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@ - Filing & Office Automation System (e-FOAS

1. Sign In and Dashboard

1.1  Sign In Page

SIGN IN

& |USER NAME

& PASSWORD

Remember Me

Or login with n u B

e-Filing & Office Automation System
Government of the Punjab

Punjab Information Technology Board (PITB)

First screen where user will give his/her login and password to login e-FOAS as shown in above
picture.

1.2 Dashboard

= Q SEARCH.. g

Dashboard z
Dashboard Cards - @ eTDDAY 3MONTHS 6 MONTHS 1 YEAR.

&8
B SUMMARIES < : LETTERS
0 0
&
Read 0 Total 0 Total 8 Total 0 Total 2
5
-
o MEETINGS 5L i COMPLAINTS [%
2 0
0 0
® Convened 0 Read 0 Total 0
0]

MEETINGS & REMINDERS =r

After login e-FOAS, user by default landed on Dashboard page shown in above picture.

Main dashboard contains various tabs described below:
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[@] - Filing & Office Automation System (e-FOAS

1.2.1 Settings
When on click on setting option, a service panel will be opened which is given below:

2 - 8
T R ——
Dashboard O Losout

> LAYOUT OPTIONS

= Q SEARCH..

Dashboard Cards

“ THEME COLORS
With Light Sidebar

SUMMARIES [ OFFICIAL NOTES 2 LETTERS . .
RS g -
0 0
TOtaI ‘ Tntal ¢ . . .

With Dark Sidebar

MEETINGS S B COMPLAINT . . I
: - . . .
Convened 0 Total 0

> DASHBOARD STICKERS
> DASHBOARD CARDS

MEETINGS & REMINDERS > INTERNAL CARDS
= CHANGE CARDS COLOR

Punjab Information Tedl (PITB) > HELP & SUPPORT

You can activate and deactivate different options give in this service panel.

1.2.2 Refresh Notifications
This option is just to refresh / update the notification status.

1.2.3 Today Meeting’s
This tab shows the count and notification of meetings planned today.

1.2.4 Unread Messages
This tab shows the count and list of unread / unattended messages in your inbox

You have 2 new messages

~~
=~

". PURCHASE OF NETWOR..  ;yonmic 4 yean.
—— =

Monday, 06-Feb-2023 03:37:14 PM

e Procurement of Video C...
=]

0 Wedneszday, 24-Aug-2022 12:34:36 PM

OFFICIAL NOTES
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1.2.5 Reports
There are 8 types of reports which you can generate from this tab:

You have 8 reports

Lo
@
==
=
@
&
=

Diary/Dispatch Register

F MONTHS
Log i

Help Desk Ticket Details
OFFICIAL NOTES
o Meeting Details Report
Total
Meeting Engagements

Record Room File Track INTS

User Activities

User Activities Summary

1.2.6 Inbox
This option shows the count of unread messages against each card

= Q SEARCH...

&

P e
You have 2 new messages
Dashboard

Dashboard Cards - oD

SUMMARIES
0

Letters

Total 0 Total 8
Meetings

MEETINGS Summaries
0

Documents
Convened 0

Complaints

Official Notes
MEETINGS & REMINDERS

1.2.7 New Documents

- Filing & Office Automation System (e-FOAS

Through this tab we can create new file, letter, note sheet, documents and other task given in

below screenshot:

= (Q SEARCH..

File
Dashboard
Letter
Dashboard Cards -
Note Sheet
Documents
SUMMARIES OFFIC| e
0 Task Assignment

Total 0 Total 8

Meeting Scheduling

Short Message Service (SMS)
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1.2.8 Search
A search option is given on dashboard, you can search your file or documents through this
option.

1.2.9 Duration
You can set the duration of inbox by selection duration give on dashboard. After selection
option your inbox will reflect the files of that duration accordingly.

TODAY 3 MONTHS & MONTHS 1 YEAR..

1.2.10 Dashboard Cards
At a time you can open / activate 8 cards on your dashboard screen as shown in below screen:

Dashboard Cards - TODAY 3 MONTHS 6 MONTHS 1 YEAR.

SUMMARIES |a OFFICIAL NOTES e LETTERS
0 0 0

Total 0 Total g

MEETINGS 30 g COMPLAINTS &
1 0

Convened 0 Total o Total 0

You can customize these card as per your requirement and activate accordingly as mentioned in
below image:

5

Dashboard Cards - TODAY 3 MONTHS & MONTHS 1 YEAR..

Summaries
Files [« £ LETTERS
Official Notes
Letters Total 8
Meetings
Documents > @

f

Total 0

Convened 0

1.3 Inbox
When you will click on any card which are displayed on your dashboard, you will go in the inbox of that

tab and each tab have same cards in the inbox.
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- Filing & Office Automation System (e-FOAS

Dashboard Summary + =

Internal Cards

NEW
0

TODAY 3 MONTHS 6 MONTHS 1 YEAR..

=
OVERDUE 5 CARBON COPY ]
o] (]
2 o :
x x x

ASSIGNED [Z] ASSIGNED OVERDUE 2 CLOSED ® OUTGOING FOLLOWUPS =]

o 0 (o]
6 7 8

You can customize and activate the required cards and at a time you can activate maximum 8 cards,
internal cards are shown in screenshot given below:

€ €
1

x
*

S
o
l

Dashboard summary +
Internal Cards - TODAY 3 MONTHS & MONTHS 1YEAR..
New -
x
Overdue OVERDUE 8 CARBON COPY
Drafts 0 0
Carbon Copy
x x

Assigned
ASSIGNED OVERDUE |Z1:

0

CLOSED ® OUTGOING FOLLOWUPS

L4 Assigned Overdue
a 0 0

i

1.3.1 New
Any document or task assigned to user will reflect in new Documents

1.3.2 Overdue
Any task assigned with due date and no action is taken till due date will be reflected in Overdue
Documents

1.3.3 Drafts
Instructions received from senior to sub ordinate for preparation of draft for noting or letter will
reflect in Draft Noting/Letter.

1.3.4 Carbon Copy
Any task in which user is in CC will be reflected in Carbon Copy Documents.

1.3.5 Assigned
Any task forwarded by user will reflect in Assigned Documents.

1.3.6 Assigned Overdue

Any task forwarded by user with due date and no action is taken on it will reflect in Assigned
Overdue Documents.
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- Filing & Office Automation System (e-FOAS

1.3.7 Closed Documents
All the tasks closed after appropriate action by User will reflect in Closed Documents.

1.3.8 Outgoing Follow-ups

If duty of follow-up is assigned by senior to Sub ordinate regarding any ongoing task, it will reflect
in Outgoing Follow-ups of subordinate or if follow-up duty is not assigned to any subordinate it
will reflect in senior outgoing follow-up.

1.3.9 Review Noting
Any Noting forwarded by Subordinate for review to senior will reflect in Review Noting.

Internal Cards -

REVIEW MOTING

o

2. Diary / Dispatch Register

How to enter D|g|tal Incomlng/Outgomg Dak/Dlary through e-FOAS (R&I)

©® eFOAS

%" & ° =
Dashboard <
Dashboard Cards - TODAY  3IMONTHS GMONTHS  1YEAR
x X x|
X 4

Mul ?emm d Arslar
SUMMARIES
0

Read 0

*
MEETINGS b P4 COMPLAINTS
0 0

Convened 0 otal e otal Read 0

MEETINGS & REMINDERS +

As Shown in the image above to get R&I page. (Receipt & Issue-> Register)
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- Filing & Office Automation System (e-FOAS

2.1 Diary / Dispatch Register (Information TAB)

i Information I Documents I W Register } ! ! n

Subject / Title @ ENTER SUBJECT .

EXTERNAL w o Register Mode @ Choose. v

Choose.. - Saction @ Choose... -
Choose . Reference No. @ ENTER REFERENCE NO *

11-02-2023 +  Diary No. @ *
NORMAL woE Document C\assiﬂcatio@ PUBLIC v

Choose.. Y Document Nature @ Choose... PR

11-02-2023

TYPE TO SEARCH DIARY TYPE External Diary No. ENTER EXTERNA
ENTER DOCUMENT SIGNATORY Corresponding Diary ENTER CORRESPONDING DIARY NUMBER n
Carbon Copies To

Multiple Forwarding D
Forward To @ TYPE TO SEARCH USER. *
office From @ TYPE TO SEARCH OFFICE NAME *
Remarks @ ENTER REMARKS

Register Type

Department

Designation

OO0

Diary Date / DOI

Document Priority

Document Nature Typ:

Document Issue Date

OO

External Diary Type ARY NO

Document Signatory

00

E] C.C Assignment Required

Fill all the details in Diary/Dispatch Register Information page as described below.

)
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2.1.1 In Subject/Title filed, write the PUC Subject/Title.

2.1.2 Register Type is predefined as External.

2.1.3 In Register Mode, chose Incoming or Outgoing from drop down list.

2.1.4 1n Department, select the relevant from drop down list.

