Centralized File Movement and Tracking Information System (CeFMaTIS)

To speed up the file movement in the departments and to know the up-to-date status of the files, the
Centralized File Movement and Tracking Information System (CeFMaTIS) has been designed. The status
of the file can be known instantly as well as one can know the tracking of the file i.e. when it was received
by a officer/official and when he has cleared this file. Now no officer/official can say that file has not
reached to him, if he has got the file. It is same as manual system. The security is the most important
aspect of this software i.e. no unauthorized person can manipulate the files.

Centralized File Movement and Tracking Information System [CeFMaTIS] is web based system for
tracking the movement of files and papers in medium as well large government offices. Government of
Haryana has made its use mandatory for all departments.

Salient Features:

v
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System is Web based ; can be accessed over Internet or SWAN.

Initial Diary: All type of Receipt can be diarized at central diary unit or in individual
office/branch.

Unique receipt no is generated.

Facility of date bound is available.

Facility of Attaching of PDF document is available.

Department wise unique receipt no is generated; no need to diarized again in other
branches/offices of the department.

Incoming /Outgoing Files: After diarizing, receipt is marked to some officer in the department.
It will be shown in 'Outgoing list' of sender's account and ' Incoming files list' of receiver's
account. Whenever officer receive physical file, it will be acknowledged to the sender and the
file will come in the pending list of the receiving officer.

Pending Files: Officer will see list of pending files for clearing. Pending files will be marked
further or closed. Here facility of writing brief remarks or attaching PDF document is available.
Facility of sending daily SMS and email regarding pending files is available in the system.
Inter department marking of document; no need to diarize again.

Recall: If any file is marked wrongly, it can be received back by sender's till no action is taken
by receiver.

Forced Pullback: If one of the officer is not on the network then handling of file movement is
still possible in this software. File can be pulled from sender's account.

Officer can see list of all pending, finalized, marked files in its account.

Present status of any document is easily available.

Receipt and Dispatch register can be generated based on dynamic query.

Record Room Management: Files of any branch can be placed in Racks giving Rack
no/khanna no to files. Work flow based transfer of files from the branches to Record Room in
integrated with the system.

General summary report having officer wise/branch wise/department wise list of pending,
cleared files is available for management.



How to Access: Centralized files movement and tracking Information System can be accessed
over internet using web link (http://web1.hry.nic.in/cfmshcs)
e Select the Department, Branch and Officer.

e Enter the password and press 'Login' Button.
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After successful login, below screen will appear:



' [ Dashboard: CFMS EA W
€& - C A [ weblhrynicinfcfmehes/Userl ogin/dashboard aspx ¥y =

Centralised File Movement And Tracking.Information System

File Movement ~» | File From Other Departments == | Despatch Movement =» | Masters =- | Store Section =- | Track Date Bound Files =» | Reports —

Submit Request — ‘ Dashboard ‘

t\l\lelcome ZONAL CULTURAL CENTRES,Care Taker! fear 2015 |Change Password | Logout |

143 194 14 26

Pending Files Qutgoing Files Datebound Received Datebound Sent Files

Files

T CFM5-Departmental-... @ Dashboard: CFMS - G...

e Image No 2.2
¢ Pending Files: List of files/letters pending for action.
e Outgoing Files: List of files/letters marked by the user to other officers, but acknowledgement is
not received.
o Date bound Files Received : Date bound files pending for action.
o Date bound Files sent: Date bound files sent by users to other, but reply not received.



One can get details of pending, outgoing, date bound files etc., on clicking the various

options/blocks.

Pending Files:

’ [ Dashboard: CFmMs x %
€« - C A [ weblhrynicinffmshes/\UserLogin/dashboard aspx# 7e =

Centralised File Movement And Tracking Information System

File Movement == | File From Other Departments == | Despatch Movement = | Masters == | Store Section = | Track Date Bound Files = | Reports —»
Submit Request = | Dashboord |

t\l\/elcume ZONAL CULTURAL CENTRES,Care Taker ! Year 2015 |Change Pasgword | Logout |
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Pending Files Outgoing Files Datebound Received Datebound Sent Files
Files
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Outgoing Files:

' [ Dashboard: CFRMs
€ = C f |[weblhrynic.infcfmshes/Userlogin/dashboard.aspx b o

Centralised File Movement And Tracking,Information System

File Movement =~ | File From Other Departments == | Despatch Movement =- | Masters = | Store Section = | Track Date Bound Files < | Reports =

Submit Request — | Dashboard |

I\Nelcome ZONAL CULTURAL CENTRES,Care Taker ! Year 2015 |Change Password | Logout |

144 195 14 26

Pending Files Outgoing Files Datebound Received Datebound Sent Files

Files

Outgoing Files

) Refrash
gsamh File Letter l:IReceiDt Date | || Search | | All Pages ‘ | Paging |

D i T
Year 2015 v Priority | [All] v [;Tﬁ'me" BE

File Type/Recpt No./Date|Initiating Dept. & No. Dept.File No. (Subject Mark To & Date Remark
Letter ,Ordinary Care Taker Care Taker
328 Zonal Cultural Centres Information Regarding Please put up this file
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325 Zonal Cultural Centres fys E;;ZFSEELW‘ Centres
11/06:/2015 05/06/2015 yf 11IE2015
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Date Bound Files Received:

’ [ Dashboard: CFMs
€« - C A [ weblhrynic.in/cfmshcs/UserLogin/dashboard.asps ¥ =

Centralised File Movement And Tracking Information System

File Movement == | File From Other Departments == | Despatch Movement = | Masters == | Store Section = | Track Date Bound Files = | Reports —»
Submit Request = | Dashboord |

t\l\/elcume ZONAL CULTURAL CENTRES,Care Taker ! Year 2015 ‘Change Paszwaord | Logout ‘

14 26

Pending Files Outgoing Files Datebound Received Datebound Sent Files
Files

Date Bound Files Recieved

gzarch File Letter l:IReply Status | Pending v | | Search | | Rafresh |

Target date in

Tear next l:l

days

Received

File Type/Recpt No./Date Initiating Dept. & No. From & Date
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Date Bound Files sent:

' [ Dashboard: CFMs
€« = C A [ weblhrynic.in/cfmshesJserLogin/dashboard.aspx T el =

Centralised File Movement And Tracking Information System

File Movement == | File From Other Departments == | Despatch Movement = | Masters =- | Store Section < | Track Date Bound Files == | Reports =

Submit Requost < | Dashboard |

t\l\/elcome ZONAL CULTURAL CENTRES,Care Taker ! ‘fear 2015 |Change FPassword | Logout |

195 14 26

Pending Files Outgoing Files Datebound Received Datebound Sent Files

Files

Date Bound Files Sent

ﬁgamh File Letter I:IReply Status | Reply Awaited v | Search | | Refresh |
Tear 20ME Target date in nextl:l days

File Type/Recpt
No./Date

Reply
Remarks Recieved|Send Reminder
Date

Initiating Dept. & No. |Subject

| Send Reminder |
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Menu ltems:

1. File Movement:

1.1. Initial Diary
1.2. Incoming Files
1.3. Outgoing Files
1.4. Pending Files
1.5. Make Files
1.6. Recall

1.7. Forced PullBack

' [ Dashboard: CFMs

€ - C A [ weblhrynicin/cfmshes/Userlogin/dashboard.aspix Pz =

Centralised File Movement And Tracking.Information System

File Movement =+ | File From Other Departments > | Despatch Movement =» | Masters = | Store Section = | Track Date Bound Files == | Reports =

Initial Diary shboard

Incoming Files

L CENTRES,Care Taker!

Year 2015 |Chaﬂge Password | Logout ‘

Dutgoing Files

Pending Files
Make Files
Recall

Forced PullBack

webl by, nic.infcfmshesUserLogingdashboard  aspx#

N ~E

195 14 26

Qutgoing Files Datebound Received
Files

Datebound Sent Files

epartmental-...
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1) File Movement

11

@ - |@, http:f fweb . bry. nic.infcfmshes fDepartmentaliFrminitialdairyscr aspsx

File Movement-> Initial Diary
o Files/letters have to be diarized only once in the department. A unique receipt no will be
generated. Afterward document will have to be marked to other officer within department
or other department; not to be diarized again.
o Letter/files once diarized in the system in any other department of Haryana, not to be
diarized again; only to be registered with the department using option 'Files from other

Department'

When you click on the 'Initial Diary' link you see the below image this is the main page where the

entire initial diary has been done.

