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1. Sign In and Dashboard 
 

1.1 Sign In Page 
 

 

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

picture. 

 

1.2 Dashboard 

 

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

 

Main dashboard contains various tabs described below: 



                       - Filing & Office Automation System (e-FOAS   

    P a g e  3 | 56 

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

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

 
 

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

 
 

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

below screenshot: 
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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. 

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

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

below image: 

 
 
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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n 

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: 

 

 

1.3.1 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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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. 

 
 

 

2. Diary / Dispatch Register 
 

How to enter Digital Incoming/Outgoing Dak/Diary through e-FOAS (R&I) 

As Shown in the image above to get R&I page. (Receipt & Issue-> Register) 
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2.1 Diary / Dispatch Register (Information TAB) 

 

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



                       - Filing & Office Automation System (e-FOAS   

    P a g e  9 | 56 

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

type filed. 
2.1.13 Select document nature (Letter, Brief etc.) from document nature field. 
2.1.14 Select the PUC / Letter date from Document Issue Date filed. 
2.1.15 Mentioned the external Diary Type and Number if any in mentioned fields. 
2.1.16 Mentioned the external Diary Number if any in mentioned field. 
2.1.17 Mention the name of PUC/Letter Signatory. 
2.1.18 Click on Select corresponding Dairy to link the previous correspondence if any. After 

clicking below shown window will open. 
 

 
Search the previous correspondence with below listed details: 

• Subject 

• Reference Number 

• Diary/Dispatch Number 

• Office Name 

• From & To Date 

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

2.1.20 Dairy can also be forward to multiple users after checking the multiple user option 
shown in above picture 

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

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

2.2 Diary / Dispatch Register (Document TAB) 

 

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 ‘cross’ sign on attached document. 
2.2.6 Documents can be uploaded in below mentioned format 
• 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) 
 

 
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 
• Subject 

• Reference No. 

• Dairy/Dispatch No. 

• Office Name 

• 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.  
 

 
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 
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3. How to Initiate the Task/File (Initialize Internal Task) 

 

• 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. 

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

 

3.1 Initialize Internal Task (Information Tab) 

 

 

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

 
 

3.2 Initialize Internal Task (Documents Tab) 
 

 
 

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 

• Microsoft Word 

• Microsoft Excel 

• Microsoft Power Point 

• PDF 

• Notepad 

• In-Page 

• Picture (PNG or JPG) 

 
 

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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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 
 

 

 
3.2.7 User can view selected document after click on hyperlink  
 

3.3 Initialize Internal Task (Noting Tab) 
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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 

 

User tab the file or required information 
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4.1 New Document / File (Information Tab) 

 

 

Fill all the details in Information page as described below. 

4.1.1 In Title field, write the task name 
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 
4.1.10 In file category, user can set the category of the file. 

 
 

4.2 Initialize Internal Task (Documents Tab) 
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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 

• Microsoft Word 

• Microsoft Excel 

• Microsoft Power Point 

• PDF 

• Notepad 

• In-Page 

• Picture (PNG or JPG) 

 
 

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 
 

 

 
 

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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4.3 Initialize Internal Task (Noting Tab) 
 

 
 

 
 

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 
 

 

5. How to arrange meeting through e-FOAS (Meeting Schedule) 
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5.1 Navigate cursor on Meeting Schedule 

 
 

5.2 Click on Schedule Meeting and a window will open as shown in 
below picture 
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5.3 Enter subject of the meeting in Subject field 
5.4 Enter brief description of meeting in description filed 
5.5 Enter department name and location where meeting is to be scheduled 
5.6 Enter the PUC Reference No. (Mandatory field) & Reference Date (if any) 
5.7 Enter the designation who will chair the meeting in Chaired By filed 
5.8 Select the priority from dropdown menu. 
5.9 Select the meeting start and end date & time 
5.10 Update meeting time as per requirement. 
5.11 Postpone, Cancel and closed option will be enabled after schedule meeting 
5.12 Meeting notification will be sent via sms (sms received from 9100 short code) 
5.13 Option is available to uncheck the send sms filed and send sms on meeting 

date 

 
5.14 Click on Attended By down arrow 
5.15 Click on organization drop down menu to select any administrative 

department of the Punjab Government. 
5.16 After selecting the organization, user type the meeting participant 

designation and tab to select the user 

 
 



