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Abstract

The need for transforming conventional government offices into more efficient and
transparent E offices, thereby eliminating huge amount of paperwork, has long been
felt. The Eoffice product pioneered by NIC aims to support governance by ushering
in more effective and transparent inter and intra government processes. This paper
describes the adoption of e office: a digital workplace solution by the central library
of Punjab Technical University. This paper describes how the complete E
governance was achieved in library operations and office procedures. It also
explains the advantages of using Eoffice over conventional system.

Keywords: Eoffice, E governance, Paperless offices, conventional offices, library operation,

library office procedures, IKGPTU.

Introduction:

The libraries in modern era are keeping themselves up to date to maintain the pace with the
technologically advance society. The library professionals are continuously sharpening their
skills, expertise and knowledge in order to provide better research facilities and speedy
information dissemination.

Nowadays, libraries are equipped with the modern technologies, online resources, gadgets
and tools like Library automation software’s, e books, e journals, Information Kiosks,
vending machines, Closed circuit cameras, RFID systems, kindle and MOOC:s etc.

Although, the use of library automation software’s have made the library’s in house
operations quite easy, accurate, efficient and speedy, but official procedures and
communication with other departments is not possible in such softwares. All the library
working is generally of two types: - One within the library and the other one is within the
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organization, in which library is an individual department and has to liaison with the other
departments also such as VC office, Registrar Office, HRD, Finance and accounts concerned
deans and many other.

Figure 1: Different departments of a University system.

So when we comprehensively talk about the total quality management and overall efficiency
and better services of library it depends not only on the internal library factors like
accessioning, circulation, information delivery etc in fact the other factors like the liaisoning
and communication with the other departments also plays an important role in measuring the
overall efficiency of the library department. For Example : A researcher/ faculty sends a
requirement for the book which he wants to be procured in the university library and that too
as early as possible. Usually a requirement to be get executed has to follow many channels.

Requirement

raised by Finance
and

Facuhly
accounts

Concerned
HOD

Figure 2: The procurement process being followed at IKGPTU.
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As per the above diagram we realized that for getting one requirement of a book to be
executed it has to pass many hands/ channels.

Library automation software’s working processing starts after receiving the book in the
physical form in the library. Rest all the procedures have to be done manually by the officials
usually in hard file format.

So let us suppose as mentioned in the above flow chart where the aim is to provide the book
to the faculty as early as possible and practically the file has to cross many channels and the
efficiency of the library services in such cases come on stake if there is any procedural delays
by any of the required channels. In such cases e office prove to be a boon.

What is E office: E office is an automated office management system developed by NIC,
Govt of India in 2010. Before the introduction of the e office system in Punjab Technical
University the individual departments were using their own developed or purchased
automation software applications. Such softwares are specially designed and developed to
cater to the needs of the particular departments like for libraries Koha /soul/libsys, finance
and accounts using tally, store and inventory software etc.

These application softwares were developed as independent softwares having its own tightly
coupled data sets ad processes. The integration with another department through these
softwares was very difficult and almost impossible in many such cases. Thus, even within a
single department the system was not able to interoperate or exchange information. So either
the work was done manually or through web based emails (like yahoo, Gmail etc) or through
local made solutions which usually resulted in inconsistent and incompatible data formats
and standards, security issues, duplicity and redundancy of efforts. All these resulted in
ineffective and unproductive decision making. Now the e office has brings together the
previously independent department functioning under a single framework. All the earlier
existed subsystems are now integrated at the back end to make it totally paperless office.

Systems exist as discrete units Systems are bundled together ass a single
product

Information sharing between systems is Information sharing between systems is
limited complete

No standard directory for employees/ Standard directory for employees
organization organization

No access to common data Standardized access to common data.
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So, the use of e office automation system at IKGPTU improved the library functioning
through more efficient, effective and transparent inter departmental and intra departmental
transactions and processes.

E office Modules: The e office system has the following modules:-

File Management System I

Knowledge Management System

Leave Management System

Tour Management System

Personal Information System

COCOO0)

Collaboration and Messaging Services

File Management System: Punjab Technical University is such an organization that
produces and manages immense volumes of files that play an important integral role in its
decision making process. The existing manual system of file movement possesses several
challenges to the effective functioning of the university. One of these challenges is the
difficulty in searching, retrieving and tracking of files when needed. The storage of the files
is another challenge both in terms of space as well as secure preservation.