2.1.5 In Section, select the relevant from drop down list.

2.1.6 In Designation, select the relevant from drop down list.

2.1.7 In Reference No, mentioned the PUC reference number.

2.1.8 Select the current date from Diary Date/DOI filed.

2.1.9 Electronic Dairy No. will be automatically generated after selection of Register Mode,
Department & Section.

2.1.10Select the priority (Urgent/Normal) from drop down list in Document Priority field.

2.1.11 Select the Documents Classification (Public or Restricted) from drop down list as per
requirement.

2.1.12Select document nature type (Summary, Document, Note etc.) from Document Nature
type filed.

2.1.13Select document nature (Letter, Brief etc.) from document nature field.

2.1.14Select the PUC / Letter date from Document Issue Date filed.

2.1.15Mentioned the external Diary Type and Number if any in mentioned fields.

2.1.16Mentioned the external Diary Number if any in mentioned field.

2.1.17 Mention the name of PUC/Letter Signatory.

2.1.18Click on Select corresponding Dairy to link the previous correspondence if any. After
clicking below shown window will open.

Select Diary/Dispatch Register

Search

From Date Subject
Reference No
Diary/Dispatch No
Office Name

Camp Office Diary No.

DIARY/DISPATCH DATE

DIARY/DISPATCH NO.

Search the previous correspondence with below listed details:

e Subject

e Reference Number

e Diary/Dispatch Number

e Office Name

e From & To Date

Apply any filter from above mentioned list and search the document to attach
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2.1.19Forward diary to user in carbon copy. Type and search user to whom diary need to send

from carbon copy field.

2.1.20Dairy can also be forward to multiple users after checking the multiple user option

shown in above picture

2.1.21Forward diary to user. Type and search user to whom diary need to send from Forward

to field.

2.1.22Enter the name of department/office from where PCU/diary is received
2.1.23Enter remarks and tab on Next button to go to next window as shown below

2.2 Diary / Dispatch Register (Document TAB)

Diary / Dispatch Register

Department List...

11-02-2023

2.2.1 Browse PUC/Document from system.

2.2.2 Upload multiple attachments

2.2.3 Enter the document title and date for future reference
2.2.4 After browse select the document from system.

2.2.5 Remove invalid uploaded file from *xcross’ sign on attached document.

2.2.6 Documents can be uploaded in below mentioned format
e Microsoft Word

Microsoft Excel

Microsoft Power Point

PDF

Notepad

In-Page

Picture (PNG or JPG)

2.2.7 Click Save button after attachment is done.
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2.3 Diary / Dispatch Register (Register TAB & Scan QR Code)

I i Information I B Documents }

Register Type @ Choose

External Diary Type @ TYPE TO SEARCH DIARY TYPE

Search @ Choose... v SEARCH FOR

Search Same O

From Date @ FROM DATE

Register Mode

Initiated Office

To Date @ TO DATE

External Diary No. @ ENTER EXTERNAL DIARY NO

EXTERNAL CARBON

Search the already register diary from Registers tab after applying the filter

2.3.1 In Register Type, select Internal or External from drop down list

2.3.2 In Register Mode, selects incoming or outgoing from drop down list

2.3.3 In External Dairy Type and Number, selects the reference of external document already

entered in I&R module.

2.3.4 In Search Tab, select any one reference from given options. Document can be searched

by using any of the below reference
e Subject
e Reference No.
e Dairy/Dispatch No.
e Office Name
e Camp Office Dairy Number
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2.3.5 In Initiate office, mention the office from where letter is initiated.
2.3.6 Select the start and end date within which period search is required.
2.3.7 Click on search tab to view all documents in listing with brief information.

Diary / Dispatch Reglster

o

i i Informatian [ B Uccumonts (IO EECCE @ ScanQRtode

Register Type Choosse v Register Mode Chooss
External Diary Type Y ¢ Al WARY TY Extamal Diary No

S h YIS0 v

Search Some O Initisted Office

From Date 06022023 To Date 08-02-2023
EXTERNAL
SR. NO. | DETAILS WORKFLOW NO(S) ASSIGNED TO CARBON COPIES TO | CARBON COPIES ‘ DOCUMENTS
| 10 |

SEZ Actrity

Diary No: PNOACHRMANAY 230208

Reference No: J023

Date: 08.02.202% Chairman P&DB |

Register Type: External PND-25-5874 Chairman (Planning & @ u
Register Mode: (ncoming Develepment

Document Issue Date: 08 022023 Department)

Document Nature: Lefter
Office Name: Punjob Boord of ivestment & Trode (CO)

- Filing & Office Automation System (e-FOAS

ACTION

'e

2.3.8 Once dairy is entered QR code is automatically generated and it can be accessed from
Register Search after applying filters (As described above) and QR code can be printed

from print option as shown in above picture.

2.3.9 After clicking print above screen will open and QR code can be printed

[=] L [=] = Print QR Code
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= Q SEARCH...

File

Letter
Dashboard Cards -
Mote Sheset
Documents
SUMMARIES OFFICI A

Task Assignment

Total o Total 2

Meeting Scheduling

Short Message Service (SMS)

e Click on New Document tab a window will open as shown in above picture.

¢ Click on File or required option and the main information screen will open as shown in
below picture.

e Fill all the details in Information page as described below.

3.1 Initialize Internal Task (Information Tab

=

= Q SEARCH..

New File -

I B verbatim I M Noting } B Documents } i Genersl Information [N o] '8 o'/
1]

Title ENTER TITLE
Remarks REMARKS
Forward To

TYPE TO SEARGH USER. n,
O TYPE TO SEARCH USER n

11-02-2023 * Due Date

Multiple Forwarding

Put-Up Date 13-02-2023

File Priority NORMAL v o File Classification PUBLIC v

0000000

Carbon Copies To Select Persons File Category Ghoose.. -

600

Fill all the details in Information page as described below.
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3.1.1 In Title field, write the task name

3.1.2 Write remarks if required and go to next tab shown as below In Due Date field, timeline
of task completion can be selected

3.1.3 In Forward to, select the concerned staff member to whom you want to send the file

3.1.4 In Multiple forwarding, user can add the multiple staff members if required

3.1.5 Put up date, this will be the date when you will initiate the file

3.1.6 Due date, user can add due date if required to make it time bound

3.1.7 In File/Document priority field, select the priority of document

3.1.8 In File/Document Classification field, select the Documents Classification Public or
Restricted as per requirement

3.1.9 In Carbon Copy, user can add multiple staff members to keep them in CC

3.1.101In file category, user can set the category of the file.

3.2 Initialize Internal Task (Documents Tab)

e | BE0E ' B8'0'9
| CETEDEED | (B3

3.2.1 User have option to direct scan or browse documents/existing file pages from PC
3.2.2 User can upload PUC/Document in below shared format

e Microsoft Word

e Microsoft Excel

e Microsoft Power Point

e PDF

e Notepad

e In-Page

e Picture (PNG or JPG)

ATTACHED DOCUMENT(S) FROM ARCHIVE

—

3.2.3 For File Escalation, user create File & Upload Document from File Archive
3.2.4 User click on Add Document (s) from Archive option
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Record Room
File(s) Search Choose... SEARCH FOR.

Search Document(s) SEARCH FOR.

[ eFOAS

CSFC-EFQAS-2020-09-05-000003 ( e-Record Testing 1 - 05.059.2020)
CSFC-eFOAS-2020-12-24-000014 { Management and Professicnal Development Department)
CSFC-eFOAS-2021-09-21-000002 (20 SIMS Jazz PRD )
CSFC-=FOAS-2022-01-18-000003 (3rd Revised PC-I E-FOAS)
CSFC-=FOAS-2021-08-02-000003 {Abdul Wahab (Tasks List))
—pp B PITB-2-Gow-20-12585 {Access To Dashboard System OF approval Regime Is Reguired To Menitor Daily Cases [Deliverables At E- Khidmat
Centars)
=P 3 [ DG- PHATA_DD-IT_Khidmat_S62567
% [ ACCESS TO DASHBOARD SYSTEM OF APPROVAL
] CSFC-EFQAS-2020-07-07-000008 (ADP 2020-21)
] CEFC-eFOAS-2020-12-24-000010 rAURIELLTJRE DEPARTMEMNT)

3.2.5 User click on File/Folder icon
3.2.6 User select the required document from selection box and click on Submit button

ATTACHED DOCUMENT(S) FROM ARCHIVE

o e
-_ REFERENCE NO DOCUMENT TAG METATAGS ACTION

- All_Offices_Open_2020

3.2.7 User can view selected document after click on hyperlink

3.3 Initialize Internal Task (Noting Tab)

I 3 verbatim 1& B Documents

i General Infarmation 1 Bi Saved Drafi(s) 1 B ﬂ ﬂ n
e | T | T | [

)
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- Filing & Office Automation System (e-FOAS

3 Verbatim 8 Noting Bl Documents I i General Information \ B Saved Draft(s) \ i n i E i i n i n
< Add Paragraph } 88 Attach Annexure | B Add Last Para No : (& Save As Dr }

File Edit Insert - View Format - Table Tools Help

B 7 U S \Verdana 11pt Paragraph EE=EE E E - iZ L & % =
B « ® 0 JE+ v
a
0]
3.3.1 Enter noting paragraph and click on Add to Note button for making it noting part
3.3.2 Multiple paragraphs can be added.
3.3.3 Paragraph can be edited or deleted.
3.3.4 Task can be saved as draft or submitted
4. How to Initialize Existing File
= Q SEARCH...
File
Letter
Dashboard Cards -
Mote Sheet
Documents
SUMMARIES OFFICIA Official Notes
Task Assignment
Total 0 Total 8 Meeting Scheduling
Short Message Service (SMS)
T
User tab the file or required information
Page 16|56
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Put-Up Date 11-02-2023 * Due Date 13-02-2023

File Priority NORMAL v o File Classification PUBLIC v *

‘ e B
Multiple Forwarding ol P

Carbon Copies To File Category Choose

Fill all the details in Information page as described below.