(= Centralized File Movement and Tracking Information System - Windows Internet Explorer

: Fle Edit View Favortes Tools  Help

— = - »
W I@Centra\ized File Movement and Tracking Information 5. I l ﬁ - B o - |-k Page - {0F Tools -

.~ T

- #File from other P " o -
‘.“Flle Movement depariment H“.Dlspatch Movement H Store H.“Mamer Hmﬂuerymepun ‘
VWelcome HARYANA CIVIL SECRETARIAT,Record Section,Supdt. ! Year 2010 Change Password
Initial Diary Screen
RECEIVED FROM : :
Department Haryana Civil Secretariat ,,|7F|Ie Received from department
Select Branch Record Section vIiFile Received from banch name
Select Officer Supdt v Officer Name from where file received

File/Letter Letter v File, Letter, File Mo./Letter Mo I:'-File No. or
Letter no.

DO Letter etc.

Initial date
. Prinrit\!. oOrdinary,
Initating Date [ ]iddimmiyyyy) Priority Ordinary v1—lmmed|ate, urgent

Subject Subject of the Letter

Wark/Final Marle » Mark or Final but initial stage files are mak

MARK TO

Department Haryana Civil Secretariat v '—F"E mark to the department

Branch Record Section ViiFile mark to the Branch

Officer MFM mark to the Officer

Pr—— . .
arked Date 07/05/2010  ederrmmiryyrs Mark date of the file
Remarks Remark of the officer if any

Upload File | Browse T——Browsse the file which want to upload To edit in the file or letter mark
Mark the file . Enter numner
Enter Your Receipt Number L
_fsave {Resel Save And CC b . and click on

Vileb Site Designed arReset all the values g,y © fal = g e o the other officer " updated by the respectivihe Go for editfices of
' e s e

Done € Internet H00% <

T =
5 Start " kion .., 7 o0 i untitled - Paint [ Untitled - Mo..,
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Received from

o State: On Selecting State option, Department dropdown will list departments/offices of the
Haryana.

e Other: On choosing other option, department dropdown will list departments/offices of other
states.

e Department = File Received from department. [Selection of Department is mandatory]

o If the letter comes from citizen, select 'Other' from the department list. On selecting 'Other’
as department, a text box will appear in front of the officer 'If not in officer list '"Add’, Enter

senders address here.

Select Branch - File Received from branch name. [Selection of Branch is not mandatory]

Select Officer > File Received from officer name. [Selection of Officer is mandatory]

File/Letter > Select the type of the file. [Selection of File/Letter is mandatory]

File No/Letter No. - Enter the file or letter number. [File no/Letter no is not mandatory]

Initiating Date > Enter the initial date of the File or Letter (senders date). [Initial date is mandatory]

Priority = Select the Priority. If the file is Date bound then select date bound, if date bound selected,

then Target date box will appear on the right side of the screen. Select the date from that box.

[Priority is mandatory]

Mode of Receipt = Select the mode of receipt. [Mode of Receipt is mandatory]

Subject 2> Enter the subject. [Subject is mandatory]

Mark/Final - Select the Mark or final. [Mark/Final is mandatory]

Mark To

If 'Mark’ option is selected:

e Department = File mark to the department. [Selection of Department is mandatory]

e Select Branch = File mark to branch name. [Selection of Branch is not mandatory]

e Select Officer = File mark to the officer name. [Selection of Officer is mandatory]

o If Officer is not in the list then select the “Other” another box will appear in front of the officer you
enter the officer name here.

If 'Final’ option is selected : If file/letter is finalized, it will not be available for further action.

e Department = File mark to the department. [Selection of Department is mandatory]

o If user self department is selected, Branch & officer will be selected automatically and it
will be self only.

o If other department is selected, user can select any branch and officer from the selected
department.

e Select Branch = File mark to branch name. [Selection of Branch is not mandatory]

e Select Officer = File mark to the officer name. [Selection of Officer is mandatory]



Marked Date - Marked Date will not change. It will display by default.
Remark - Enter the remark. [Remark is not mandatory]
Upload File = If you want to upload the file then use this browse option. [Upload file is not

mandatory]

“Description of Button”

Save 2> To mark the file or letter.

Reset - To reset the values of the page.

Save and CC - To mark the file or letter and also send a CC to other officer.

Edit > To edit the content of the diary which has any mistake. Edit in initial diary is possible
till the action is not taken by the officer to which it is marked.

' [ 1 CFMS ¢ Initial Diary x ( | " Departmental Login EA W 2= a2

& = C A [ weblhrynicinfcfmshes/DEPARTMENT AL/ frminitialdiary aspsx Qe =

a

Centralised File Movement And Tracking Information System

Trach Date Bound Files v‘ Reparts o

File Maversent o | File From Other Departrsnts < | Despatch Movement v‘ Mecters v‘ Stare Sectian o Submit Request v| Diéxs hbaare |

e leame ZONAL CULTURAL CENTRES, Care Taker | [rearznis [ehange Fasanan | Legout |

Initial diary Screen

RECEIVED FROM
® State © Other

Department | Zonal Cultural Centres v Request for creating new Depatment,Branch and Officer
Select Branch M
Select Officer
FileiLetter File Ho iLetter No
Initating Date f1mez015 [l d oy e gy Mode of Receipt
Frinrity Ordinary ¥
Subject This iz test file
i
MatFinal Mt T Recieved date 16082015 JB o if e )
MARK TO
# State © Other
Depatment | Zonal Cultural Centres v
Branch Testbranch ¥
Marked Date i6meiz015 fdsimmanm)
Frem arks Flease put up this file
g |
Upload File Choose File | No fila chosen |

Image No 2.9



When you fill all the values in the initial diary screen and click on the save button then a number will

appear in the red color.

entralized File Movement and Tracking Information System - Windows Internet Explorer

3@: - |g, http/ flocalhasticfmshcsiDepartmentalffrminitisldairy scr aspx V| (| % |Goug\e

File Edit ‘View Favorites Tools  Help
72? ’1'* [@Centra\ized File Mavement and Tracking Infarmation 5... I_l ﬁ b @ b .ﬁPaqe - .@' Tools ~

File from other 2
‘:::FHE Movement department H:::I]lspatch Movement H::: Store H:::Ma:ter H:::llueryIRepurt ‘
|We|come DC GURGAOMN,AR Branch,Assistant ! |Year 2010 |Change Password ‘ Logout
. i Mark date it does not have any purpose to you.
Initial Diary Screen Dairy Number
Record Added Successfully, Your Receipt Number 1s=DCd07052010
RECEIVED FROM Depart t code it d h
epartment code it does not have any purpose
Department DC Gurgaon V| to you.

Select Branch Sadar Kanungo Branch |+
Select Officer Asgsistant Assistant ¥

File/Letter File No /Letter No I
Initating Date (dd/mmiyyyy) Priarity Ordinary N

Subject

Mark/Final Mark |+

MARK TO

Departrment DC Gurgaon v

Branch Small Saving Branch ~
Officer Assistant Assistant ¥
Iarked Date 07/05/2010 (dd/mmiyyyy)

Remarks

Upload File H Browse... |

Save Reset Save And CC Enter Your Receipt Number l:l

Web Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/ofices of
Haryana Government. bl

| &

Done € Internet H00% <
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Image No 2.10



If you want any editing in the diarized file or letter, then click on edit button it will display, Enter your
receipt number at the bottom of the page.

' [ 1 CFMS ¢ Initial Diary x ‘ | " Departmental Login
& = C A [ weblhrynicinfcfmshes/DEPARTMENT AL/ frminitialdiary aspsx Qe =

Centralised File Movement And Tracking Information System

File Maversent o | File From Other Departrknts < | Despatch Movement o ‘ Mecters v‘ Stare Sectian v| Trach Date Bound Files v‘ Reparts v| Submit Request v| Diéxs hbaare |

e leame ZONAL CULTURAL CENTRES, Care Taker | [rearznis [ehange Fasanan | Legout |

Initial diary Screen
Record added successfully, Your Receipt Number is=22816062015--329
RECEIVED FROM
® State O Other

Depatment | Zonal Cultural Centres v Request for sreating new Department.Branch and Officer

Select Branch T

Initating Date | S EE Mode of Receipt
Frinrity Ordinary ¥

Subject

e
MatFinal Mak ¥ Recieved date 1662015 _[Wllcdd/ mmiveyy)
MARK TO

® state O Other

Depatment | Zonal Cultural Centres v

Branch v

Dficer Test Officerz ¥

Matked Date femez015_Kddimmiyni
Remarks

P
Upload File Chaose File | No file chosen |

/
Erter Receipt Humber l:'
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Enter the diary number in the box and click on the “Go” button [Enter Receipt number is
mandatory]
Go - To edit the content of the diary number which has any mistake.