E-office is a workflow based system that replaces the existing manual handling of files with a
more efficient electronic system. This system involves all stages, including the diarisation of
inward receipts, creation of files, movement of receipts and files and finally the archival of
records. With this system, the movement of receipts and files become seamless and there is
more transparency in the system, since each and every action taken on a file is recorded
electronically. E files can be easily searched and retrieved and action on them can be taken
instantly. The most important one is they saves huge amount of paper and manpower and
thus leads to building a environment friendly society.

c@ffice Madbu Midie Madb Midha. Gy, Lbcacdan, Canical Lbcace = A

Figure 3 : The screenshot of E office electronic file creation.
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Knowledge Management System:

The Punjab Technical University has to manage a large volume of documents. These
documents include Policies, Forms, Acts and Regulations, Circulars, Guidelines and
Standards, Annual Reports, Office orders, Office Memorandums and Manuals. The
immediate need in this scenario is to have a system where an authorized employee can locate
required documents and files in the shortest possible time, update and share them with other
relevant users and finally, store them with proper versioning. The KMS Supports the
compete lifecycle of the electronic document from its creation to its archival. It creates a
central document repository of documents that can be accessed by all users based on their
roles and access privileges.

fo
G [ https.// ot eoffice.govin KIS P-ac B eoffice x K

; st ) o — »
x b bing &8 <« K B el i@ g2 A Y
& &) Suggested Sites » &) Web Slice Gallery = - v [ v Pagew Safetyv Toolsw @+
e@”ice Knowledge Management System ﬂ Madhu Midha (Deputy Librarian) v | Help | SelectTheme i i W M
ADIGITAL WORK PLAGE SOLUTION An Enterprise Content & Document Management
E | Search... (Minimum three characters are required) All ‘ Advanced Search =
m KMS» All Recent 4BACK 1=
Central Docs Title Created By Modified On ~
m DE Training of all officials regarding Salary Software at Seminar Hall on dated 22.01.2015 Deepak Jain 19-01-2015 14:28 PM
Contact Book
DE Circular regarding three day camp on Neurotherap treatment and education Tarun Bala 18-01-2015 11:33 AM
DE"] ;i”rav—‘aq mﬁwm@g,»aagggu,mmag = g9 Hees Addh Bhalwinder Singh Dhanaula 17-01-2015 17:55 PM
D@ ﬂrmmmw@g% ggm,mqaggﬁqmm Bhalwinder Singh Dhanaula 17-01-2015 17:54 PM
DR g mave foor 5t 3 witn fict ol a2 A 3 g woren & ol e Gesl 15-01-2015 16:23 PM
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< >

Designed and maintained by National Informatics Centre (NIC) Government of India

Figure 4 : The screenshot of E office Knowledge Management system.
Leave Management System:

The manual method of processing leave applications takes a lot of time due to human
intervention and the physical movement of paper in each phase. So, there arises a need for a
system that allows the applicant to apply for leave online at a convenient time and location.
The person who approves the leave also needs the same convenience.

E leave is a work flow based system that automates the leave application and approval
process. This system enables users to apply for leave online and to view the status of the
application as well as the complete information of the leave balance. It has also built in alert

IJODLS | Geetanjali Research Publication



International Journal of Digital Library Services ISSN:2250-1142 (Online), ISSN 2349-302X (Print)

VYol. 5, October — December 2015, Issue - 4 www.ijodls.in

mechanism (email and sms) which inform about the status of the leave whether approved or

B httos:// ptu.eoffice.gov.in/ELEAVE/Apply 2 - ¢ || [l welcome to Office Solution *
c@ffice Leave Management Sysiem = [E] roreeTober -1 Heb | mmmm
ADIGITAL WORK PLACE SOLUTION n Entarprise Gantant & Documant hansgement
I Sonior Assistant S s per File Punfab Technical Universiy — ~
— Apply for Leave
Loave Type @ Single Leave O Gombinalion Leave &+ AT T e e
Nature of Leaver [0S | Het Only e o e, i and s e v lmac o usesd
re of Leave: ompensatory Leave P <Toois =
From* 25022015 [ ®Forencon Oaftemoon  Prefix Date(s) - [I Su Mo Tu We Th Fr Sa
1 2 3| 4
Tor ssg330i5 [0 (OForencon @ Aftemoon  Suffix Date(s) - [ e v/ e
12 13 14| 15 16 17 |8
No of Days N
19 20 21| 22 23 24 15
In Lieu Of 21.022015 = 26 27 28] 29 30 [UBi
Add @ .
CeMail To
Station Leave Oves @ho
Avail LTC Oves ®No
Reason/Remark® Elections of Municipal Council Kapurthaia
Previous Leave Details ¢ LastJoining Date / Type = NA/ FromDate: NA ToDate: NA
Address during Leave* ‘as por universify record
send Request [l Reset | ~

Designed and maintained by National Informatics Cenire (NIC) Gow with Internet Explorer 9 ant ons Last Successful Login : Mon, 6 Jul 2015 04:59 PM

CQEIEI Y= 3 & ral zal 81% 5 510pm

< _~ AM-EOFICE ~

Dear Shri Raghav Talwar,Shri
Sunil Kumar has rejected your
following leave(s) request:
Compensatory Leave : From
25-02-2015 To 25-02-2015, for
1.0 day(s).

