FILE TRACKING SYSTEM

This software keeps record of the files/ papers sent/ received to/from a section. Each user is given a unique id and password for operating the software. The URL to access the software is http://110.234.115.69:8282/fts/fts.asp also a link has been provided in “eprasarana” intranet portal.
The following screen appears after clicking on this link. (Fig-1)
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Fig-1

User has to enter his user id and password to enter into the file tracking system. After Successful login the following screen will appear (Fig-2)
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Fig-2

The main menu has the options for creating/ sending/ receiving files. Find file facilitate searching of files and the reports generates the statement of pending files in any section. Also pending files at the beginning can be entered as opening balance. File can be closed temporarily and may be reopened at a later date. Permanently closed files cannot be reopened. To view all the files pertaining to a section click on “View All Files” and to view pending files click on “Pending Files” and enter the relevant parameters for getting display of records.
Send file:- This screen will display all the files to be sent to different section. The user can select the file and then send to intended user for further action. The files received from other section, which has been acknowledged only will be displayed in the drop down list.

Receive file: - This screen will display all the files sent to the user but not acknowledged by the user. The user will, see a list of the files that has been sent by other sections. User can select the file and acknowledge it by clicking on the acknowledge button. This will register the date and time of receipt by this section.

Create file
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Fig-3

Create file: - From this screen ( Fig-3) a user can generate a file for further processing and save. 

The user has to enter the File number, File date, Subject and remarks if any. The user has to select the type of document ie whether it is a file or paper.

If the document is received by other office and is entered in the computer for the first time, the user can enter the office name from which the document has been received in the received from field.

After entering all the details, the user has to save the details by clicking on SAVE button.

A  unique record number is generated by the system. (Fig-4)

[image: image4.png] hip:locanost080/fs FeaddProces

- L oo .s =

Fie Edit View Favorites Tools Help

st

& ) suggestcd s ~ ) Web Sice Gallry

Add New: Home Page








Fig-4

The user can add new files by clicking ADD NEW button or click HOME PAGE for sending the saved files.

Search & Edit :-After creating the file the data entered may be edited if  there is any wrong data entry. There is a  button “SearchEdit” provided for this purpose, on clicking this a screen as shown below will be displayed. Enter the FTS number then edit the data and save the edited data. The data cannot be edited after sending the file to any other section.

[image: image5.png]B e i

& tocaost T oe . ‘
Fle Edt View Fovortes Tools Help

f5 &) Suggested Sites ) Web Sice Gallery ~ B~ B - @ v Pagev Sfetyv Tookv @~

File Tracking Search and Edit Home Page

Enter the FileId generated by the 362 X SearchEdit

Computer





SEND FILE:-

These saved files can be sent to any section by going to SEND FILE Screen (Fig-5)

[image: image6.png]TR TSRS

°é s

& tocathost

B o D TS
9 B Suggested Stes = 5] Web Sice Gallery

% v B v = @ v Pagev Safetyv Toolsw @+
Sending File Details - User Section : EE(IT)-AEE3 Home Page
Sent Date: 28/10/2013 File sent to: A Other Office
» ; : ; . N Section
Send|Fileld|File No. File Date |File/Paper|Subject Received From|Remarks IName
letter addressed to
B31/SEE 2;:&5%,;%’ il EEQT)
862 (II3T&MIS)/DCA/ 12-/28/10/2013|F implementation of FTS oGt _AFE3
officers/employees|
for training

Send

#150%










Fig-5

This screen will display all the files generated / received by the user. The users can select the file by checking the files and the select the section from the drop menu and click SEND button. This action will send the checked file to the selected section.

These files have to be acknowledged by the user of the section, to whom the file has been sent

RECEIVE FILE: - 

Once the user clicks on RECEIVE FILE the following screen (Fig-6) will appear giving list of all files sent by different sections to this user with file details such as subject, remarks etc.
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Fig-6

The user has to check the files received in the check box and acknowledge to confirm the receipt of the file. Successful acknowledgement will be generated by the system and the date and time will be recorded by the system.( Fig-7)
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Fig-7

ACTION TAKEN:- User can record their actions taken for a particular file by using “Action Taken” button.  The following screen (Fig-8) will appear with list of all files which are received by the user. 
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Fig-8
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Fig -9
The files received by the user can be sent after attending and entering the “Action Taken” in the screen as shown in Fig-9 to next section again by using the SENDFILE Screen. The user can send the files, which has been received and acknowledged by the user.( Fig-10)

[image: image11.png]B

Oé e

© tocathost

B o D TS
9 B Suggested Stes = 5] Web Sice Gallery

% v B v = @ v Pagev Safetyv Toolsw @+

Sending File Details - User Section : EE(IT)-AE1

Home Page

Sent Date: 28/10/2013 File sent to: A v Other Office
» ; : ; . N Section

Send|Fileld|File No. File Date |File/Paper|Subject Received From|Remarks IName

letter addressed to
B31/SEE 2;:&5%,;& il EEQT)
862 (II3T&MIS)/DCA/ 12-/28/10/2013|F implementation of FTS oGt _AFE3

officers/employees|
for training

Send

#150%










Fig-10
SEARCH FILE

Any user can trace the file route using FILE SEARCH. On clicking this button the following screen ( Fig-11) will be displayed. User can search particular file by entering File No./ Subject / Computer Generated No  ( FTS   No.)
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Fig-11
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Fig-12
Once the file is selected the next screen (Fig-12) will display all the details of the selected file and gives the details such as the details of sender and recipient during the course of travel and also the number of days in a particular section.

Close File: To close the file click on “Close File” button provided in the main menu. The following screen will appear, select the file and mode of closure and click on close. Confirmation message will be displayed on the screen.
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Reopen File: Temporarily closed files can be reopened using this option. The following screen has been provided to reopen the files.
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REPORTS:- 

The software can generate a report on 
1) Files/Papers sent to different sections

2) Files/Papers Received from sections
3) Files/Paper sent from one section but are not acknowledged by the receiving section.
 By clicking of REPORT button the screen as shown in Fig-13 will appear. 
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Fig-13
Files/Papers sent but not acknowledged by the Receiver
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Files/Papers sent details
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Files/Papers received details.
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Change Password

Any user can change his password after login to the system. User can change only his password and not allowed to change others password. To change the password click on “Change password” button provided in the main menu. The following screen will appear wherein the user has to enter the new password and confirm.
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