4.1.1 In Title field, write the task nhame

4.1.2 Write remarks if required and go to next tab shown as below In Due Date field, timeline
of task completion can be selected

4.1.3 In Forward to, select the concerned staff member to whom you want to send the file

4.1.4 In Multiple forwarding, user can add the multiple staff members if required

4.1.5 Put up date, this will be the date when you will initiate the file

4.1.6 Due date, user can add due date if required to make it time bound

4.1.7 In File/Document priority field, select the priority of document

4.1.8 In File/Document Classification field, select the Documents Classification Public or
Restricted as per requirement

4.1.9 In Carbon Copy, user can add multiple staff members to keep them in CC

4.1.10In file category, user can set the category of the file.

4.2 Initialize Internal Task (Documents Tab)

Ey— e —— 'BE0E Ba' 0!8
| CETEDEED | (B3
DR
E[E]>
ATTACH DOCUMENT(S)
OR DRAG AND DROP
ENTER TITLE
SELECT DOCUMENT DATE
Select Document(s)

)
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- Filing & Office Automation System (e-FOAS

4.2.1 User have option to direct scan or browse documents/existing file pages from PC
4.2.2 User can upload PUC/Document in below shared format

e Microsoft Word

e Microsoft Excel

e Microsoft Power Point

e PDF
e Notepad
e In-Page

e Picture (PNG or JPG)

ATTACHED DOCUMENT(S) FROM ARCHIVE

—
- TITLE REFERENCE NO DOCUMENT TAG METATAGS ACTION

4.2.3 To initiate the existing file, user will merge file from Archive
4.2.4 User click on Merge file from Archive option

Record Room
File(s) Search

Search Documeni(s) Choose.

=
B O oFOAS

L) CSRC-EFOAS-2020-09-05-000003 { e-Record Testing 1 - 05.09.2020)

) CSFC-eFOAS-2020-12-24-000014 { Management and Professional Development Department)

- CSFC-eFDAS-2021-09-21-000002 (20 SIMS Jazz PAD )

O CSFC-eFOAS-2022-01-18-000003 (3rd Revised PC-T E-FOAS)

) CSFC-eFOAS-2021-08-02-000003 (Abdul Wahab (Tasks List))

) PITB-e-Gov-20-12585 (Access To Dashboard System OF approval Regime Is Required To Manitor Daily Cases (Deliverables At E- Khidmat

D) CSFC-EFOAS-2020-07-07-000008 [ADP 2020-21)
0 CSFC-eFOAS-2020-12-24-000010 (AGRICULTURE DEPARTMEMNT)
D) CSFC-eFOAS-2021-02-22-000009 (Ahsan Tarig)

4.2.5 User click on File/Folder icon
4.2.6 User select the file and click on Submit button

)
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- Filing & Office Automation System (e-FOAS

4.3 Initialize Internal Task (Noting Tab)

[ verrem }ﬁ T = pere— 'D D0C 0BG 8’8

[ | s | T | [

A verbatim B Documents I i General Information \ B Saved Draft(s) \ i n i B i | n | n
+ Add Paragraph [l & Attach Annexure | B Add Last Para No. N = save As Dr |

File Edit Insert View Format Table Tools Help
B 7 U & Vedana 11pt Paragraph EE=EE EE =S T
8 « @ 0 + v &

= 1
&
1]

sQo

4.3.1 Enter noting paragraph and click on Add to Note button for making it noting part
4.3.2 Multiple paragraphs can be added.

4.3.3 Paragraph can be edited or deleted.

4.3.4 User can be saved as draft or submitted

® ‘ sua)
File
@ Dashboard [+

Letter
Dashboard Cards = TODAY 3IMONTHS & MONTHS
Note Sheet
20
Os
Documents
B ] SUMMARIES Official Notes LETTERS
N L 0 Task Assignment 0
fa)
Read 0 Total 1 Total 0 Me{}mg Scheduling o Total 0
= Short Message Service (SMS)
® MEETINGS 2 5 iz COMPLAINTS
0 0
o Convened 0 Total 0 Total 0
0]

MEETINGS & REMINDERS +

)
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@ Dashboard Meetings

@ My Meetings [ Created by Me I B Officiating Meetings |

: “ < > Engagements Report Add New Meelmgc

SUN MON TUE

FEBRUARY 2023

WED

Today VMcnthr Week Day

FRI SAT

Y

5.2 Click on Schedule Meeting and a window will open as shown in

below picture

@ Schedule Meeting

@ Schedule Meeting W Add Participant & External Guest Participant

B Subject ENTER MEETING SUBJECT
a) Description ENTER MEETING DESCRIPTION (IF
Characters left: 600
®
Department ENTER MEETING DEPARTMENT
o Reference No ENTER REFERENCE NO
Chaired By ENTER MEETING CHAIRED BY
Start Date & Time 11-02-2023 2:58pm

ANY)

*

(J Funl Day

B Attachment

Location

Reference Date

Priority

End Date & Time

send SMS

ENTER MEETING LOCATION
11-02-2023
Top v

11-02-2023 2:58pm *

Page 20|56

A Project of Punjab Information Technology Board (PITB), Lahore



)

=
f
F

i |

5.3
54
5.5
5.6
5.7
5.8
5.9
5.10
5.11
5.12
5.13

20

- Filing & Office Automation System (e-FOAS

Enter subject of the meeting in Subject field

Enter brief description of meeting in description filed

Enter department name and location where meeting is to be scheduled
Enter the PUC Reference No. (Mandatory field) & Reference Date (if any)
Enter the designation who will chair the meeting in Chaired By filed

Select the priority from dropdown menu.

Select the meeting start and end date & time

Update meeting time as per requirement.

Postpone, Cancel and closed option will be enabled after schedule meeting
Meeting notification will be sent via sms (sms received from 9100 short code)
Option is available to uncheck the send sms filed and send sms on meeting
date

r 9

- A\ N 1 8 4
= o soamcn. - I

151 RN S
Schedule Meeting
&
@ Schedule Meeting # Add Participant & External Guest Participant | Bi Attachment ‘ E | n
TO BE ATTENDED -
Organization Choose. .. o v TYPE TO SEARCH USER 9
EMPLOYEE NAME DESIGNATION DEPARTMENT SECTION SUB SECTION ACTION

5.14
5.15

5.16

0]

= Q SEARCH.. | [— \

CARBON COPIES (C.C) TO -

TYPE TO SEARCH USER...
EMPLOYEE NAME DESIGNATION DEPARTMENT SECTION SUB SECTION ACTION

Click on Attended By down arrow
Click on organization drop down menu to select any administrative
department of the Punjab Government.

After selecting the organization, user type the meeting participant
designation and tab to select the user

Schedule Meeting

| @ schedule meeting | [N AIRRIl & External Guest Participant | B Actachment ‘ B 0

TO BE ATTENDED -

Organization Punjab Information Technology Board v ‘ Muhammad Was ‘

EMPLOYEE NAME

CARBON COPIES (C.C) TO

DESIGNATION DEPARTMENT

YPE

O SEARCH USEF
EMPLOYEE NAME DESIGNATION DEPARTMENT SECTION SUB SECTION ACTION

SCHEDULED MEETING(S)
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5.17 User add several participants of all administrative department of Punjab

Government
@

£ | © schedule Meeting | [ EUCEEUTETEN & External Guest Participant | B Artachment ‘ “

B, TO BE ATTENDED =

all Organization Punjab Information Technology Board v Muhammad Was

EMPLOYEE NAME DESIGNATION DEPARTMENT SECTION SUB SECTION ACTION

CARBON COPIES (C.C) TO it
Haseeb|
0]
rammad Haseeb Anw. Project Director (Citizen Facilitation Services)
Punjab
Haseeb ur R 1 S r Software Engineer (Software Engineerir € [

5.18 Click on Carbon Copies (C.C) To down arrow
5.19 Type the designation and tab to select the user

Chaired By E Priority Top v
Start Date & Time 11.02-2023 258pm « 0 End Date & Time 11-02-2023 258pm .
:

Assignment Note NMENT NOT

5.20 User click on Assignment notes to add any comments or remarks relating to
the meeting to be scheduled.

@ Schedule Meeting

EA[ta:hme‘ul a

NAME DESIGNATION MOBILE NO. EMAIL ACTION

@ Schedule Meeting | & Add Participant | & External Guest Participant

@ Schedule Meeting
@ Schedule Mesting ‘ # Add Participant | & External Guest Participant R

MOBILE NO.