It will appear all the values which you was entered in diary. After editing the content click on
the update button.

’ 1 Regarding file tracking saftw ﬁy D 11 CFMS 2 Initial Diary *

€ = C A [ weblhrynicin/fmsraining/DEPARTMENTAL frminitialdiary aspx Qe =

Centralised File Movement And Tracking.Information System

File Mavenent < | File Fram Other Departments © | Despatch Mawement v| Mesters o | Stare Section o

Trasch Date Bound Files v‘ Reparts <

Subimit Request

[iweleome ZONAL CULTURAL CENTRES, Care Taker ! [rearzois [ehange Pasaard | Logout |

Initial diary Screen
Record added successfully, Your Receipt Numberis=23817062015--409
RECEIVED FROM
® State © Other

Department |Zona| Cultural Centres A | Request for creating new Depatment,Branch and Officer
Select Branch v
Selact Dffcer

FileiLetter File No.fLeter No [
Initating Date :I(dd.-"mmfl,u,lw] Mode of Receipt
Pricrity Ordinary ¥
Subject
)
tdaneFinal [LELA Recieved date 17062015 l[(dd.-"mm.-"ww]
MARK TO

® State 0 Other

Department |Zona| Cultural Centres T |

Branch A

Officer Test Officer2 ¥
Marked Date 17062015 kdd!mmwmr)

Rematks
|
Upload File Choose File | No file chosen |

Enter Receipt Number ] o
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File Movement-> Incoming files

Incoming files show all the files/letters which are marked to the account of login officer and not
physically received. On receiving the letters/files, Select the Box in front of the Receipt number

and click on the save button to save this file and this files will shift from 'Incoming Files' to the
“Pending files” list of login officer.

' [ 1 CFMS 1 Incoming Files
(—

= V(1 b shahzshauponal. x
C A | [0 webl hrynicin/fcfmstraining/Departmental ffrmincomingfiles. aspx brd i —

Centralised File Movement And Tracking,Information System

File Movement == | File From Other Departments = | Despatch Movement == ‘ Masters = ‘ Store Section == | Track Date Bound Files == | Reports — |
Submit Request — |

Melcome ZONAL CULTURAL CENTRES,Care Taker!

|Year2[l15 |Change Paszsword I Logout | |
Incoming Files

Nza" 11& Lettar I:lREce\pt Date | " Search | All Pages ‘ | Paging ‘
TYear 2015 - Priority [All] v
| [File Type/Recpt Ho./Date Initiating Dept. & No. Dept.File No. Subject |Received From & Date Remark/Target Date

éggter Ordinary Care Taker Care Taker
o 2550015 Zonal Cultural Centres mb Zonal Cultural Centres

- 14/05/2015 bjnbn [25/05/2015
1

Save Close

Weh Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departrments/ofiices of
Haryana Governrment
Best viewed in |ES.5+ (1024X7E8) resalution.
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File Movement-> Pending files

After receiving physical files, files shift from 'Incoming to Pending files'

Select the diary number and enter the remarks [Remark is not mandatory],

Select the Status Marked or Final.

If 'Mark’ option is selected:

Department = File mark to the department. [Selection of Department is mandatory]
Select Branch > File mark to branch name. [Selection of Branch is not mandatory]

Select Officer = File mark to the officer name. [Selection of Officer is mandatory]

If Officer is not in the list then select the “Other” another box will appear in front of the officer
you enter the officer name here.

If 'Final’ option is selected : If file/letter is finalized, it will not be available for further
action.

Department = File mark to the department. [Selection of Department is mandatory]

If user self department is selected, Branch & officer will be selected automatically and
it will be self only.

If other department is selected, user can select any branch and officer from the
selected department.

Select Branch = File mark to branch name. [Selection of Branch is not mandatory]

Select Officer = File mark to the officer name. [Selection of Officer is mandatory]

Priority - If Date bound is selected, it will ask for priority date.



' D 11 CFMS 1 Pending Files Dep ( ™ Inbox - shalluzshallu@gmal.  x

€& = C A [ weblhry.nicin/cfmstraining/DEPARTMENT AL frmPendingfilesCept aspx Q=

Centralised File Movement And Tracking.Information System

File Movement = ‘ File From Other Departments — | Despatch Movement — ‘ Masters | Store Section =7 | Track Date Bound Files — | Reports = | Submit Request —

[é¥elcome ZILA SAINIK BOARD,MD ! [rear2018 [change Passward | Lagout |

Pending Files
Ry e —

Year

Priarity Al T
File Type/Recpt

. No.Date/Other nitiating Dept. & No. Dept.File No  Subject Received From & Date remark
Refrence
Iz_erler,Ordlnary Care Taker (Care Taker 4 d

© [ ooez01s Fonal Cultural Centres addkano Zonal Cultural Centres 00

10/06i2015 10062015

378, 2,

1

Remark J a

Status Marked v

® State © Other

Mark to Department |Z\Ia Sainik Board v
Branch
Officer
Priarity
Marked Date
Upload File
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File Movement-> Recall

o This recall is used to recall the file which you is wrongly marked.

o Enter the receipt number and then click on the View Button and then click on the recall button.

o Exception: - If the receiving officers has taken action on the file/letter then you cannot recall this
file or letter.

o Example: - When you send the file from A officer to B officer and the B officer send the file to C
officer then A officer cannot recall the file which he has mark to the B Officer.

' [ 1 CFMS :: Recall Diary x (M Inbe (1) - shalluzshalu@an = § § S=EN e

&« C A | [ webl hrynic.infcfmstraining/DEPAR TMEMT AL /frmrecall aspx Qe =

Centralised File Movement And Tracking Information System

File Movement =+ | File From Other Departments | Despatch Movement — ‘ Masters | Store Section =7

Track Date Bound Files — | Reports <
[é¥elcome ZILA SAINIK BOARD,MD ! [rear2015 [change Password | Loaout |

Recall Screen

Submit Request <

Enter Receipt Humber

Year

Wieh Site Designed and Developed and Hosted by MIC, Hamvana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departmentsiofiices of Harvana
Govermnment
Bestviewed in IES.5+ {1024X768) resolution.
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1.5 File Movement—> Forced Pullback

e This option is used when the receiving officer does not work on the computerized system and
the physical file is reversed back to the making officer. To maintain the flow of the file, this
option is used.

e Enter the receipt number and click on the 'Get Result' Button and after this 'Update’ Button

will appear. You click on the Update button this will return back the file/letter in your account
and you can mark this to other officer.

&« C A | [0 webl hrynicin/cfmstraining/DEPARTMENT AL frmsendfile aspx Q| =

Centralised File Movement And Tracking Information System

File Movement =

File From Other Departments — | Despatch Movement — ‘ Masters | Store Section =7 Submit Request —

[é¥elcome ZILA SAINIK BOARD,MD ! [rear2018

Track Date Bound Files — | Reports =

[change Passward | Lagout |

Recall file send to other
Enter Receipt Ho.

Web Site Desighed and Developed and Hosted by NIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departmentsiofices of Haryana
Government.
Bestwiewed in [ES.A+ {(1024X768) resolution.
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2) File from Other Department

21

‘s start

This option is used when you receive the file from the other department and sender department has

already registered the file/letter in the computerized FTS system. In this case, you must not to diarize
the document again. Do the action given below.

File from other department-> Incoming File

In the incoming files of 'File from other department’ show the file/letter which you have received
from the other department. Select the Box in front of the Receipt number then click on the save

button and this files will show you in the “Pending files” of the 'File from other department' menu.

’ 1 Regarding file tracking saftw % y D 1 CFMS 1t Incaming From otk % ‘ ASllSIENESE

«

C & | [Oweblhrynicin/frmstraining/DEPARTMENTALfrmincomingother. aspx

w| E

Centralised File Movement And Tracking.Information System

File Movement == | File From Other Departments =- | Despatch Movement = | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |

Submit Request — ‘

[Welcame ZONAL CULTURAL CENTRES, Care Taker ! [vear2015 [change Password | Legout | |
Incoming Files From Other Dept

Search Diary Number l:l Receipt Date From[{2/05/2015 Receipt Date To |17IDEI2015 | | Search | | Refresh |

Year 2015 -

¢ |File Type/Recpt No./Date

Initiating Dept. & No.