                       - Filing & Office Automation System (e-FOAS   

    P a g e  22 | 56 

5.17 User add several participants of all administrative department of Punjab 
Government 

 
 

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

 
5.20 User click on Assignment notes to add any comments or remarks relating to 

the meeting to be scheduled. 
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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 number if he/she don’t have guests participant number 

 

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) 

 

5.29 Click on Save button after fill all the fields 

 
5.30 Click on Dashboard tab to view all scheduled meetings 
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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 

 
 

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 
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6. How to search the document in e-FOAS (Document Task Track) 
 

 

 

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 picture 

 
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 
• Work flow No 

• File No 

• Subject 

• 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 
 

 

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 
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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 
 

8. How to use File Achieve Directory 
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8.1 Click on File Archives to upload and archive files online 

 

  

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. 
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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 *:  

 

 
i. Subject: Add subject in subject box. (Maximum limit is 250 character) 

ii. Remarks: Add remarks in remarks box (if required). It will not part of 

Summary and Corresponding File’s noting. 

iii. Forward to: At initiator level “Forward to” option will be used to set 

the note path. 

iv. 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) 

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

vi. Document Priority: This is to set the document priority as Normal, 

Urgent Most Urgent, Time Limit or etc. 

vii. Document Classification: This is just to select to classification Public 

or Restricted. Public will be selected by default.  

viii. 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. 

x. 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. 

 

 

Step 4. On clicking Verbatim tab, Verbatim (Summary Paras) text area will be 

appeared for entering Summary paras. 
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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 

end). 

 

 

Step 6. Enter Annexure title, Issue Date and Select File. Annexure is attached. 
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Step 7. Type Summary paras or Paste paras from other text editor in Verbatim 

area and press Add Paragraph.  

 

i. Subject: This button is used for showing / editing in Subject of the 

Summary. (Maximum limit is 250 character) 

ii. Add Paragraph: 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. 

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

annexures. 
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Step 9. In General Information tab, click on Corresponding File for initiating 

Corresponding file and noting sheet. 

 

Step 10. On clicking Corresponding File, a tab on left side will be already 

selected and Noting of the corresponding file will appear. 

 

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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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. 

 
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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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.) 
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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. 

 

 

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. 

 

 

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. 

 

 

1 
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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. 

 

 

 

 

 

 

 

 

 

 

 

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: 

 

 

 

 

 

 

 

 

 

 

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

finalization. 
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Step 18. 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: 

 

 

 

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: 
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Step 20. 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. 

 

 

 

 

 

 

 

 

 

 Saved drafts will be available in “Saved Drafts” tab as shown in below picture: 

 

 

 

 Note: user can view “Print Preview” only after saving draft. 

 

 

 

 

 

 

 

 

 

Saved Drafts 

“Save as Draft” button 

“Saved Drafts” Tab 

“Print preview” button 
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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: 

 

 

 

  

Text Area 

Paras Added “Add Paragraph Button 

Edit Para Button Delete Para 

Button 
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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. 

 

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. 
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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. 

 

 

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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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.) 
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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. 

 

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. 
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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. 

 

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. 
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Step 3. 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:  
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14. How to update Profile and Signature 

 

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

 

Step 2. Update required fields such as Display name, CNIC, Mobile Number, 

Gander, Blood Group and Official Signature. 
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Step 3. Click on upload button at Official Signature. 

 

1. Scan your signature from a scanner or mobile phone. 

2. Save the file in “.png” format 

3. File size should not exceed 50 KB 

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

appear. 

5. Click the “Save” button to complete the process 

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

e-Noting. 