A
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5.21 Click on External Guests Participant down arrow

5.22 Click on + sign to add external guests’ participant

5.23 Several guests can enter other than administrative department officials

5.24 Name, Designation and Mobile No fields are mandatory

5.25 Enter dummy mobile humber if he/she don’t have guests participant number
@

® Schedule Meeting ‘ & Add Participant | & External Guest Participant B Attachment o E

a
B 8
15
- ATTACH DOCUMENT(S)
/Al OR DRAG AND DROP
- ENTER TITLE o
[
Select Document(s)
¢ e [3]
& <] ]
o o

5.26 Option is there to upload documents by browsing documents/existing file
pages from PC/Laptop.

5.27 Multiple reference documents can be attached

5.28 PUC/Document in below shared format can be uploaded

Microsoft Word

Microsoft Excel

Microsoft Power Point

PDF

Notepad

In-Page

Picture (PNG or JPG)

@ Schedule Meeting & Add Participant & External Guest Participant B Amachment e ﬂ

Subject Test Review Meeting

o
©® = Q search. LR——
1\

5.29 Click on Save button after fill all the fields

@ Dashboard =

Dashboard Cards - TODAY ~ 3MONTHS & MONTHS 1 YEAR

SUMMARIES =y OFFICIAL NOTES LETTERS
0 0 0

Read 0 Read 0 Read 0

® MEETINGS 7 TASKS = COMPLAINTS
1 0 0

Convened 0 Total 1 Read 0 Total 0 Read 0 Total 0

MEETINGS & REMINDERS

2

5.30 Click on Dashboard tab to view all scheduled meetings

Page 23|56

SN

A Project of Punjab Information Technology Board (PITB), Lahore



5.31 Summary can be viewed of Today, This Week & This Month Meetings count
5.32 View daily, weekly and monthly meetings from Day, Week and Month tab

X X X
@ MEETINGS o TASKS 4 COMPLAINTS @
1 0 0

Convened 0 Total 1 Read 0 Total 0 Read 0 Total 0

MEETINGS & REMINDERS =

¢ >  EngapementsReport Add New Meeting FEBRUARY 2023 Today [Month| Week  Day

[4p Test Review Meeting

5.33 Top priority meetings are showing in Red

5.34 High priority meetings are showing in Blue

5.35 Medium priority meetings are showing in Green

5.36 Low priority meetings are showing in Yellow

5.37 Carbon Copy meetings are showing in light blue

5.38 Closed meetings are showing in grey

5.39 Cancelled meetings are showing in Black

5.40 Postponed meetings are showing in light green

5.41 View meetings details after click on meeting title of particular date

5.42 Document can be attached after meeting is closed as MOM’s and that will be
visible to all participants

5.43 Once the author will close meeting, that meeting will be closed for all

Page 24|56

SN

A Project of Punjab Information Technology Board (PITB), Lahore



- Filing & Office Automation System (e-FOAS

©® eFOAS ® Q SEARCH.. |
Dashboard <
CJ
Dashboard Cards - TODAY 3MONTHS 6 MONT YEAR

Muhammad Usman Shuaib

Senior Programme Manager x E

(Operations & Implementation) £l SUMMARIES B OFFICIAL NOTES 8

F_ Dashboard o 0 0

Total 0
[Eq Document Tracking o
X X
(L) Reminder(s) MEETINGS J 7 COMPLAINTS
= File Archive L g
Convene:

@" p & port

[¢ Cor U

(h Logout

6.1 Click on Document Tracking tab a window will open as shown in below picture
6.2 Click on Document/Task Track tab and the main information screen will open
as shown in below p ictur

Q SEARCH...

e Search In Archive O o Search By Subject v
) Search Year 2023 v Search Text SEARCH FOR

=

®

6.3 After applying the filter document/task can be searched. Filter can be applied
on any of below mention options from drop down list
e Work flow No

o File No
e Subject
e Date
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6.4 If required document is already closed than check the Search in Archive field

6.5 Select the document year in “Search Year” field and work flow No., file No. or
subject in “Search Text field”

6.6 After required fields are filled click the search tab and required document will
appear on screen as shown in below picture

Q SEARCH...

Search In Archive O Search By Custom
®
“M?
Workflowd#: PITB-CSFC-22-19712 Priority: C ification: Document Nature: I D Dm
j ‘:; # PHB:CSFC-))-HM!? Priority: Classification: Document Nature: D Dm
: J\‘. vit: PITB-e-Gov-22-3801 orit, Classificatiol Diary/Dispatch No: D Bm
6.7 Click on Noting Tab to view the noting
6.8 To check the document track, click on Print Track tab
6.9 To review the document, click on Review Tab
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7. How to use Knowledgeable/Shared Record Room

ard Inbox New +

Internal Cards . TODA 3MONTHS € MONTHS 1 YEAR

Programme Manager

OVERDUE
0

8 Dashboarc 54

[E4 Decument Tracking

ASSIGNED ASSIGNED OVERDUE CLOSED OUTGOING FOLLOWUPS

0 0 0

Showing 0 of 0 Records

@ Help & Support Sort By: D.

Rules & Regulation
R Files & Documents + Create/Upload

¥ |Forward By | Document Nature Choose - Document Priority  Choose

= | SearhFor (ot

Choose. v SEARCH FOR
p ome
I T S e e e |

B CFSCPMO 16-01-2020 04:22:05 PM
B CFSC_FSD - aen weia cun - 12-02-2020 03:37:32 PM
M Daily Attendance RWP Wi PES it R P 02-07-2020 10:35:59 AM
B EFOAS e L. o e e 30-07-2020 01:12:36 PM
M E-FOAS (Support) e i v s i 25-08-2022 05:42:58 PM
B 2nd Level eee eee eee eee eee 25-08-2022 05:43:34 PM

5th Rev CFSC PC-1 2019-20 1 2 1 PC-1 16-01-2020 04:22:48 PM

5th Rev CFSC PC-1 2019-20 Cost... 1 2 2 Others 16-01-2020 04:25:16 PM

Rules & Regulati
Files & Documents

(= oo i < o]

Create Folder ENTER FOLDER TITLE

Upload Title ENTER DOCUMENT TITLE Reference No ENTER DOCUMENT REFERENCE

Document Tag Choose... v Issue Date SELECT ISSUE DATE

Page From 1 Page To 2

Metatags/Keywords ENTER METATAGS/KEYWORDS Attachment CHOOSE FILE

A
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7.1 Click on File Achieves as shown above

7.2 There is option to create Folder or directly Upload Document

7.3 Enter the Title (mandatory filed) and click on Create button for folder creation

7.4 Enter the document/puc title in Title filed

7.5 Enter the document/puc reference number in Reference No filed

7.6 Chose document nature (Letter, File/PUC etc.) from Document Type filed

7.7 Enter the document/puc issuance data in Issue Date filed

7.8 There is option to tag metatags/keywords with document for search purpose

7.9 Enter the Page from & Page To as per requirement

7.10 Browse the required document from Browse filed

7.11 Click on Upload option to upload document in Electronic Record Room

7.12 User have option to update File/Document Attributes through Action tab

7.13 User have option to send folder for approval or start a workflow through
Action tab

7.14 User have option to delete or download uploaded document through Action
tab

7.15 User click on Folder icon to view the uploaded documents

7.16 User can view the position from breadcrumbs

Muhammad Usman Shuaib
Senior Programme Manager x X
{(Operations & Implementation) & SUMMARIES el OFFICIAL NOTES
X 3

[~ Dashboard o 0

Read 0

X X
MEETINGS S COMPLAINTS

e 1 0

Convene: Read 0

MEETINGS & REMINDERS -
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Choose
Smart Monitoring And Development Projects

J o R N erecse o } Frecse
12-May-2022 15-Mar-2022 11-Jan-2021 21-May-2022
® [=]=]n]5] [=]=]B]5) [=]=]n]s] [=]=]8a]s]
L PITB.CSFC-2 “ CSFC-.SMDP-2020-12 b PITB & CSFC.SMDP-2022-0
14-Feb-2022 01-Dec-2022
=]=]a]s] =]=[8]a]/] [=]=]8]5) Qooz
AVE REQUES Pa, IV for the proiect titled
x PITB-CSFC-2 L CSFC-SMDP-2021-03-05-000001 ‘j P L PITB-CSFC
08-Oct-2021 n 19-Aug-2020
[ =l=lpls] [=1=lc]-] l=l=lp]:] [=l=lgls]
< - > 22

8.2 User click on arrow icon to create a new file. Following window will appear
after clicking arrow

8.3 Enter the File Title, Manual File No, Start Date, End Date, Start & End No
8.4 Only File Title field in mandatory remaining fields are optional

8.5 Option is available to search the require File or Document

8.6 Option is available to view file Table of Content, rename and remove file
8.7 Click on Create tab to upload document
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9. How to initiate Summary

Step 1. Click on New Document button, and select Summary for initiate new
summary.

Q. SEARCH...

Dashboard Cards = TODAY 3 MONTHS 6 MONTHS 1 YEAR..

