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All administrative work in Railway offices is now being done through e-office. Work in e-office can
easily be done in Hindi along with English. The detailed information about this facility is as follows:
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e-office from the Railnet’s Home page. As soon as you log in, you will come to the Home page of
the e-office.
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day under Today’s word. To its left is 'e-Office Services'.
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The File management system is under ‘e-office services’, in which all work is done.
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On opening the 'File Management System' the inbox of files opens, where all the files that we have

received will appear. Above the Files are 'Receipts' with letters received from other departments or
offices in the 'Inbox’".
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The ‘Receipt’ contains the information about the subject of the letter, when and who sent it.
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Letters received by couriers, messengers, e-mails, WhatsApp etc. are registered in the e-office.
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To register, click on 'Browse and Diarise' and upload the PDF of the letter in it.
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After uploading the letter, press the generate button by entering diary, contact and subject details on
the right. It should be noted here that while entering the letter received in Hindi or bilingual, show the
language as Hindi and also enter the subject in bilingual form. Thus, the receipt is created and it is
available under Created.
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To create a new file, select the Create New option under Files below the Receipt. On selection, the
file cover appears, wherein description and remarks boxes are to be properly filled in bilingual and a
new file is created when the Done is pressed. This file is available in Complete.
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The subject of the file appears above when any file is opened. The correspondence part is visible on
the right side of the file and the noting part on the left.
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If the subject of the file is only in English, it can be made bilingual using “Edit” option.
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To write a new note you can select “Add Green Note” and prepare a note in Hindi or bilingual.
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Some standard notings are available in Hindi or bilingual under “Quick Noting” for the convenience
of the user.
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There is an option “User Defined”, wherein users can add their individual standard notings and use
them.

AT RIEe # AT St & forw §fég & steavia @ AT F7 F99 FTd 98 747 957 GoAdr g |

TOH U de il TATHL ToRTHTL AT 229 FHideh Ha (6T ST 6T 3 |

To add noting to “User Defined” select Quick Noting under Settings. A new page opens wherein you
can press the “Add button” and typing the noting as desired and save it.
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In e-Office, Hindi can be typed using Inscript or Phonetic Hindi keyboard.
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In this way maximum work can be done in Hindi easily in e-office.
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