Subject

Received From & Date

Remark

Letter Ordinary

Assistant | Account Branch

Assistant | Account Branch

28628 Haryana Civil Secretariat This is test file  Haryana Civil Secretariat Please put up this file for further action
17/06/2015 16/06/2015 2234er 17/06/2015
1

Web Site Designed and Developed and Hosted by MNIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/offices of
Haryana Government.
Best viewed in IES.5+ (1024:768) resolution.
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2.2

File from other department-> Pending File

¢ Click on the Register button at the right side of the screen. When you click on "Register to"
button this will show you the current department receipt number.
e click on ok then this file will show in File movement' menu's pending file.
’ 1 Regarding file tracking saftw !7 D 11 CFMS 12 Pending Files from %
&«

C A [ webl.hrynicin/dfmstraining/CEPARTMENTAL /frmpendingother. aspx ol =

L~

Centralised File Movement And Tracking.Information System

File Movement — ‘ File From Other Departments = | Despatch Movement = ‘ Masters = ‘ Store Section — ‘ Track Date Bound Files — ‘ Reports = ‘
Submit Request = ‘

lelcome ZONAL CULTURAL CENTRES, Care Taker ! [rearz015 [change Password | Logout | |

Pending Files From Other Deptt.
search Diary Number [ ] ReceiptbateFrom (190572015 |  ReceiptDate To [17/06/2015 |

| Search | | Refresh |
Tear 2015 v
File Type/Recpt No./Date Initiating Dept. & No. Subject Received From & Date Register to
Letter ,Ordinary Assistant | Account Branch Assistant | Account Branch
25628 Haryana Civil Secretariat This is test file Haryana Civil Secretariat
17/06/2015 18/06/2015 2234er 17/06/2015
1

Web Site Designed and Developed and Hosted by MIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective depatments/offices of
Haryana Government
Best viewed in |ES.5+ (1024X768) resolution.
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’ 1 Regarding file tracking saftw % 7 “ 11 CFMS : Pending Files fron %
- =

X A | [ webl hry.nicin/cfmstraining/DEPARTMENTAL/frmpendingother . agpx

The page at web1.hry.nic.in says:

‘our Request id :(=28517062015411

File Movement ‘ File From Other Departments |

ing.Information System

Lck Date Bound Files Reports
Submit Request |
lelcome ZONAL CULTURAL CENTRES, Care Taker ! [rearz015 [change Password | Logout |
No Pending Files
Search Diary Number I:l Receipt Date From |15/05/2015 Receipt Date To |1?f06f2015 | | Search | | Refrash |
Year 2018 v

Web Site Designed and Developed and Hosted by MNIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/offices of
Haryana Government.
Best viewed in IES.5+ (1024:768) resolution.
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Dispatch Movement

This dispatch movement is used to dispatch the letter to multiple officers/officials and further

movement of letter required.

Despatch Movement - Despatch

e Using despatch you can despatch the bulk copy of the file or letter

e Select the group from the Group List,

o List of the officers in selected group will display right side top corner.

e Click on the check boxes and update.

e Checked officers from the upper list will shift to Bottom list. Document will be dispatched
to the selected list.

e  Officers from multiple group can be selected.

¢ If you want to get reply from the sender, select Reply required 'Yes'

o After filling all information on the form, press 'Despatch' button

e Despatch no will be generated.

(= Centralized File Movement: - Dispatch - Windows Internet Explorer

@‘\_) - |@, http!/ flocalhosticfms2003/DepartmentalifrmDispatch, aspx V| (| % | | P
© Fle Edit View Favorites Tools  Help
72? ’1'% [ECentra\ized File Mavement: - Dispatch I_l ﬁ < D Eﬁ < Iﬁ’Paga - _"j Tools = =
Vyelcome PYWWU(BANUK),Accounts, Superintendent ! Year 010 hange Fassword Logour a
Dispatch Diary Screen
Sender
[JADC Additional Deputy 4
Commissioners, Ambala, ADC
" [JADC Additional Deput 3
Department PAVD(BandR) 5 Commissioners Bhiw:myADC
Select Branch Accounts b [ ADC. Additional Deput
. Additional Depu
Select Officer Superintendent |» Commissioners. Faridgbayt;‘
ADC
FilefLetter Letter » [ ADC Additianal Deputy
Reference Date 11/06/2010 (dd/mm/yyyy) [¥] ADC Additional Deputy -]
Subject test subject ‘
Dispatch to
Group ADC V| | Remaove All | \Uncheck|
Department PWD{BandR) ~
Branch EE BCD Panchkula v ADCAddltlonaI eruty
Officer Steno/EE BCD Panchiuia s Commissioners, Faridabad, ADC
Dispatch Date 123/06/2010 (dd/mmiynyyy) [“] ADC Additional Deputy
Commissioners, Fatehabad,
Remarks ADC
Upload File [ Browse. | [FADC. Additional Deputy
Reply Required Yes/No |vas 7 Commissioners, Gurgaon, ADC
Dispatch
M
< | (3

€ Internet F 00% -

frmDispatch, aspx
—_——— = - : 5 — T = -
4 start SOE Chcr.. | Cpa. Cou.. .. 2% o, T Le M, LD4PM
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ized File Moveme ispatch - Windows Internet Explorer

6\:}1 - ‘E, hktp: frlocalbhost fcFrns2003 {Dep srtment alifrmDispatch. aspx ‘V| || X |Live Search

¢ File Edt Wiew Favorites  Tools  Help

& ahr [gCentralized File Movement: - Dispakch l I @ - B @ = |j’ Page - -@
|we\come FWUBANUK),ACCOUNTS, SUperntendent & |Y-ear LU0 |L,nange Fassword ‘ Logout

Dispatch Diary Screen

Sender
[JADC Additional Deputy
order de Commissioners. Ambala. AD
ender department
Department | F\WD({BandR) vl [JADC Additional Deputy

Commissioners. Bhiwani. AD

A + - '——Sender branch
ccounts ‘ [J.ADC Additional Deputy
Superintendent "| I—Sender afficer Commissioners. Faridabad.

Select Branch
Select Officer

File/leter etc Priarty e
FilefLetter ‘ ‘LEHET “| | feetier el ‘ [JADC Additional Deputy
Ref of office | ‘ | | Ref og Office Priority igrgmissioners, Fatehabad.
{eddrmbnaad—Date

Reference Dat L1 C].ADC Additional Deputw
Subject ‘ ] ‘

Sopct
Dispatch to
Group ADC - '—Despatch Croup List [ Remove Al | [Unched
Department PWD(BandR) W Despatch department
Branch Accounts ~ }——Despatch Branch
Officer Superintendent % | — Despatch Officer
Dispatch Date 23/05/2010 - Despatch Date
Remarks Rermark
Upload File H Browse. ‘
Reply Required Yes/MNo | jg -

Dispatch Mew Dispatch

< i
Doone & Internet # 10

14 Start
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lized File Movement: - Dispatch - Windows Internet Explorer

% - |§| http:  flocalhostfcFms2003/Departmental{frmDispatch, aspi v | “_f| |£| |Lwe search

¢ Fle Edit ‘iew Favorkes Tools  Help

52’ & [gCentra\ized File Mavement: - Dispatch [ l @ < @ < @Paga - @Too\s -
[Welcnme FVWUBANUR),Accounts, Superintendent ! |Yea' LUl IL;nange Fassword ‘ Logout ~|

Dispatch Diary Screen
Sender
[JADC Additional Deputy
Commissioners, Ambala, ADC

[JADC. Additional Deputy

s

[

Department PWD(BandR) ¢ Commissioners, Bhiwani. ADC
Select B h A t b

sleet branc ceoums [l ADC Additional Deputy
Select Officer Superintendent |» Commissioners. Faridabad

ADC
File/Letter [F1ADC Additional Deputy
o c Fatehabad
Ref. of office l:l Windows Internet Explorer |£| Aggm‘ssmnem’ =Bz
daimn

Refe.rerwce Date 11/06/2010 (i vyyy) . [¥IADC Additional Deputy ~
Subjggi ltest SLIbJECt ' : ‘our Dispatch Mo = PwD23062010--154 to 157
Dispatch to _OK
Group ADC | Remaove All | \Uncheck| =
Department PWD{BandR} V|
Branch EE BCD Panchkula ~|
Officer Other |
Dispatch Date 23/06/2010 | (dd/mrmiyyyy)
Remarks
Upload File H Browse

Reply Required Yes/MNo |ves w

Dispatch
™|

< 1l | 3
Daone e Internet Q 1no0% -
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3.2 Despatch Movement - Reply Pending

This show the file/letter for which reply is pending.

