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eOffice – Functional Process
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eOffice Modules

Setting Due 
Dates

e-File 
Movement

Digital 
Signature

Search/File 
Tracking 

DAK 
& 

Scanning

File 
Creation

Receipt
Registration

•Electronic Diarization of 
inward letters and files

•Electronic Movement of 
receipts and files

•Creation of Drafts for approval 
and final issue

•Dispatch of letters

•Setting Due Dates and 
Reminders

•Queries and Reports

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Login page

https://eoffice.hp.gov.in eOffice application URL address

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h

Select User Type
• For Gov/Nic/Hpmail.in IDs , Click 

Parichay Option
• For Himaccess Ids , Click LDAP 

Option
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eOffice – LDAP Login page

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h

• Enter Himaccess User Id & 
Password

• Fill the Captcha Code
• Click on Login Button
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eOffice – Parichay login page

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice - Login page

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h



eOffice - Login page

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice -Home Screen 

Click on eFile 

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Receipt Registration.

Step-1:
• Click on Receipts tab
• Click on Browse and 

Diarise
• Click on Electronic.

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Receipt Registration.

Select PUC and
click on open

Upload PUC

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Receipt Registration.

Uploaded PUC

Enter Diary Details

Generate Acknowledgment Generate receipt number and Send.

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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Receipt Number

System generates a Diary 
Number for each Receipt

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Send Receipt

Search recipients by -
Name/Designation/section

To set due date

Choose Priority

Click on send the PUC

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Receipt Inbox

Recipient will receive the 
PUC in Inbox of Receipts

Notification of new Received 
Files/PUCs

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Insert PUC in a File

Click on Put in a File

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Create File

select the File if PUC is 
related to existing File

Click to attach PUC   
in existing e-File

Click here to create a 
new File.

Insert PUC subject/remarks

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Enter eFile Details

1. Select File 
Heads details

2. Enter subject 
of file

3. Click Create File to Put In to 
start working on a File

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice –eFile Created 

1. Recipient will receive the Files in 
Files Inbox. 
2. Click on file number to open a 
File.

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Newly Opened File

Attached PUC/Receipt   
Receipt No.

Green Note for 
Regular Noting

Yellow Note for 
Rough Notes

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Add Green Note

Type Noting, Copy Paste or select from quick notings 

Auto SavedQuick Notings

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Create Draft

1. Click to create New Draft
3. Enter Draft details 

4. Save Draft

2. Click to 
Upload Draft

Click if Draft needs to signed by 
multiple authorities. 

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Send eFile

Click on send

Choose Priority

Search recipients by -
Name/Designation/section

To set due date

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Add Yellow Note

Type Yellow Note, Copy or Paste

Save Note Confirm Note to Convert 
into Green Note or Discard

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – eFile Screen

Note number/ name/designation /Date & Time
is auto generated

View Previous Noting using 
switch view option.

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice –Draft version list

Draft version 
list

Click on Draft no. 
to Open Draft

To View Draft 
1. Click on draft.

2. View Draft 

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – View/Edit/Approve Draft

Edit/Approve 
Draft

Download
Draft to edit

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – View/Edit/Approve Draft

Update
Draft

Upload 
amended Draft

Select amended DFA 
and click on open

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h



eOffice – Approve Draft

Department of Information Technology, Government of Himachal Pradesh

Approve 
Draft

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h



eOffice – Upload Signed Draft

Click on 
Ink Sign

Select Signed 
letter

Click on open

Department of Information Technology, Government of Himachal Pradesh
G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h



Department of Information Technology, Government of Himachal Pradesh

eOffice – Confirm/Discard Signed Draft

Confirm/Discard Signed 
Draft.

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Dispatch Letter

Click Initiate Dispatch

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Dispatch Letter

1. Add recipients/Receivers details:
• Intra eOffice user 
• Public- Add recipient details manually

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Dispatch Letter

1. Add recipients/Receivers details:
Public-
• Add recipient details manually
• Click on Add option to save Recipient

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Dispatch Letter

1. Add recipients/Receivers details:
Intra eOffice –
• Select  Department 
• Select Contact to Add
• Click on Add option to save Recipient
• Click on close 

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Dispatch Letter

1. Added Recipient details:
• Intra eOffice recipients can also be emailed.
• Public- Select postal option for Manual 

Dispatch Entry.

2. Click on Dispatch With or without 
follow-up  option to generate Dispatch 
number

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Dispatch Number

Generated Dispatch/Issue number

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Note No. Reference

1)Add Green Note.
2) Write Note no. Reference in 

noting portion and select .

Click on Referencing 
icon

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Note No. Reference

Select Note Number to be 
referred

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Note No. Reference

We can also create 
reference to a paragraph

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Note No. Reference

After Clicking on 
Reference that particular 

note will open.

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Page No. Reference

1)Add Green Note.
2) Write Page no. Reference in 

noting portion and select .

Click on Referencing 
icon

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Page No. Reference

Select Page Number to 
be referred

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – Page No. Reference

After Clicking on 
Reference that particular 

page no. Will open.

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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eOffice – eFile Movement

Track/View 
Movements of File

G o v e r n m e n t  o f  H i m a c h a l  P r a d e s h
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