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NOTIFICATION

In order to make process efficient, simpler and user friendly, it is hereby notified to implement e-office
forms with effect from 16.01.2023 and from the same date existing hard copy forms shall be discontinued.
In order to have ease in the transition process following points may please be referred:

1. An e-office account HELPDESK-RND has been created as One Point Contact, where e-forms can
be submitted via e-office application.

2. All the forms have been revised/condensed/merged to make them simpler. Processes have been
listed down and instructions along with a timeline are given with each form/ process. All E-Office
Forms are available at https:/ /rnd.iitj.ac.in/index.php?id=forms .

3. Copy the Form content from R&D website https:/ /rnd.iitj.ac.in/index.php?id=forms and Paste
it on “Green Note”. Fill the requisite details and forward the same as per Instructions / SLA
annexed to the forms.

4. Supporting documents like tax invoices, sanction, approvals shouid be attached with the e-office
file.

5. Each form / process should be submitted in a new e-office file. Illustrative example is given in
Annexure-1.

6. Please note that form submitted through “Yellow Note” is not final and therefore will not be
processed.

7. In following cases, duly verified original documents like Tax Invoices, Bills etc. should be
submitted in hard copy to Office of R&D along with the printout of e-office approval as per
Instructions / SLA annexed to the forms:

(1) Form for Payment/ Reimbursement

(ii) Settlement of Temporary Advance

(iii)  Travelling Allowance Claim Bill

8. In case of any query/support required from the office of R&D, please drop an email to
helpdesk_rnd@iitj.ac.in, the mail id is connected with JIRA (automated tracking system) which
enables time bound resolution as well as updates to service provides and service recipients.
Please note that helpdesk rnd@iitj.ac.in is a separate service in addition to HELPDESK-RND for
eoffice application.

9. Please do not communicate to office_rnd@iitj.ac.in or any other personal email IDs. This is to
ensure that all the matters are resolved in the time bound and documented manner.
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Annexure-1

Steps for eOffice forms submission to Office of R&D
Step-01: Go to e-Office https:/eoffice.iitj.ac.in and login with your Login ID and password:

™ R&D Updates: Helpdesk, e-offic=. X ‘ ™4 Inbox (17) - office_md@iitj.acin - X | ™ Inbox (6) - ipr_md@iitj.acin - Inc X | @ httpsi//ecfficeiitacin/cas/logini X ‘ = eofficeiit] - Google Search X | @ hitpsi//eofficeiifjacin/casflogin’ X +

&« > C 8 eofficeiitj.aci

Tue Dec 20 16:26:28 IST 2022

PLACE SOLUTIGN

Indian Institute of Technology Jodhpur

Login ID

paconore [N @ Login

All complaints/queries related to eOffice should be registered through our 24x7
NIC Service Desk. Website: https://servicedeslcnic.in Toll Free:1800-111-555
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https://eoffice.iitj.ac.in/

Step-02: Go to e-File and click on Create for File creation in e-Office

. NARESH JOSHI
,@@ fflclg il | e n DY.REGTRAR(N]}-R&D

RECEIPT Create »  Inbox  Sent  Advance Search ISSUE Sent  Returned  Advance Search
Receive Send Send Back Move To » Create Volume = Create Part Park Close = - Search Here... IS Select User
L S e——
H% E 1199 RND-14027/1/2022-RND-IIT) Committee for framing the guidelines for Facility ... SANTANU CHAUDHURY, C/o Directo .. 16/10/2022 17/10/2022

11:17 AM 11:31 AM

Total Records: 1
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Step-3: Fill the details for File creation in e-Office

 O@ :

&« 5 C 8 eofficeiitacin/efile/#/file/create

MNARESH JOSHI
DY _REGTRAR{MJH

=]

2 CED ©

RECEIPT Create ¥ Inbox Semt  Advance Search FILE Inbox  Sent  Advance Search ISSUE Sent Returned  Advance Search

File No. *
“ChDOSEOHE " |O‘cnseOne " |ChDBSEOﬂE '| ‘C}"cnseOnE " l2922 l ‘RND—IITJ A