On getting reply, select 'Check box' left side against the dispatch no and press 'Save ' Button on the
bottom of the screen.

€ = C A [ weblhrynicin/fmshesDEPARTMENTAL/frmincomingdispatch. aspx e =
Centralised File Movement And Tracking.Information System
File Movement == | File From Other Departments =- | Despatch Movement = | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |
cubmt Roquest | Dasmosars
[Welcame ZONAL CULTURAL CENTRES, Care Taker ! [vear2015 [change Password | Legout | |
No Reply Awaited Report
Search
Reply Mo v
Date Fraom _ Date to |:| Search)
| |File Type/Ref Ho./Disp. Date/No. Sender Dept. Subject Remark Dispatch To
Letter
Immediate Zonal Cultural Centres Zonal Cultural Centres i
L |ded address
131012015 Care Taker caretaker
1
Letter
Immediate Zonal Cultural Centres Zonal Cultural Centres
(] address sasa
13012015 Care Taker sohan
2
Letter
Immediate Zonal Cultural Centres Zonal Cultural Centres
] dsd adasd
13012015 Other sohanl2
3
Letter
Ordinary Zonal Cultural Centres Zonal Cultural Centres
L 12345 Test Test kifksadjklsa
050372015 Care Taker Test Officer3 A
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3.3 Despatch Movement - Edit Despatch

If there is any mistake in the dispatch, use this option to correct.

’ 1 Regarding file tracking saftw !7 D 1 CFMS @1 Edit Despatch
- -

C A [ webl.hrynicin/fmsraining/DEPARTMENTAL/frmdispatcharid.aspx

Centralised File Movement

nd Tracking Information System

File Movement — ‘ File From Other Departments = | Despatch Movement = ‘ Masters = ‘ Store Section — ‘ Track Date Bound Files — ‘ Reports = ‘
Submit Request = ‘

lelcome ZONAL CULTURAL CENTRES, Care Taker ! [rearz015 [change Password | Logout | |
Edit Despatch
Despatch Date 10/06/2015 Bearch|
Paging
File Type/Ref No./Date/No. Sender Dept. Subject Remark Despatch To Edit Group Edit
Letter
Ordinary Zonal Cultural Centres Zonal Cultural Centres
fEytyryu Edit |[ Edit ]
10/06/2015 Care Taker Care Taker
13
1

Web Site Designed and Developed and Hosted by MIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departmentsfofiices of
Haryana Government.
Eest viewed in |ES.5+ (1024X7E8) resolution.
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4) Masters

In the master menu , you can add/edit the department, branch, officer, group, officers to
group, and file, if user have admin permission. Option for giving permission to individual
user for viewing reports for the department is also provided.

4.1 Master-> Department

Using department master you can add the department, here department name is mandatory.

« C i [ webl.bry.nic.in/cfmstraining/Deptviaster frmdmadd.aspix w =

Centralised File Movement And Tracking.Information System

File Movement — ‘ File From Other Departments = | Despatch Movement = ‘ Masters - ‘ Store Section — ‘ Track Date Bound Files — ‘ Reports = ‘

Submit Request = ‘ Department

B h

lelcome ZONAL CULTURAL CENTRES, Care Taker ! o
Officer

Department Mz Group

= Passward I Logaut | |

Department Name

Add officer to Group
Address File Master
L Record Room [
HOD Marne
Phone Mo, of HOD
E-mail of HOD

You don't have Permission to Add Department

WWeb Site Designed and Developed and Hosted by MIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/ofiices of
Haryana Governrment.
Best viewed in IES.5+ (1024:768) resolution.

-
web1.hry.nic.infcfmstraining/DeptMaster frmdmadd. aspx
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’ 1 Regarding file tracking saftw !7 D 1 CFMS 1 Edit Department %

€ > C f

[ web1.hry.nic.infcfrmstraining/Ceptiaster frmDMedit.aspx

Centralised File Movement And Tracking.Information System

File Movement — ‘ File From Other Departments = | Despatch Movement = ‘ Masters = ‘ Store Section — ‘ Track Date Bound Files — ‘ Reports = ‘
Submit Request = ‘

lelcome ZONAL CULTURAL CENTRES, Care Taker ! [rearz015 [change Password | Logout | \
Edit Department Master
All Fages
Dept.Code Dept.Hame Dept.Address Dept.HOD Dept.HOD Ph. Dept.HOD E-Mail Edit
Il 288 Zonal Cultural Centres | Edit |
1

Web Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/ofices of
Haryana Government.
Best viewed in |ES.5+ (10245768) resolution.
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4.2 Master = Branch

Using Branch master you can add the branch, here branch name is mandatory.

’ 1 Regarding file tracking saftw ﬁy D 1 CFMS 11 Add Branch

€& - C A [ webl.hry.nicin/fmstraining/BranchMaster ffrmbmadd. aspx w =

Centralised File Movement And Tracking.Information System

File Movement — | File From Other Departments — | Despatch Movement = ‘ Masters — | Store Section — | Track Date Bound Files — | Reports — |

Submit Request — ‘ Department
Branch
I\l\lelcome FONAL CULTURAL CENTRES,Care Taker ! |‘r'ﬂ Password I Logout |
Dfficer
Branch Master Add oD
Departrment Zonal Cultural Centres Add Officer to Group v |

Branch Mame
Branch HOD Marne
Location/Address

File Master

| Record Room [»

Edit

Web Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/offices of
Haryana Govarnment.
Best viewed in |E5.5+ (10245768) resolution.

web1.hry.nic.infcfmstraining/BranchiMaster (frmbrmadd. asps 3
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’ 1 Regarding file tracking saftw !7 D CFMS :: Edit Branch x® = =T 25
€ - C & [ weblhry.nicin/cfrmstraining/Branchiaster /frmBhedit. aspx

Centralised File Movement And Tracking.Information System

File Movement == | File From Other Departments =- | Despatch Movement = | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |
Submit Request — ‘

[Welcame ZONAL CULTURAL CENTRES, Care Taker ! [vear2015 [change Password | Legout | |
Edit Branch Master
All Pages) aging
L | Dept. Name Branch Hame Branch HOD Location Edit
(0] Zaonal Cultural Centres Enforcement DEO Edit
(]} Zanal Cultural Centres Recovery Sushrma Edit
8] Zonal Cultural Centres Test branchi Edit
U Zonal Cultural Centres test officers Edit
5] Zonal Cultural Centres Testing Branch Edit
1

Web Site Designed and Developed and Hosted by MNIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/offices of
Haryana Government.
Best viewed in IES.5+ (1024:768) resolution.
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4.3 Master = Officer

Using Officer Master, you can add the officer.

[ @Govin % (7 ICARGRIC x | Minbox(2)- x | 7 HaryanaTo % | [y HaryanaTo x| [ ntraMIC5.C x | ¥ lear Today ' [ CPMS 2 A D M- ﬁ
€ = € |13 web.hrynicin/chmshes/officeMaster/fimOMadd.aspx i
Centralised File Movement And Tracking Information System
File Movement <7 | File From Other Departments 7 | Despatch Movement <7 | Masters 7 Stare Section 7 | Track Date Bound Files 7| Reports 7 Submit Request 7 | Dashboard
Wlome ZONAL CULTURAL CENTRES Care Taker e 2t ChangePassiod. [ Logut. |
Officer Master Add
Deparment | Zonal CuluralCenles 1|
Branch
(fficer Designation’ :
(fficer Name :
(fficer Type
User
Phanz No :
Bl |
Diary Allwed
Passward' :
Hh Ofce ‘Check‘ ‘Uncheck‘ Uncheck
U Programmer(RB)
U Test?
U Test
U Testt
ave Reftesh Edi
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Officer-Edit: To edit officer information , click on 'Edit' option, form given below will display. Here we can
edit individual officers information as well as one can change password by clicking the respective button
on right side of the screen.

a | | [

« C i [ webl.bry.nic.in/cfmshes/officeMaster frmOWEdit1 aspx w =

Centralised File Movement And Tracking.Information System

File Movement — ‘ File From Other Departments = | Despatch Movement = ‘ Masters = ‘ Store Section — ‘ Track Date Bound Files — ‘ Reports = ‘

Submit Request = ‘ Dashboard

lelcome ZONAL CULTURAL CENTRES, Care Taker ! [rearz015 [change Password | Logout | |
Edit Officer Master
Department Name

Search Faning

Dept Name Branch Name Officer Name Designation Ph Ho Mail ID Edit |Edit Password
[1 |Zonal Cultural Centres Care Taker BO0S4378415  |rhtrohit90@amail. com Edit Edit
I |Zonal Cultural Centres Test Officer Edit Edit
) |Zonal Cultural Centres Test Officer2 Edit Edit
) | Zonal Cultural Centres Test Officerd Edit Edit
) |Zonal Cultural Centres Test2 Edit Edit
[l [Zonal Cultural Centres TestOfficerd Edit Edit
1 Zonal Cultural Centres Test branchl Test Programmer Edit Edit
1 Zonal Cultural Centres Testing Branch Programmet{RE) Edit Edit
1 [Zonal Cultural Centres Testing Branch Test Edit Edit
I |Zonal Cultural Centres Testing Branch Testl Edit Edit
12

WWeb Site Designed and Developed and Hosted by MIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/offices of
Haryana Governrment.
Rest viewed in IFA S+ MO24%7RRY resnlitinn e
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4.4 Master > Group

Using Group you can add the group name , here Group Code and Group Name is mandatory.