SUMMARIES 3 OFFICIAL NOTES ; @
1 0

Total 75

MEETINGS 3 COMPLAINTS 5 LEGAL CASES @ Q[
0 0

Convened 0 Total 0 Total 0 Total 0

= Q SEARCH..

File
o Dashboard s
Dashboard Cards - TODAY 2MONTHS 6MONTHS  1YEAR.
&8
Iy SUMMARIES L OFFICIAL NOTES Documents
L 0 Official Notes
(aY
Total 1 Total 0 Task Assignment
) Meeting Scheduling
@ IEETEE o . COMPLAINTS Short Message Service (SMS) |=_¢1
0 0
@ ;
Convened 0 Total 0 Total 0 Total 0
Al

)
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Step 2. Click on General Information tab, below mentioned screen will be
appeared. Please fill in all the mandatory fields with asterisk *:

Q SEARCH...

New Document

1Al B8 New Summary

i‘\\\\\u\m - |

Summary

ag I B verbatim I Documents i General Information B Saved Drafi(s) H n
Oa
. £

Subject

1

Remarks

!

Forward To

!

ah
=g

Draft Review To

Put-Up Date

Document Priority

Document Nature Type

uiy

Corresponding File

V.
Vi.

vii.

viii.

* This field is
required

*

REMARKS

Mines & Minerals Department ~

* n*

Ecretary | Mines & Minerals | cretary (Mines & Minerals

Department)
SORT EMPLOYEE NAME
ORDER Deputy Secretary (Admin) - Mines | Deputy Secretary (Admin)

Deputy Secretary (Technical) - Mines | Deputy Secretary
Choose a (Technical) - Mines (Deputy Secretary (Technical) - Mines)

Section Officer (Budget) - Mines | Section Officer (Budget) -

20-05-2023 Duepate oS (Section Officer (Budge) - Mines) v

NORMAL Document PUBLIC v oE

Classification

Summary -* Document Nature SUMMARY FOR CHIEF MINISTER - *

CM Approved Date EN

j‘ Copyrights ® 2023 Punjab Information Technology Board (PITB)

Subject: Add subject in subject box. (Maximum limit is 250 character)
Remarks: Add remarks in remarks box (if required). It will not part of
Summary and Corresponding File’s noting.

Forward to: At initiator level “Forward to” option will be used to set
the note path.

Draft Review to: This option will only be visible at initiator level and

it’s used to submit the draft of Summary to immediate supervisor
(e.g.: SO > DS)

Put-up Date: This is pre-selected and this is the draft initiation date.
Document Priority: This is to set the document priority as Normal,
Urgent Most Urgent, Time Limit or etc.

Document Classification: This is just to select to classification Public
or Restricted. Public will be selected by default.

Document Nature Type: This option will have Cabinet Summary and
Summary.
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ix. Document Nature: This is to select the nature of the document i.e.,
Summary for Chief Minister, Summary for Governor, Summary for
the Cabinet or etc.

Xx. Corresponding File: When User will click on Corresponding File

check box, two separate tabs of Summary & Corresponding File will
be appeared to initiate Corresponding File and Summary,
separately.

Step 3. Click on General Information tab, click on Forward to field for
choosing your respective Department. Click on Search User for select
Respective Secretary. Select again other administrative department
for assigning summary path.
ap B verbatim E Dol n
Oa I —
L]
Subject Demo Casd *
' Remarks REMARKS
=
B Forward To Chief Minister Office Punjab v TYPE TO SEARCH USER n*
&
0
- 1 Secretary | Mines & Min etary (Mines & Minerals Department) n
Eé‘ 2 Chief Secretary Punjab | Chief Secretary Punjab (Chief Secretary Office) nnn
B Syed Mohsin Raza Nagvi | Chief Minister (Chief Minister Office Punjab) n n
Draft Review To Choose PURES
Put-Up Date 20-05-2023 * Due Date SELECT E DATE
Step 4. On clicking Verbatim tab, Verbatim (Summary Paras) text area will be

appeared for entering Summary paras.
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New Document Summary

E B verbatim I Doc @@ents i General Information I B Saved Draft(s) \ H n
b

# Subject | + Add Paragraph BB Attach Annexure | [ Add Last Para No. [® Save As Draft m

)

Edit - Insert~ View~ Format~ Table~ Tools~ Help

B 7 Y S FrontFamiy Font Sizes Paragraph EE=EE E E = = L = 3H=H& N

)
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1/’
3 b/
"t

Step 5. Click on Documents tab for uploading Annexures of summary (if any)
or previous para of Summary (if continue summary is initiate at your

Q. SEARCH...

New Document Summary

an erbatim i Gegad Information I B Saved Drafi(s) I H n

X Upload Document | # Clear Documents [B) Save As Draft m

o

ATTACH DOCUMENT(S)
OR DRAG AND DROP

&
ENTER TITLE
@ SELECT ISSUE DATE
f\fﬁ Select Document(s)

(D CHOOSE FILE m

‘L Copyrights @ 2023 Punjab Information Technology Board (PITB)

Step 6. Enter Annexure title, Issue Date and Select File. Annexure is attached.

Q SEARCH...

New Document Summary

0 B verbatim i General Information I B Saved Drafi(s) I H a
1 Upload Decument | # Clear Documenis [l [ Save As Draft m i

o

ATTACH DOCUMENT(S)

x
= R ‘ @
ENTER TITLE Project Manage...
—
SELECT ISSUE DATE
T

(e

Select Document(s)

[} 4

_L Copyrights © 2023 Punjab Information Technology Board (PITB)
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Step 7. Type Summary paras or Paste paras from other text editor in Verbatim
area and press Add Paragraph.

New Document Summary
o B verbatim i Documents \ i General Information \ B Saved Draft(s) \ 22 nn | n
Os

(D D | | L]

A

Edit Insert View at Tabl Tools Help
= - B 7 Y S vVedana 11pt Paragraph EEEE EE|E =- L 2 Hs PN
@ Test demo Summary note official Document EFOAS note sheet Test Assignment Meeting Schedule Letter Save as draft last paragraph number Attach Al

General Information Documents file achieves dashboard minister dashboard meeting board executive dashboard register summary. .

L

&
0

i.  Subject: This button is used for showing / editing in Subject of the
Summary. (Maximum limit is 250 character)
ii. AddParagraph: Type each para of summary and press add paragraph
for marking paragraphing.
iii.  Attach Annexure: On clicking this option, all annexures will be shown
for link / referencing.

Attached Document(s)

Display Text ‘nmpams ‘
® Annex-A 05/20/2023

a. Select Annexure and edit Display text of annexure (if required).
b. Press add button to apply hyperlink of annexure in summary
para.

iv. Add Last Para No.: This option is used to add last para number of
continue summary.
v.  Print: This button is used to preview of summary in prescribe format.
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Workflow ﬂ

GOVERNMENT OF THE PUNJAB
MINES & MINERALS DEPARTMENT

£
=
Dated: 5202023

SUMMARY FOR CHIEF MINISTER
SUBJECT. DEMO CASE

Developing a new product or service effecting change in a structure, staffing or style of
an organization designing a new transportation vehicle developing or acquiring a new or modified
information system constructing a building or facility building a water sysiem for a community in
developing couniry running at campaign for poiitical office implementing a new business procedure or
process budget from 10k€ to many M€ METEOR an automatic underground raiway in Paris
implementing SAP in multi-sites company.

List of Participants

Step 8. Go to Verbatim area and click on Edit Button for referencing
annexures.

i Documents \ i General Information I B Saved Draft(s) \ : n

g8
1 |
(aY

Edit- Insert~ View- Format- Table- Tools - Help

o

- B 7 U & \verdana 11pt Paragraph

E E-E-L =2 d® ESN

Test deme Summary note official Document EFOAS note sheet Test Assignment Meeting Schedule Letter Save as draft last paragraph number Attach Annexure.
General Information Documents file achieves dashboard minister dashboard meeting board executive dashboard register summary.

()

@b

0

) ‘ (] |

Test demo Summary note official Document EFOAS note sheet Test Assignment Meeting Schedule Letter Save as draft last paragraph number Attach Annexure.
General Information Documents file achieves dashboard minister dashboard meeting board executive dashboard register summary.

= Q SEARCH..

0 B Verbatim I Documents \ i General Information \ B Saved Drafi(s) I H n

o
Oa
+ Add Paragraph ISl &8 Atiach Annexure | [ Add Last Para No. [l [ Save As Drait ! m
SUBJE
)

Edit Insert View Format Table Tools Help

o

- B 7 U S \verdana 11pt Paragraph

da= BN

Developing a new product or service effecting change in a structure, staffing or style of an organizaticn designing a new transportation vehicle developing or

acquiring a new or modified infermation system constructing a building or facility building a water system for a community in a developing country running at
campaign for political office implementing a new business procedure or process budget from 10k€ to many M€ METEOR an automatic underground railway in
Paris implementing SAP in multi-sites company.

()

B

List of Participants

G

)
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Step 9. In General Information tab, click on Corresponding File for initiating
Corresponding file and noting sheet.