1 Subject I

Description *
Description

Main Category Sub Category
Choose One = | Choose One -

Other Details

Previous Referenc Later Referenc

Language
English

Continue Working »
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Step-4: Creation of “Green Note” in e-Office

(@ eOffice - Welcome to eOffice Sl X

e@fﬁce eFile 725 9 n NARESH JOSHI

A DIGITAL DY.REGTRAR{N])-R&D

RECEST Create »  Inbox Semt  Advance Search Create  Inbox Sent  Advance Search ISSUE Sent  Returned ~ Advance Search

1 Movernent | Details | Draftw Edit send Link Files = Attachw | Close More +

E 2145 RND-12011/5/2022-RND-IIT] = Sample

- # vello ote
# GreenNote § / Yello List of Correspondences

O
T e

Mo Record(s) Found
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Step-5: Copy the Form content from R&D website https:/rnd.iitj.ac.in/index.php?id=forms and Paste it on Green Note and fill the requisite details

<« > C A eofficedity.acin/efile/#/file/view/FO0ITIO000002 1452viewParam =eyJkb2 N 1bWVudElk|joi RjAwWSUIUS]AWMDAWMDIxN DUILC)jb250Z Xh01joiQ1 VS UKVOVClsIindvemtpg Qb3 NOSWQIO)M 10 CwiYWNOaXZIUGFnZSI6lkh PTUUIFQ

e@fﬁce eFile 725 'y © n NARESHJOSHI  _

DY.REGTRAR{N])-R&D
RECEIPT Create »  Inbox Semt  Advance Search Create  Inbox Sent  Advance Search ISSUE Sent Returmed  Advance Search

1 Movernent | Details | Draftw Edit send Link Files = Attachw | Close More +

E 2145 RND-12011/5/2022-RND-IIT] = Sample

Zeb7usE . Bom -0 % L = L T =

(o] ¥ B English Formats Times Ne... 12pt Line Height No Record(s) Found

Indian Institute of Technology Jodhpur
Oftice of Research & Development
Form No: R&D/Acct-04(E)
Form for Temporary Advance from Project

5. No.|Content Details
1. [Name of the PI QK] - DE)EIES|
2. |P.F.No.
3 [Project Title
4. |Project No.
5. [Budgethead
6. [Amount of Advance required IRs.
7. [|Purpose ( with justification) E

52 WORDS

@ Attachment
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https://rnd.iitj.ac.in/index.php?id=forms

Step 6: Create Receipt (Electronic) in eOffice for attaching supporting documents

@ eOffice - File Inbox
< (& & eoffitiit). | % Incognito
H - NARESH JOSHI
8®fflce eFiiy2. ’ 2] n DY.REGTRAR{NJ}-R&D

LACE SOLUTION _

RECEIPT (€= Physical | Electronic Create m Sent  Adwvance Search Sent  Returned  Advance Search
Receive Send send Back = Move To~ | Create Volume  Create Part Park Close = File View (SELF)

E 16/10/2022  17/10/2022
% E 1199 RND-1£4027/1/2022-RND-IIT) Committee for framing the guidelines for Facility ... SANTANU CHAUDHURY, O/o Directa ... 1117 AM 11:31 AM
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Step 7: Upload the supporting document, fill the requisite details and click on the Generate for creation the Receipt (Supporting documents) in eOffice

Jew Receipt(E)

& eoffice.it). | % Incognito

e@ffh e eFile 725 Y © n NARESH JOSHI

A DIGITAL WORKPLA om DY.REGTRAR{N])-R&D

WECEIPT Inbox  Sent  Advance Search Create  Inbox Sent  Advance Search Sent  Returned ~ Advance Search

% Upload & Pdf Only <= 20 MB

Diary Details

Diary Date Forms Of Communications * Language

E% 20/12/2022 B3| Letrer x |~ English Ll
Received Date Letter Date Letter Ref. No.