’ 1 Inbox {23 - shalluzshallu@gr ﬁy D 1t CFMS 1t Group *
- =

C A | [Owebl hrynicin/cfrmshes/Departrmental /CreateGroup. agpx

Centralised File Movement And Tracking.Information System

File Movement == | File From Other Departments =- | Despatch Movement = | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |
Submit Request < | Dashboard

[Welcame ZONAL CULTURAL CENTRES, Care Taker ! [vear2015 [change Password | Legout | |
Add Group Of Dispatch

Dept Name Zanal Cultural Centres ¥

Group Code

Group Mame

Web Site Designed and Developed and Hosted by MNIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departments/offices of
Haryana Government.
Best viewed in IES.5+ (1024:768) resolution.

Foup - G0,

Image No 2.26



4.5

Master > Add Officers to Group

e To add officer to existing group, this option is used.

e Select Group name from the list and press 'Search' button

o List of existing officer in the selected list will be displayed.

e Here one can add officers to the group

e Existing Officers can also be deleted from the group.

’ 1 Inbox {23 - shalluzshallu@gr ﬁy D 1t CFMS it Groups

x

€ = C A [ weblhry.nicin/cfrshes/Admin/frmgroup.aspx

File Movement — ‘ File From Other Departments = | Despatch Movement = ‘ Masters = ‘ Store Section — ‘ Track Date Bound Files — ‘ Reports = ‘

Submit Request = ‘ Dashboard

Centralised File Movement And Tracking.Information System

I\l\/elcome ZONAL CULTURAL CENTRES,Care Taker !

|Year2l]15 |Change Pasgword I Logaut |

Search

Group Created For Departrment
Group List

Web Site Designed and Developed and Hosted by NIC, Haryana State All DEDs

Group

All Panes| Faging

Zonal Cultural Centres ¥

M Search)

AllDCs
All DEOs
ents owned, maintained and updated by the respective departments/offices of
All MDs nt.
Best viey All Programmers  188) resulution.
All SPs

Zonal Test group

‘s start
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4.6 Master - File Master

Here File number, year and subject are compulsory.

’ 1 Inbox {23 - shalluzshallu@gr ﬁy D 11 CFMS 11 Add Files
- =

C A | [Owebl.hrynicin/cfmshesFilesMaster frmfrmadd. aspx

Centralised File Movement

nd Tracking Information System

File Movement == | File From Other Departments =- | Despatch Movement = | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |
Submit Request < | Dashboard

[Welcame ZONAL CULTURAL CENTRES, Care Taker ! [vear2015 [change Password | Legout | |

File Master Add

Departrnent Zonal Cultural Centres v |
Branch

v
Officer Care Taker ¥ |
If not officer than add in officer

File Ma

Vear [ 1

Subject

Web Site Designed and Developed and Hosted by MIC, Haryana State Unit, Chandigarh. Contents owned, maintained and updated by the respective departmentsfofiices of
Haryana Government.
Eest viewed in |ES.5+ (1024X7E8) resolution.
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’ 1 Inbox {23 - shalluzshallu@gr ﬁy D 11 CFMS 11 Edit Files

x

- -

C fi [ webl.hry.nic.in/cfmshes/filesMaster ffrmFiedit.aspx

Centralised File Movement And Tracking.Information System

File Movement == | File From Other Departments =- | Despatch Movement = | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |

Submi Request < | Dashboard |

[Welcame ZONAL CULTURAL CENTRES, Care Taker ! [vear2015 [change Password | Legout | |
Edit File Master
File Mo. [ | [earch Refrest
lﬂdd Mew Record
File No Subject Edit
49148/test testing | Edit|
1234:TestFile Related all Sports content E
4536 \Walfare | Edit
43 test123 E
102 please take immediate action Edit
12345 Regarding Health [ Edit]
7/4-2MSD0-15/462-68 nkin [ Edit]
49-12/1 8T dfelf [ Edit]
234567 test123 | Edit
123456 efef | Edit
1234567 test123 [ Edit]
67554 test [ Edit]
237456 take action E
789455 testr123 | Edit]
chi123/2015 test123 | Edit

_?.‘ start
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5)  Track Date Bound Files

In Track Date Bound Files menu you can track the date bound files which you send to other or
which you receive from others.

5.1 Track Date Bound Files - Date Bound Files Received

This option shows you all the Date Bound Files which you received from others.

' [t CFMS 2 Target Dake Trach x|

€« > C f [D webl hry nic.in/cfmshcs/Departmental /frmIncoming T argetdateriles. aspx i?]. =

Centralised File Movement And Tracking.Information System

File Movement == | File From Other Departments = | Despatch Movement =- | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |

Submit Req t v‘ Dashb d | Date Bound Files
Recieved
Date Bound Files Sent

Date Bound Files Recieved Summary report for
i Files Sent
|
gzarch File Letter l:IReply Status |Pend|ng r| | Search | | Refresh |
Target date in
Tear 2015 - nextl:l
days
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5.2 Track Date Bound Files &> Date Bound Files Received

This option shows you all the Date Bound Files which you send to others. In this option you will also send

reminder by clicking send reminder button at the right side of the screen.

' D 10 CFMS i Target Date Trach % |

€« > C f [DWebl.hry.nic.in,’cfmshcstepartmemtaI[frmTargetDateTrack.aspx i?].

Centralised File Movement And Tracking.Information System

File Movement == | File From Other Departments = | Despatch Movement =- | Masters = | Store Section — | Track Date Bound Files = ‘ Reports =~ |

Submi Request < | Dashboard |

Date Bound Files Sent

ﬁgarch File Letter I:IReply Status Reply Awaited v | Search | | Refresh |
Year 208 v Target date in nextl:l days

| Send Reminder |

Send Reminder

. Send Reminder .

Image No 2.31



5.2 Track Date Bound Files > Summary Report for Files Sent

This option shows you the summary of Date Bound Files.

' D Sumrnary Repark *® ( D Chief Secretary, Haryana x Y\ ™1 Snap Formatting - shalluzsh: =

€ - C ff [ weblhry.nicinfcfrshes/Departmental frmSummary_forTargetdate_Sent.aspx w =

Centralised File Movement And Tracking.Information System

File Movement — ‘ File From Dther Departments == | Despatch Movement = | Masters — | Store Section = ‘ Track Date Bound Files — | Reports — |

Submit Request =~ | Dashboard

[welcome ZONAL CULTURAL CENTRES,Care Taker ! [ear 2015 [change Password | Logout |

Report for the Officer
Date Bound Sent Files Summary Report

omrtment_ pran o ] L2, ol el S D) Ll [ o e
Zonal Cultural Centres Care Taker 14 14 0 14 1 13 0 0 0 0 0
Zonal Cultural Centres Test Officer 10 4] ] 4] ] [ 4 4 0 ] 0
Zonal Cultural Centres Test Officer2 13 7 u] 7 1 5] 5] 5] 0 u] 0
Zonal Cultural Centres Test Officer3 3 2 u] 2 u] 2 1 1 0 u] 0
Uttranchal Dehradun gggtﬁ%iﬁiﬁ”'m and 1 1 0 1 0 1 0 o |o 0 0
gi[gﬁ;‘;gﬁ“ﬂzm Nodal Officer 1 1 0 1 0 1 0 o | o 0 0
Industries Departrment Principal Secretary 1 1 0 1 0 1 0 0 0 0
Zila Sainik Board WD 1 0 0 0 0 a 1 1 0 0 0
Grand Total 44 32 0 32 2 30 12 12 0 0 0

‘s start
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6) Reports
This show the different report.
6.1 Reports—> Present Status

This report shows the present status of the file/letter filter on different criteria.