54
SORT
ORDER EMPLOYEE NAME ACTION

1 Secretary | Mines & Minerals | Secretary (Mines & Minerals Department) n
20 . . .
=k 2 Chief Secretary Punjab | Chief Secretary Punjab (Chief Secretary Office) nn n
t_:& 3 Syed Mohsin Raza Naqvi | Chief Minister (Chief Minister Office Punjab) n n
Draft Review To DEPUTY SECRETARY (ADMIN) - MINES | DEPUTY SECRETARY ({~ =+
Put-Up Date 20-05-2023 * Due Date SELECT DUE DATE
Document Priority NORMAL v oE Document PUBLIC v

Classification

Document Nature Type Summary - * Document Nature SUMMARY FOR CHIEF MINISTER .

Corresponding File u . CM Approved Date ENTER CM APPROVED DATE

l Copyrights © 2023 Punjab Information Technology Board (PITB)

Step 10. On clicking Corresponding File, a tab on left side will be already
selected and Noting of the corresponding file will appear.

Summary

I® Noting I Documents I i General Information I B Saved Draft(s) \ !
<+ Add Paragraph B8 Annex. Document | B Add Last Para No B Save As Draft

Edit~ Insert~ View, ormat - Table = To Help
* B 7 S | verdana 1 ragraph E EE E E| = = L =2 8= B &L N

Developing a new product or service effecting change in a structure, staffing or style of an organization designing a new transportation vehicle developing or
acquiring a new or modified informaticn system constructing a building or facility building a water system for a community in a developing ceuntry running at
campaign for political office implementing a new business procedure or process budget from 10k€ to many M€ METEOR an automatic underground railway in Paris
implementing SAP in multi-sites company.

3|14 Buipuodsaliod

Saoon

i. Add Paragraph: Type each para of noting and press add paragraph
for marking paragraphing.

ii.  Attach Annexure: On clicking this option, all annexures will be shown

for link / referencing in noting separately.

)
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Attached Document(s)

Display Text ﬂmeipams ‘

® Annex-A 3

a. Select Annexure and edit Display text of annexure (if required).
b. Press add button to apply hyperlink of annexure in noting para.

iii. Add Last Para No.: This option is used to add last para number of
continue noting.

iv. Add Ref. Para: If user required to add reference para in system
generating paragraphs, then this option will be used.

v.  Print: This button is used to preview of noting in prescribe format.

(| L

Workflow ﬂ
GOVERNMENT OF THE PUNJAB

L2
MINES & MINERALS DEPARTMENT
= Dated: 52012023

SUMMARY FOR CHIEF MINISTER

SUBJECT  DEMO CASE

Developing a new product or service effecting change in a structure, staffing or style of
an organization designing a new transportation vehicle developing or acquiring a new or modified
information system constructing a bullding or facility building a water system for a community in a
developing coun'ry running at campaign for poiitical office implementing a new business procedure o
process budget from 10k€ to many M€ METEOR an automatic underground railway in Paris
implementing SAP in multi-sites company.

List of Participants

Step 11. User will click on Save As Draft, Click on Saved Draft(s), and press Edit
button for continuing of Summary.

)
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=
o
i |

Q. SEARCH... - - \ i New Summary

New Document

O B Verbatim I Documents \ i General Information \ B Saved Drafi(s) I H n
[=]

o
O

# Subject | 4 Add Paragraph [l 38 Attach Annexure | [ Add Last Para No. ISl B Save As Drait | m
iy

Edit Insert View Format Table Tools Help

o

- B 7 U S \verdana 11pt paragraph i= = . = ¢ = £ N

Developing a new product or service effecting change in a structure, staffing or style of an organizaticn designing a new transportation vehicle developing or

acquiring a new or modified information system constructing a building or facility building a water system for a community in a developing country running at
campaign for political office implementing a new business procedure or process budget from 10k€ to many M€ METEOR an automatic underground railway in
Paris implementing SAP in multi-sites company.

()

@b

List of Participants

0

Q SEARCH...

New Document

I I Noting I I Documents \ i General |

Romation

o
84
(D)
“ SUBJECT DATE ACTION
(o -
1 Demo Case 20-05-2023 [ | x|
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Step 12. Press Submit button for sending summary to the concerning officer
who is selected in Draft Review To field. (Note: Before submitting
summary, user must be verified overall summary text, annexure
referencing, summary path and draft review user.)

o B Verbatim I Documents I i General Information I Bs Saved Draft(s) I ; n
=
# subject | +Add Paragraph [l B Attach Annexure | BAda Last Para o. [l & Save As Drat il x Ciose |

Edit- Insert- View- Format- Table~ Tools - Help

&= - B 7 U S verdana 11pt Paragraph EE=EEEEE-E-LISEHEHe®eHEHEN

B Test demo Summary note official Document EFOAS note sheet Test Assignment Meeting Schedule Letter Save as draft last paragraph number Attach Annexure.
General Infermation Documents file achieves dashboard minister dashboard meeting board executive dashboard register summary.

(] «
1

Test demo Summary note official Document EFOAS note sheet Test Assignment Meeting Schedule Letter Save as draft last paragraph number Attach Annexure.
General Information Documents file achieves dashboard minister dashboard meeting board executive dashboard register summary.
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10.How to initiate Official Note

Step 13. Click on New Document button, and select Official Notes to initiate new Official
Note.

File

~

Dashboard

Dashboard Cards - TODAY 3MONTHS 6MONTHS 1 YEAR.
summary

Letter

= Note Sheet

SUMMARIES
0

OFFICIAL NOTES

Documents

Official Notes

Total 0 Total 0 Task Assignment
Meeting Scheduling

MEETINGS Short Message Service (SMS)

0

E

Total 0

20
o MEETINGS & REMINDERS +

Step 14. Click on General Information tab, below mentioned screen will be appeared.
Please fill in all the mandatory fields with asterisk *:

1. Subject: Add subject in subject box

2. Remarks: Add remarks in remarks box (if required)

3. Forward to: At initiator level “Forward to” option will be used to set the
note path

4. Draft Review to: This option will only be visible at initiator level and its
used to submit the draft of official note to immediate supervisor (for
example: SO > DS)

5. Put-up Date: This is pre selected and this is the draft initiation date.

6. Document Priority: This is to set the document priority as Normal,
Urgent Most Urgent, Time Limit or etc.

7. Document Classification: This is just to select to classification Public or
Restricted. Public will be selected by default.

8. Document Nature Type: This is pre selected as Official Note and this is
not editable.

9. Document Nature: This is to select the nature of the document i.e. Note
for Chief Secretary, Note for Chief Minister or etc
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10. Corresponding File: When User will click on Corresponding File check
box, two separate tabs of Official Note & Corresponding file will be
appeared to initiate Corresponding file and Official Note separately.

0 General Information
Tab

o Y | i Generalinformation I EEe) ! @B'ag'g
Oa
| =g

required

1 ——  subject | [ENTER SUBJECT T
2 m— s REMARKS

3 _# Forward To Choose... ~ TYPE TO SEARCH USER. nw

SORT
EMPLOYEE NAME ACTION

4—j_> Draft Review To Choose. - .

5 _d Put-Up Date 20-05-2023 * Due Date SELECT DUE DATE

6 mtm——p-  ocumens Priority NORMAL 7 P o cument Classification PUBLIC v

8> Document Nature Type Official Notes O mmmm  )cuiment Nature Choose.. . s
10 m—t— Corresponding File (]

Step 15. Click on General Information tab, click on Forward to field for choosing your
respective Department. Click on Search User for select Respective Secretary.
Select again other administrative department for assigning summary path (as
shown in below screenshot). Forwarding path will be editable before finalization.

ag ¥-T+1-J0-H -]
‘ =
-] B=
)
—
Selecting Forward Path in | | s RgE - §
d t Development | Bcretary (Women Development -
Forward to
Y- WD | Aadicional Seeretary - WOD (Addltional Secretary .
- R ++ oy Sty ki 0D | Dty Sy G- 0D oty
[a> Secretary Admin - WDD)
R R - T T L —————
oooooo t Priority NORMAL g Document Classification PUBLIC RV
. % Erons | Wovenes |l & 5o | ¥el«-H-H- |
Ua o
i [ s Y s | [}
Subject ‘ ENTER SUBJECT ‘i
N
9
E| remens REMARKS
|
) E
2
E
Forwa rdlng Path B Forward To Senices & General Administraion Department v TYPETOSEARCHUSER. ni

added

\ qm)m EMPLOYEENAME ACTION

Women Development Department)

3 Secretary | Services & General Administration | Secretary (Services & General Administration Department) [+ [+] <]

)
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Step 16. Click on Corresponding File check box, two separate tabs of Official Note &
Corresponding file will be appeared to initiate Corresponding file and Official Note

separately.
TWO Se pa rate 8 % [ IP Noting ‘ [ Documents }_ General Information - ERNC e =] B ]
s H .
—p [ <o B o~ ===
tabs of Official Subject ‘ ENTER SUBJECT ‘,
L
Note & Remarks REMARKS
Corresponding
Forward To Senvices & General Admirisiraion Depariment v TYPETOSEARCHUSER nx
File
SORT
m
1 | Secretary | Wamen Development | Secretary (Women Development Department) [+] =]
& 2 | ChiefSecretary Punjab | Chief Secretary Punjab (Chief Secretary Office) [+]+]x]
3 | Secretary | Services & General Administration | Secretary (Services & General Administration Department) [+]#]x]
Draft Review To DEPUTY SECRETARY (ADMIN) - WDD | DEPUTY SECRETARY (ADMIN)- WOD (DEPUTY SECR
Put-Up Date 20-05-2023 * Due Date SELECT DUE DATE
Document Priority NORMAL v Document Classification PUBLIC A
Document Nature Type Official Notes - +  Document Nature Choase. . lx
Corresponding - Corresponcing File