2022 B | dd/mmlyyyy ==}
-

= Delivery Mode * Mode Number Sender Type
By Hand L Choose One -
VIP
Choose One -
& Contact Details Add to Address Book
Min./Dept./Others
Select Level @,

Name g Designation *

Organization

Mobile Email

Address *

Total 1000 | 1000 Character left

Country State City/District
INDIA *® | (hoose One -

Pin Code Landline Fax

i1, Category & Subject

Main Category © Sub Category

Choose One ¥ | Choose One -
Subject *

Sul

T

Enclosure/ Remarks

Personalize Acknowledgement ﬁ Generate & Send | Generate & Copy
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Step 7: Attach the Supporting documents (created in Step 6) by clicking on “Add Receipt”

@ eOffice - Welcome to eOffice Sol X +

< (& & eoffic i | % Incognito

e@fﬁc% eFile 7.25 4 e n NARESHJOSHI  _

A DIGITAL DY.REGTRAR{N])-R&D

= RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox 5 Advance Search Sent Returmed  Advance Search

% 13 Movement = Details = Draftw Edit Link Files ~ Attachw | Close v More

File Created / RND-12011/5/2022-RND-IIT)

E 2145 RND-12011/5/2022-RND-IIT] = Sample

o
e us=z=2=2s=- -#® -0xxa & e e (=== == = = ===
[0] ¥ B English Formats Book Antig.. 14pt Line Height No Record(s) Found
X R
Indian Institute of Technology Jodhpur
~E' Oftice of Research & Development
i Form No: R&D/Acct-04(E)
28 Form for Temporary Advance from Project
L 5.NoJContent Details
@o 1. [Name of the PT QK - [DENEIEa
o > PR ﬁ
3 |Project Title
4. |Project No.
5. |Budget head
6. |Amount of Advance required Rs.
7. [|Purpose ( with justification) E

o

52 WORDS
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@ eOffice - Welcome to eOffice Sol X +

&« & # eofficei

Attach Receipt(s)

57(3)/2022/RND

55(3)/2022/RND

Select the related
supporting documents

Total Records: 2

Year®

e e

2022 Search Here.

Regarding authoorized bank signateries for TSA acc .

Regarding Authorized Bank Signatories for R&D Bank ...

IR ' IDICN IR

e e

Total Selected Records: 1

55(2)/2022/RND Regarding Authorized Bank Signatories for R&D Bank ...

aiE ' IDIDEES

‘Remarks *

Supporting Documents File name like Invoice No. .../

Sancrion Order ., /

914 Character left

R Type here to search
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Step 8: Send this eoffice file to HELPDESK-RND or to the Forwarding / Recommending Authority as mentioned in the SLA of the form

@ eOffice - Welcome to eOffice Sol X +

< C & eofficed
e@fflce eFile 7.25

| % Incognite
MNARESH JOSHI
) e 0.0
OLUTICH . DY.REGTRAR(N])-R&D

A DIGITAL WORKPLM

RECEIPT Create »  Inbox Semt  Advance Search Create  Inbox Sent  Advance Search Sent  Returned ~ Advance Search

1 Movernent | Details | Draftw Edit send Link Files More v

File Created / RND-12011/5/2022-RND-IIT) E 2145 RND-12011/5/2022-RND-IIT] = Sample

O Internal

L Organisation
Choose One »

ﬁ All Recent 5 In channel Sub-ordinates  Send Back  Reporting Officer

File / Receipt
e Comp. No. File No. / Receipt No. Subject Note Type
Components
Notify Through : @ £mail SMS E 2145 RND-12011/5/2022-RND-IIT) Sample GREEN
o . I R .
ABHISHEK YADAV-JR.ASST(AY) HELPDESK-RND-Research & Development 1), irrespective of User Preferences and Instance Configuration.. Note : Noting in the attached files, if any, will be finalized after movement of main file/receipt.
Remarks
i
Total 1000 | 1000 Characeer left
Set Due Date Action
dd/mm B8 Choose One M
Priority
Choose One v
Intimate To

No Record(s) Found
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