' D 11 CFMS 12 Present Status *® ‘ D Chief Secretary, Haryana x Y\ ™1 Snap Formatting - shalluzsh: = ‘ =N =R 25

€ - C f [ weblhrynicin/cfrshes/Departrmental ffrmpresentstats. aspx QY

-

Centralised File Movement And Tracking Information System

File Movement — | File From Other Departments = | Despatch Movement = ‘ Masters — | Store Section — | Track Date Bound Files — | Reports — ‘ Submit Request —

Dashboard
ifelcome ZONAL CULTURAL CENTRES,Care Taker ! [rear2015 [ehange Password | Logout |
Status v
Dak Type v Priority v
Receipt No From To
Recpt Date From (ddimiey To (ddimminend
Initiating Officer
Initiating Department v
Branch A
Mark To Officer
Departrment v
Branch v
Mark Officer r Officer Name I:I
Subject
Dak Diary Done By v
Dak Diary by Officer v
fear 2o 2oz 23
12014 & 2018 [0 20168

Freset
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6.2 Reports - Officer Query

This report show the full movement of the file/letter based on different filter criteria. This report show the
diary number which are handled by the login officer.

' D 1t CFMS 11 OFficer Query

————
» ( D Chief Secretary, Haryana x Y\ ™1 Snap Formatting - shalluzsh: = ‘ =R E=HIE! 28

. S . —
€ - C & [ weblhry.nicin/cfrmshes/Departmental ffrmofficersquery aspx Qe =
-
Centralised File Movement And Tracking Information System
File Mavermant T| Files Fram Othar p- 7| ] = | Mugaters v| Stare Sectian < | Trach Date Baund File 7| Reparta = | Subimit Request v| Dia b borard |
[iwaleame ZOMAL CULTURAL CENTRES, Care Taker | [rearzois [ehange Pasaard | Logout |
Enter Officer's Query To Get Report
Status v
Priarity All v
Recpt Na From To 1
Initisting Cfficer
Initial D ate from To 1
Initiating Depatment v
Branch v
i il 1
Officer EI Name
Receipt From Officer
Department | v
Branch EI
i i L 1
Orfficer EI Name
Mark Ta Officer
Mark Department [ v
Branch EI
i g L 1
Officer EI Name
Wharked Date Fram 17 G015 Ta
Subject
Remaik
Diary Done By Branch v
Diary Done By Officer Other ¥
Reoprt By None v
Year 2011 L2012 L2013
2014 #2015 [ 2018 |

‘s start

Prirt Report Receipt lise
Print Report Department Wise
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Click on View Report

This view report shows the report in the grid format.



’ D 1t CFMS 12 Officer Query

x y D 11 CFMS 1 Grid Report OFfice % ( D Chief Secretary, Haryana *® Y ™1 Snap Formatting - shalluzsh: *

C A | [Oweblhrynicin/cfrmshesDepartrmental ffrmaridreportofficer aspx

Officer Report on 17-56:2015

File Type/Recpt NoJ/Date |Initiating Dept fLetter No. |Subject Deptt. File No./Status Remark Received From & Date |Mark To Detail |Print
Letter Ordinary Care Taker )
1 (Care Taker Regarding Cultural fest on republic day (Tesf) RELS Zonal Cultural Centres Test Dficer Detail|'Print|
1012015 Eonal Cultural Cantres b101/2015 Zonal Cultural Centras

H1M1z/2014 1234 0440142015
Letter Ordinary Care Taker )
3 DR UELD Cultural Events of state schoalz (test data) Markc Test  [onal Cultural Centies |25t Officer Detail] [Frird]
v Eeonal Cultural Centres DT Eonal Cultural Centres

H1M1z/2014 1234 04/01/2015
Letter Ordinary Care Taker )
<] [Care Taker Regarding Budget of haryana fest (test) iMark Eonal Cultural Centres Test Oificer Detall|'F'r|nt|
b1/012015 Eenal Cultural Centres b101/2015 Eonal Cultural Centres

11£12/2014 1234 01012015
Letter Registered Care Taker
4 Care Taker Test Markc Fonal Cultural Cantres |22® Taker Detail] [Frird]
S Eonal Cultural Centres AT Eonal Cultural Centres

241072014 123 024012015
Letter Registered I are Tat (Care Taker
4 z::| ;ulet’ural contes TS Pending Zonal Cultural Centres Detail] [Frird]
02012015 I p2/01/2015
Letter Ordinany Care Taker
s Care Taker Test Mark Fonal Cultural Centres =27 Taker Dtil [Frird]
[ Eonal Cultural Centres AT Eonal Cultural Centres

1£12/2014 1239 D05/01/2015
Letter Ordinany c Tak Care Taker
5 Z::I ;ulel’ml contes TS Pending Eonal Cultural Centres Detail] [Prird]
051012015 a0t 1234 p501/2015
Letter Ordinany Care Taker
s (B VELED gt Ik Fonal Cultural Centies 228 Taker Detail] [Frir]
e — Eonal Cultural Centres [t Eonal Cultural Centres

11412/2014 1234 D5/01/2015
Letter Ordinany c Tak Care Taker
5 Z:r’il gulet’ml conties [T Pending Zonal Cultural Centres Detail] [Frird]
DED12015 DB 2015

1141242014 1234
Letter Ordinany Care Taker
i e ek Test Matk Fonal Cultural Centres 228 Taker Detail] [Frir]
070142015 Zonal Cultural Centres 0740142015 Zanal Cultural Centres

D2A12/2014 121 07/01/2015
Letter Ordinany c Tak Care Taker
rd Z:r’il gulet’ml conties T2 Pending Zonal Cultural Centres Detail] [Frird]
070142015 7012015

p2A2/2014 121
Letter Ordinany Care Taker
s (B VELED Test Ik Fonal Cultural Centies 228 Taker Detail] [Frir]
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Click on detail it will show you the detail of file.
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| Remark [Received Fram & Date Mark To
Care Tak
are 12 Test Officer
Zonal Cultural Centres
b1012015 Zonal Cultural Centres
01/01/2015
Care Taker )
Test  Fonal Cultural Centras |25t Dfficer Detail] [Frird]
o Zonal Cultural Centres
0140172015
Care Taker )
Eonal Cultural Centres Test Oificer Detall|'F'r|nt|
b1012015 Zonal Cultural Centres
0140172015
Care Taker
Zonal Cultural Centres [Bem el Detall|'F'r|nt|
[ Zonal Cultural Centres
02/01/2015
Care Taker
Zonal Cultural Centres [Detil] [Print]
02/01/2015
Care Taker SN
Fonal Cultural Centres |2 ' 242F Detail] [Frird]
[ Zonal Cultural Centres
05/01/2015
Care Taker
Eanal Cultural Centres Detail] [Frint]
05/01/2015
Care Taker c Tk
Eonal Cultural Centres |-° 1 ' 3420 Detail] [Prird]
CTEmIS Zonal Cultural Centres
06/01/2015
Care Taker
Eanal Cultural Centres Detail] [Frint]
DB 2015
Care Taker c Tak
Eonal Cultural Centres -0 2420 Detail] [Prird]
0740142015 Zonal Cultural Centres
07:/01/2015
Care Taker
Eanal Cultural Centres Detail] [Frint]
0740142015
Care Taker c Tak
Zonal Cultural Centres Z‘“e . g Iet’ | Cantras 12231 [Prind
D7/01/2015 onad ultura entres
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6.3 Reports > Receipt Query

Print Report Receipt Wise
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Receipt Report on 1762015
Department

File Type/Recpt e . Deptt. File . . .
iyt initiating Dept.fLetter No.  [Subject F e Remark Received From & Date Mark To Detil [Frint
D0 Letter Ordinany care Taker Care Taker Test Offlcer ; _
157 ftest Maik Zonal Cultural Cantras Datsil[Frint
16022015 Zonal Cultural Centres 17032015 Zonal Cultural Centres

130342015 12346 170342015
Email Registered Care Taker Care Taker Test Officers -
(=] Test Maik Zonal Cultural Centras Detail[Frint
14012015 Zonal Cultural Centres 14012015 Zonal Cultural Centres