File Check box

Step 17. Verbatim (Official Note Paras) text area will be appeared to enter the paragraphs
in Official Note. User will write the text in text area and will click on “Add
Paragraph” button to add the paragraph in Official Note:

l Add Paragraph button ‘

NewDocument ) Official Notes

330N [EALO

[EEEy - -~ |
SUBJECT +
n
g
1:‘;3 Edl- Insert- View- Fomat~ Table- Tooks~ Help
El
| ',% - B I Y & verdana 1pt Paragraph EEIFSEIF E-E=E-Lsd= B U
a
& i
Text Area |==——)

‘ Delete Para Button ‘

5
@
Edit Para Button ‘_» =]

1) Thisis para 1
Paras Added |[=——p

2) Thisis para2

Note: All paragraphs of Official Note will be editable for all users before
finalization.

)
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Step 18.

- Filing & Office Automation System (e-FOAS

Documents tab will be used to upload Annexures for Official Notes. User will click

on “Browse” or “Upload Document” to upload the documents/annexures as

shown in below screenshots:

New Document Official Notes

% Up|oad document ation | B Saved Drafs) (2]~ Il =] - N < R~ |
B
5 Button ‘ j == =3
R
ATTACH DOCUMENT(S)
(OR DRAG AND DROP
ENTER TITLE
SELECT ISSUE DATE
Browse Button
Select Document(s)
CHOOSE FILE
|"j
New Document Official Notes
§ [ veroasm | Il Generelinformation | B3 Seved Drafis) | 0d g o|
@
g ; [ s Y < oo
| 3 :
= I
& ATTACH DOTUMENTI) Documents )
é_ 'OR DRAG AND DROP
= Iy /Annexures AnnexApdt
= SELECT ISSUE DATE
= added
Select Document(s)

Note: Avoid to add special characters in document name

Step 19.

Attached Annexure: In verbatim part user can create annexure link of attached in

document then user will review the attached document by click on the annexure

link:

Official Notes

New Document

RGN W Documents i General Information I B Saved Drafils) I

Edit - Insert- View - Format

Table - Tools - Help

4 B 7 Y S Verdana

[ # 5utiect | + Acd Feragrapn [ 8 Aech Amneure | B12dd Last Fara o, I Save s Diat

He B U

i1pt Paragraph EE=E=E F = =
This is para 3
frnex s Attach Annexure button
P Annexure link
created (1]

2] ]

1) Thisis para 1
2] ]

2) thisis paraz

=
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Step 20.

- Filing & Office Automation System (e-FOAS

Save as Draft: Save as Draft button is available to save the draft of Official Note

and Corresponding File as shown in below picture, if users don’t want to move but

want to save this draft.

N fFicial Moo Ko

“Save as Draft” button

New Document

a
Us

5310N |ENWO

)

—
—
g
iin

; Y oot} (s < -
:
;;% Edit - Insert~ View- Format- Table- Tools- Help
,%L - B 7 U S Verdanz 1ipt Paragragh EESSESE E-E-LIBHE®sBELN
- ‘ “Print preview” button “
Annexa
)
=] ]
1) Thisis para 1
[]4]
2) thisis para2
Saved drafts will be available in “Saved Drafts” tab as shown in below picture:
‘ “Saved Drafts” Tab
-w
g e | Woes | T o D 0@
o
Saved Drafts 1—» ) e 15052023 @a
B
Note: user can view “Print Preview” only after saving draft.
n GOVERNMENT OF THE PUNJAB
e WOMEN DEVELOPMENT DEPARTMENT
& aee
NOTE FOR CHIEF SECRETARY
SUBJECT: TEST NOTE
This is a test note
2 this is para 2
3 Thig is para 3
N
o |
Yo
Secretary | 1:;/? lo} nt
SECRETARY (WOM_A se, N
DEPARTME T?J-j
SECRETARY (WOMEN DEVELOPMENT DEPARTMENT) G\
CHIEF SECRETARY PUNJAB (CHIEF SECRETARY OFFICE)
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Step 21. Verbatim (Corresponding file Paras) text area will appear to enter the paragraphs
in corresponding file. User will write the text in text area and will click on “Add
Paragraph” button to add the para graph in Corresponding File of Official Note:

New Documen t Official Notes New
R 5 cocres | 3 General nformaton | B Savea Drari) | ‘200 ' Boa ' oA
i i [~ suomt I x cioe |

o o o e A I
B 7 U S \Verdana 11pt Paragraph EE S = = = 1 note submitted for review

E-E- L8 =B8N a

a
\ “Add Paragraph Button ‘ Paras Added
‘ Edit Para Button
) Text Area

Delete Para

Button

A Project of Punjab Information Technology Board (PITB), Lahore
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11.How to Update / Forward Received Summary / Official Note

Step 1. At Dashboard, click on Summary or Official Note box to check received
summary / official note.

Q, SEARCH..
Dashboard Cards 3 MONTHS 6 MONTHS 1 YEAR..
A
& SUMMARIES OFFICIAL NOTES : @
1 0
[al)
Total 1 Total 0 Total 75
=
@ MEETINGS 3 _ COMPLAINTS 7 LEGAL CASES @
0 0 0
f\ﬁ Convened 0 Total 0
ch
Step 2. Click on New / Overdue box, List of Summaries / Official Notes will be

appeared the below of boxes. Click on Summary / Official Note Name
or Follow up field for choosing your respective Department. Click on
Search User for select Respective Secretary. Select again other
administrative department for assigning summary / official note path.

Dashboard Summary
Internal Cards TODAY 3MONTHS 6MONTHS 1 YEAR.
g8
o OVERDUE CARBON COPY ASSIGNED
)
0 0
A
&
ASSIGNED OVERDUE CLOSED OUTGOING FOLLOWUPS REVIEW NOTING
@ o] 0 0 0
&
Showing 1 of 1 Records
0
Sort By: Date ¥ |Forward By |Document Nature Cho « | Document Priority Choose.. - Subject ~ | Search For. Qo
iy
Priority : Normal Diary No: Fwd By: Deputy Secretary (Admin) - Mines Fwd Date : 12-May-2023 09:13:02 AM
B Remarks : -
& Mark as Read m
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Step 3. Verbatim of Summary (or Corresponding file noting paras): text area
will appear to add more paragraphs in continuation of previous
paragraphs added by the initiator in corresponding file. User will write
the text in text area and will click on “Add Paragraph” button to add
the paragraphs. User can only edit or delete its current paragraphs
through Previous Verbatim button. User may also be viewed
Annexure through Previous Verbatim area.

— -
e
= Q SEARCH.. i p— H New Document  ~ & M
S 2 pY

Dashboard J Official Notes NOTE FOR CHIEF SECRETARY ) _'} Followup DEPARTMENTAL REPRESENTATION AGAL..

B Verbatim I Documents i General Information 1 ﬂnn ﬂ | En u : n
S . GOVERNMENT OF THE PUNJAB -

=7 F—

NOTE FOR CHIEF SECRETARY

SUBJECT:

DATED 17.04.2023.

The Depuly Secratary (Service Matiers) fo Chief Secretary forwarded an appeal of Dr
' Offices, Lah s enclosur

s enclosures,
with the request that paravwise comments in annotated form on he appeal may be submillsd in shape
T

EXTERNAL MARKING (ADD SUMMARY PARA) =
Edit Insert View ~  Format Table - Tools Help
B 7 Y S FontFamiy Font Sizes Paragraph EEEESEEE-E- L EBEE®sBLFNLS+ HE v
1y
Forward Through (External Choose Depariment... v TYPE TO SEARCH USER n
Marking)
SORT
ORDER EMPLOYEE NAME ACTION
1 secret Separtment) - [Secretary | a
hief Secretary Punjab (Chief Secretary Office) - [Chief Secretary Punjab] [+ ]+] «]

Step 4. Verbatim: Once the Official Note / Summary will be forwarded by the
initiator, the below mentioned option will to forward the Official Note
/ Summary to the next level within the department (as per
Organogram). User will select the concerned user in “Type to search
user” box of “Forward to (Marking Within Dept.)”.
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l/ca""-
[@ ‘é
1‘). 7
O

Forward Through (External Choose Department... - TYPE TO SEARCH USER n

Marking)
SORT
EMPLOYEE NAME ACTION
1 Secretary ( Jepartment) - [Secre tary | ] u

Chief Secretary Punjab (Chief Secretary Office) - [Chief Secretary Punjab] [+ ]+] «]

MARKING WITHIN DEPARTMENT (ADD REMARKS) -

Remarks REMARKS
\ Forward To (Marking TYPE TO SEARCH USER n
Within Dept.)

