
Address 1+ chandigarh
Address 2
Country INDIA. |Z| State Choose one |Z|
City Pincode
_ERTIE NEAE | hobie Landine
Fax Email
Category & Subject

https://eoffice,punjab.qov.in/eFile/Tx=Zoj8ytdYWlolcq5blwOd7T 8801556 gk#
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A DITETAL WORKE PLACT 30010

Now receipt number will change automatically as shown below:

otings Carrespondences Referznces Edit Finalize Migratian

o
Automatic Zoom = Migrated Table of Content il
File No DGR-010004:42847-55M{K)-DGR-DEFTT il e sl § Sent .
= 1l N Su T Acti
Receipt Mo - 40250/2017/SSM(K) o B e e s e o
46809/2017 /Divisions f"mfe i | recet e A B OB
Implementation of e-office Project in DGR- ) =
e 2 CP (30) pef NfA Receipt N/A K F n u
Implementation of e-office Project in DGR- Lo -
3 Cp(31).pdf /A -NM e=ptnva X OB
Implementation of e-office Project in DGR- ) - +
4 Coam) et /A recape e X M EE
s Implementation of e-office Project in DGR- NiA Receipt A X B n u =
CP (1) pdf
Implementation of e-office Project in DGR- ) -
3 CP (2) pdf NfA Receipt N/A X B n n
7 Implementation of e-office Project in DGR- NIA Receipt N/A x [ n n
CP (3)pdf
Implementation of e-office Project in DGR- ) -
8 Cpla)pdf NfA receiptnfe % B OB
s Implementation of e-office Project in DGR- NA Receipt NA X [H H n
CP (5)pdf
Implementation of e-office Project in DGR- . =
10 e N/A recsieva X ¥ B0 b
“i1||z|2| 4|5
1 i e o

As soon as all the correspondence receipts meta data is filled, user can press
FINALIZE MIGRATION. When you press finalize migration below screen appears
so press OK.

Finalize is not allowed until metadata is not filled for all the Receipts and Issues
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The following screen will open up after doing finalize migration. Top row shows

Old file number and new electronic file number.

Receipts
Files
Migrate File
b Creats New
b Crest=d

+ Draft

+ Completed
» Folder Permis
Dispatch
Dispatch
DsC
Reports
Settings
Motification

Ext Department

Computer No: 7524 File No: 11-201/3/2017-Division5-NIC PUNJAB OFFICE

Qld Filz No: NICpunjab/=Office/Implementation in DGR Fubject

eoffice Implementation in DGR

e T T ez T T
8 p (T Toc [“Recent | Al [Previous 41 Notings]
B ladd Green Note | =i |Add YellowNotd # ¢ of 2 Note(s) » » List of Comrespandences and Issues
Chocse One [=]
UPLOADS 145 I of e-offics Brojact in DGR - NP (1].p6F
. o m - Receipt/lssue No. - Subject - Type- Attached On ~ Pages Actiorr~
P T ) PANKAIJAIN coffice Implementation in 25/06/17 J
e e @ 26354/20:7/0ivisions 527 2o 7070 Regpen
“ UPLOADS 149 I of e-office Project in DGR - NP [2].pdf [ = @ sssaaizoiriomisions SoFesImPlementation e 290817 63-69 mepen
29/06/2017 4:23 PM PANKAI JATN =office Implementation in 29/06/17
3 46931/2017/Divisisns P 68-68 Reapen
(SCIENTIST-D) a v E L i 04:_22"
P =office Implamantstion in 25/06/17 )
[ & @ 26330/2017/0ivisions 527 2 67-67 Reapen
P coffice Implementation in 25/06/17 y
e @ 26329/2017/0ivisions 527 2or0s 66-66 Reopen
P coffica Implamantation in 29/08/17 y
= @ 28927/2017pivisions 5 22008 65-65 Reapen
o =office Implementation in 29/06/17 }
= @ s6926/2017/pivisions 57 2008 64-64 Reapen
2012 25/06/17 )
[ & @ 26995/2017/0nisior oo . e 63-63 Reopen
P 25/06/17
[ e @ 26320/2007/00isions 23/0er 62-62 Reapen
" fiica Implamantation in 29/08/17
12012 2ol y
= @ 28922/2017/pivisions 5 23008 61-61 Reapen
12017/ =office Implementation in 29/06/17 y
= @ 26920/2017/Divisions $F 2a/0e 60-60 Reapen
P =office Implamantstion in 25/06/17 .
[l & @ 26318/2017/0ivisions §oF F 59-59 Reapen
P coffice Implementation in 25/06/17
[l e @ 26312/2017/0ivisions 527 P 2s/08r 58-58 Reapen
P coffica Implamantation in 29/08/17 §
[ & @ 26916/2017/Divisions $°F 23008 57-57 Reapen
B e ) 46315/2017/Divisions :“f‘:“m'e“"““"‘" ﬁz{fg"” 56-56 Reapen
= AHirS Trnlamantarinn in 2aineiis

MNATIOMAL

INFORMATICS
CENTRE

m