010142015 4334 144012015
File Ordinany ) Test Officerz
e74 ;:nﬁa?g:ﬁ:&m Centres Thiz iz a test recard Pending Zonal Cultural Centres Detail [Prid]
DB/052015 015 va0 5052015
Fila Ordinary ) Tast Officarz
k7a ;:nﬁa?gﬁ:‘fal Contras Fees Regarding Fending edsafsd Zonal Cultural Centres Detail [Frin]
08/05:2015 bamsmnts 12/05/2015
File Ordinary care Tak Care Taker
226 Z:;eal guletrural Centres eg Fending eniger Zonal Cultural Centres Dietail {Prin|
170402015 a1 1710412015
File Ordinany Modal Officer ::d"a'noaﬁT'ZZ'"sm Coraration Nodal Dfficer
174 Haryana Tourism Corporation [Pls put up this file Maik Pls take necessary action Ltd“' P Haryana Tourism Corp Detail[Print
[20/032015 Ltd. : Ltd

20022015

180342015 4508 20032015
File Ordinary c Tal Care Taker
2] Z::al guletrural Centras dbht Pending dfaudt Fonal Cultural Centras Detail[Frint
4042015 2042015

EAN42015
File Ordinary Care Taker
sz ;::;fg:letiml Centres ergfer Panding Zonal Cultural Centres Detil[rird
4042015 bamannis 2042015
File Ordinary Care Taker
54 ;::;fg:letiml Centres Rohiihtt is testing Final Zonal Cultural Centres ;:nﬂﬁfgzle"ial Centres Detail[Prird
2042015 bamasis 042015
File Ordinany Care Taker
ED ;::;fg:letiml Centres Testst Pending Zonal Cultural Centres Detail [Pric]
am4z015 Bamasis 2804/2015
File Ordinary Care Taker
ez ;::‘ZITg:iLm Contras gfbdg Fending Zonal Cultural Centres Detail [Frin]
Po/042015 bamamnis 20042015
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6.4 Reports > Despatch Report

This show the report for the despatch.
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Centralised File Movement And Tracking Information System
File Maverment v| File Fram Other Departrvents < | Dedpatch Maverent v| Maciters 7| Stare Sectian v| Trésch Date Baund Files 7| Reparta < | Subriit Request < | Dashboard
[iweleome ZONAL CULTURAL CENTRES, Care Taker ! [ehange Pasaard | Logout |
Despatch Diary Crystal Report Screen
Sender
Depatment |Zona| Cultural Centres A ‘
Select Branch [ ]
i ot L 1
Select Officer [ v] e
Refrence No. Friority [Select One] v
Subject
&
Cezpatch No From Despateh No To I:l
Despatch Branch
Daspateh Officer
Drespatch Date Frem 1762015 (dd/mmivnnd Despatch Date To 1706/2015  [ddimmAnnnd
Despatch to
Group [All Group) A\l
Department [Mone] v
Branch v
Officer v
ol L 1
Hame
Flace Flaces
ear 2011 Clzoiz 2013
2014 #2015 12016
Web Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarh. Contants awned, maintained and updated by the raspective departmentsfoffices of Haryana Government.
Best viewed in IE5.5+ (1024X76) resolution.
-

Click on Report
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6.5 Reports - File Search

Used for the file search.
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Centralised File Movemen d Tracking Information System

File Mavenent v| File: Fram Other Depart ivents $| Destpatch Maverent o | Maciters v| Stare Sectian v| Trasch Date Baund Files v| Reparts o | Submit Request © | Deshbaard

[iweleome ZONAL CULTURAL CENTRES, Care Taker ! [rearzois [ehange Pasaard | Logout |
Subject Branch v Officer
Despatch No. Destroy Al Y File No
“fear from Yearto
few File In POF]
Search From Files]

‘Web Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarh. Contents cwned, maintained and updated by the respective depatmentsfoffices of Harsana Govemnment.
Best wiewed in IES.S+ (102427 G8) resolution.
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6.6 Reports > Summary Report

This shows the total movement of the file.

' D Sumrnary Repark *® ( [ Inbox (1) - shalluzshallu@gr % 25
& - C ffsumnayRepot]hry nic.in/cfmshics/Departmental fsummmary aspsx Qe =

alised File Movement And Tracking Information System

File Mowernent File Frarm Other Departrents = | Despatch Mavement v| Mémters < | Stare Sectian v‘ Trach Date Bound Files s| Reparts <

Subimit Requet v| D hbaard |

Jwelcome ZONAL CULTURAL CENTRES, Care Taker | frearzots [Ehange Pasanord | Logaut |
Report for the Officer

Cepartment Zonal Cultural Centres b |Elranch ¥

Date From Date Ta
Fanding From Days “fear 2015 v
Document Type A v Summary Report

Department, Branch and Officerwise Summary Report
torad|R

Cvpartmsnt Eranah oMalal b o Irms.'ﬁnosn M’g’“ H;'D"
Fanal Cultural Centres Care Taker priin] 524 151 368 | 8
Zonal Cultural Centres Test Officer 23 7a il 37 1
Zonal Cultural Centres Test Officer2 22 103 H 51 | 4
Fanal Cultural Centres Test Officer? 21 ag a2 36 1
Zonal Cultural Centres TestOfficerd o 4 2 1 1
Zonal Cultural Centres Test2 a 2 2 o 1]
Zonal Cultural Centres Branch Sub Total| 265 201 pri==] 422 |15
Eonal Cultural Centres [Testing Branch Flugrammel(RB) z z [5} z |0
Zonal Cultural Centres [Testing Branch \Test12 o 2 2 [u] [u]
Zonal Cultural Certres Testing Branch Branch Sub Total 2 d 2 2 a
Zonal Cultural Centres |Test branch }?ele‘rogrammer 2 3 1 2 a
Zonal Cultural Cerires Test branch1  Branch Sub Total 2 3 1 2 (1]
Zonal Cultural Centres |Grand Total Eranch Sub Total| 353 208 232 4287 |15

Image No 2.40



6.7 Reports > File Report

Show the list of the files
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-
Centralised File Movement And Tracking Information System

File Mavement < | File Fram Other Departments < | Despatch Maverent o | Muters v| Stare Section v| Trach Date Baund Files v| Reparts © | Submit Request ©— | Dashboard

[iweleome ZONAL CULTURAL CENTRES, Care Taker ! [rearzois [ehange Pasaard | Logout |
Files Report
Dept Name Zanal Cultural Centres v
Branch Name v
Officer Name Care Taker ¥
Subject
Search|
File No Subject [Edit Deptt. Name [Eranch Name
102 please take immediate action Edit| Eonal Cultural Centres
127 32-hsj-23-1230wer Test Test Test Edit| Zonal Cultural Centres
123 loan Edit] Zonal Cultural Centres
[1234:TestFile Related all Sports content Edit| Zonal Cultural Centres
12345 Fegarding Health Edit| Zonal Cultural Centres
123466 etef Edit| Fonal Cultural Centres
1234567 ftest123 Edit| Zonal Cultural Centres
230456 ftake action Edit] Zonal Cultural Centres
2aA6ET ftest123 Edit| Fonal Cultural Centres
2354 Late Fee Related Edit| Zonal Cultural Centres
1232
Web Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarth. Contents owwned, maintained and updated by the respective depatments/offices of Harvana Government.
Best viewed in |IES.5+ (1024768 resolution.
-
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6.8 Reports > Officer Report

This shows the list of the officers.
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Centralised File Movement And Tracking Information System
File Mavement v| File Fram Other Departrents < | Despatch Maverent o | Muters v| Stare Section v| Trach Date Baund Files v| Reparts © | Submit Request ©— | Dashboard
[iweleome ZONAL CULTURAL CENTRES, Care Taker ! [rearzois [ehange Pasaard | Logout |
Dept Name |ZonaICuIturaICentres v ‘
[ Pages|
Officer Report
Cepatment: Zonal Cultural Centres
|§ranch Narme Oifi izl Name Designation
Care Taker
Test Officer
Test Officer2
T ezt Officar2
T estOfficert
Test2
Test branch1 Test Programmer
Testing Branch FrogrammenRE)
Testing Branch Tes12
Testing Branch Test
12
Web Site Designed and Developed and Hosted by NIC, Haryana State Unit, Chandigarth. Contents owwned, maintained and updated by the respective depatments/offices of Harvana Government.
Best viewed in |IES.5+ (1024X768) resolution.
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