4k Copyrights © 2023 Punjab Information Technology Board (PITB)

Step 5. Press Submit & Next button for sending summary / official note to the
concerning officer who is selected in Draft Review To field. (Note:
Before submitting summary / official note, user must be verified
overall summary / note text, annexure referencing, summary /
official note path and draft review user.)

Forward Through (External Choose Deparimen... v TYPE TO SEARCH USER n

Marking)
SORT
oRDER | EMPLOYEE NAME ACTION

1 Secretary ( Department) - [Secretary | | n

Chief Secretary Punjab (Chief Secretary Office) - [Chief Secretary Punjab] a

MARKING WITHIN DEPARTMENT (ADD REMARKS) -

Remarks REMARKS

Forward To (Marking TYPE TO SEARCH USER u
Within Dept.)
Save & Nex

4k Copyrights © 2023 Punjab Information Technology Board (PITB)
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12.How to track received or forwarded Summary / Official Note

Step 1. At Dashboard, click on Summary or Official Note box to check received
summary / official note.

Q SEARCH...
Dashboard
Dashboard Cards 3 MONTHS 6 MONTHS 1 YEAR.
5
@ SUMMARIES OFFICIAL NOTES . =4
)
1 0
)
Total 75
=
B MEETINGS 30 COMPLAINTS & LEGAL CASES \‘Z{l \T‘gl
0 0 0
r\é Convened 0 Total 0 Total 0 Total 0
cly

Step 2. Click on New / Overdue box, List of Summaries / Official Notes will be
appeared the below of boxes. Click on View Track button for checking
summary / official note tracking. A popup window will appear with
complete summary / note track with Officers’ names / designations.

i )
= Q SEARCH.. : £ ] New Document - 4

Dashboard ) i Official Notes Assigned +

All team members Internal Cards - TODAY 3MONTHS 6 MONTHS 1 YEAR.

OVERDUE
0

CARBON COPY @

(0]

ASSIGNED OVERDUE
(0]

CLOSED

ASSIGNED

6 3

Showing 6 of 6 Records

Sort By: Date ¥ |Forward To |Document Nature Choose.. | Document Priority Choose. Subject Qe
} [ 233215 L U SNUPONSNURUIPN |1 - (o
Py Currently Assigned To : Chief Secretary Punjab Priority : Normal Diary No: Initially Assigned To : Chief Secretary Punjab Initial Assigned Date : 19-05-2023 02:07 PM Due Date
~= Remarks :
Send Reminder Review Workflow
3-2.8216 [ 1 L Y 1S

,ﬁ Currently Assigned To : PSO to Secretary | L. .____. _____, Development Priority: Normal DiaryNo: LL_._____._.____5 Initially Assigned To: PSO to Secretary | Li ©° . evelopment
- ieial ool
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Track Record

ASSIGNED/FORWAR!

Secretary | L
Development

Additional Secretary (Admin) __ _

Deputy Secretary (Adm) |

SO (HR-I) L__

ASSIGNED/FORWARD!

Chief Secretary Punjab

Secretary |
Development

Additional Secretary (Admin)

Deputy Secretary (Adm) L.

DOCUMENT STATUS

FORWARD

FORWARD

FORWARD

Initialize

CREATE!

19-05-2023
2:07:41PM

19-05-2023
10:31:02 AM

19-05-2023
10:21:46 AM

19-05-2023
10:12:11 AM

PRIORITY

Normal

Normal

Normal

- Filing & Office Automation System (e-FOAS
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13.Finalization of Summary / Official Note

Step 1. At Dashboard, click on Summary or Official Note box to check received
summary / official note.

Q, SEARCH...
Dashboard Cards 3 MONTHS 6 MONTHS 1 YEAR..
B2
& SUMMARIES OFFICIAL NOTES : @
1 0
[al)
Total 1 Total 0 Total 75
=
@ MEETINGS i T COMPLAINTS 7 LEGAL CASES @ @
0 0 0
f\ﬁ Convened 0 Total 0 Total 0 Total 0
ch
Step 2. Click on New / Overdue box, List of Summaries / Official Notes will be
appeared the below of boxes. Click on Summary / Official Note Name
or Follow up field for choosing your respective Department. Click on
Search User for select Respective Secretary. Select again other
administrative department for assigning summary / official note path.
= ] =y e _

o Dashboard Summary ). + o
EE Internal Cards TODAY 3 MONTHS 6 MONTHS 1 YEAR..
) OVERDUE %x CARBON COPY @ ASSIGNED X

0 0 0
|l
- ASSIGNED OVERDUE x CLOSED ®x OUTGOING FOLLOWUPS @x REVIEW NOTING @\
=) 0 0 0 0
&
(D Showing 1 of 1 Records
Sort By: Date ¥ |Forward By | Document Nature C -~ | Document Priority Choose... - Subject - Search For... Qo
2y : !
< | MNM-ASMine-23-600 RIS ad
= Priority : Normal Diary No: Fwd By: Deputy Secretary (Admin) - Mines Fwd Date : 12-May-2023 09:13:02 AM
=X . Remarks : -
= Mark as Read
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Step 3.

Q, SEARCH...

- Filing & Office Automation System (e-FOAS

Verbatim: Only head of administrative secretary of department has
the rights / button “Finalize” for finalizing the Official Note / Summary.
Once the head of the department will finalize the Summary / Official
Note, this will lock and signed. It will be forwarded to Receipt &
Issuance (R&I) Branch of the respective department for forwarding to
Next Department with Dairy Number and Date:

New Document -

Dashboard

B Verbatim

) EXTERNAL MARKING (ADD SUMMARY PARA) —

Edit - Insert~ View

Forward Through (External

Marking)

= ="

NOTE FOR CHIEF SECRETARY DEPARTMENTAL REPRESENTATION AGAL...

Followup

Official Notes

800 a0 3802 OB\
2]

GOVERNMENT OF THE PUNJAB ‘

I Documents i General Information 1

Dated: 5152023

NOTE FOR CHIEF SECRETARY

SUBJECT:

DATED 17.04.2023.

(Service Matters) fo Chisf Secretary forwanded an appeal of Dr.

s enclosures,

n the appel may be submilled in shape
)

with the req
of Summary f

Format Table - Tools Help
B 7 Y § FontFamiy Font Sizes Paragraph EE=SEEEEE-E L 2= EHL DL+ %a v
Choose Depariment... v TYPE TO SEARCH USER... n

SORT
EMPLOYEE NAME ACTION

Department) - [Secretary | | u

\u

1 Secretary (

Chief Secretary Punjab (Chief Secretary Office) - [Chief Secretary Punjab]

MARKING WITHIN DEPARTMENT (ADD REMARKS)

Remarks

Forward To (Marking
Within Dept.)

REMARKS

- Submit & Next

TYPE TO SEARCH USER.

B Save & Next

& Copyrights © 2023 Punjab Information Technology Board (PITB)
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14.How to update Profile and Signature

Step 1. Click on Expand / Collapse button and Profile button.

@ eFOAS © ' SEARCH.. JEI_—_-L.@_;'

-

Dashboard <
Dashboard Cards - TODAY ~ 3MONTHS 6MONTHS 1 VEAR

Muhammad Usman Shuaib

Seni _ " ager " n

(Operations & Implementation) rﬂ SUMMARIES 3 OFFICIAL NOTES

50 Dashboard z 0 0
Total 1

?: Document Tracking
y Reminder(s) MEETINGS 3 = COMPLAINTS B
- 0 0
£ File Archive

Convened 0 Total 0 Total 0 Total 0
@ Help & Support

: Contact Us

MEETINGS & REMINDERS +

(h) Logout

Step 2. Update required fields such as Display name, CNIC, Mobile Number,
Gander, Blood Group and Official Signature.

Q. SEARCH...

@
o & Profile g8 D B8

Employee Name Muhammad Usman Shuaib * Designation Senior P M (Operations &
.— Email Address usman shoaib@pith gov.pk * Department/Wing *
@ Display Name ISPLAY NAM = CNIC CNIC *  Mobile No. 03224520803 B
Gender Choose.. v*  Blood Group Choose... v *  Enable SMS / Email Notification
0
Profile Picture Official Signature SIGNATURE

£Upload

Copyrights © 2023 Punjab Information Technology Board (PITB)
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Step 3. Click on upload button at Official Signature.

® = oswen P
| e .
o
G 0 o

Employee Name Muhammad Designation Senior Programme Manager (Operations & Implementation)
Email Address RO ——. * Department/Wing

@: Display Name ISPLAY NAI * CNIC NI * Mobile No. 03224.ccenn

Gender Choose v*  Blood Group Chaose v *  Enable SMs / Email Notification (]
0]

Profile Picture Official Signature SIGNATURE

Scan your signature from a scanner or mobile phone.

Save the file in “.png” format

File size should not exceed 50 KB

After selecting the file from your computer, your new/updated signature will
appear.

Click the “Save” button to complete the process

6. Now, your signatures are available in the Summary, Official Note, Letters and
e-Noting.

WwNPR

v

)
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