B 4:59 PM

Dear Shri Raghav Talwar,Shri
Sunil Kumar has sanctioned
your following leave(s) request:
Compensatory Leave : From
25-02-2015 To 25-02-2015, for
1.0 day(s).

B 5:09 PM

Dear Shri Raghav Talwar,Shri
Sunil Kumar has sanctioned
your following leave(s) request:

Moo — A1 A AN c T

ladd text
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Figure 6: Mobile screenshot of Leave alert message.
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Dear Shri Raghav Talwar,
501p Shri Sunil Kumar has sanctioned your following leave(s)

request: Compensatory Leave : From 25-02-2015 To 25-02-
2015, for 1.0 day(s).

Regards,

eoffice Administrator
sunil kumar [

Information nesded regarding Dep 2300

plz do the needful immediately. ——--------..

Jugnoo Mishra

Digital Signature 12

Dear Customer, Greetings from eMudhra... Note:This is an auto_generated message from the eLeave Management
System.Please do not reply.

Figure 7 : The screenshot of email alert of leave application.
Tour Management System:

E tour is a system that facilitates the efficient management of employee tour programs, from
the time of applying for the tour to the final settlement of bills. This system ensures that all
the tour requests are properly accounted for. Employees can apply for, cancel, approve/reject
and view tour records without any hassle and delay of going through the paper work.

For employees, the system allows to easily view their tour details at any point any time and
request tours online. For mangers, tour approval no longer involves trails of paperwork. This
system provides complete trails of the employees’ tour and plans.

Personnel Information System (PIS):

PIS stores all the information required from an employee as per the provisions of the service
book. The HOD has the real time availability of updated employee data for official usage. It
also helps in identifying understaffed and overstaffed section thus helps in better formulation
of staff related policies.

Collaboration and Messaging services (CAMS):

CAMS is a collaboration of various messaging services that helps users to communicate
effectively and share information in real time.

Various messaging services enlisted are as appointments, meetings, e directory, instant
messaging, Discussion forum, Information and bulletin board.

Basic infrastructure Prerequisites for Eoffice:
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Hardware Requirements: Recommended hardware requirements are as follows:

e Computer system: (Processor 2 GHz and above, 1 GB Ram and above, USB 2.0
ports)
e Scanners :) Heavy duty, Medium duty and Light duty).

Software Requirements: Recommended software requirements for each computer system
are as follows;-

Operating system — Windows XP, Windows Vista or Windows 7, Linux.
Browser: Internet explorer (6.0 and above), Mozilla Firefox.

Adobe Reader 9 and above

Anti virus

Network Requirements: Recommended network requirements for each computer system
are as follows;-

e LAN connectivity to each user/each desktop to be provided.
e Ensure multiple network links in the department for fail over.
¢ Bandwidth utilization should not be more than 60%

Benefits of using Eoffice system at IKGPTU library:-

The use of e office system had changed the total working of the conventional office
procedures to the total paperless and speedy office. The large number of benefits has been
noticed while using e office system some of them are illustrated below;-

1. Total Paperless office: It has made the office working totally paperless. The
complete e governance in office procedures like creating of hard files using paper has
been stopped. All the files are created dispatched, received and diarisation is done on
computers only. Thus paperless office and environment friendly.

2. Quick and easy retrieval of files and documents: As all the files are available
online and can be searched and retrieved easily using computer searches. Whereas in
manual system searching a file in piles of files and relevant document in that files
itself is a cumbersome process.

3. Minimizes Processing delays: It has largely effected on the execution of works on
files. As usually in manual system the presence of the concerned offices in his office
is required for the file to get cleared so the dependency on an officer’s physical
presence in his office has been reduced as the concerned officer can clear the files
online instantly and the file is received in inbox without any delays.

4. Saves manpower: it saves the time and energy that was wasted in the shuffling and
exchanging and transporting the files from one department to another and that in
record keeping of these files.
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5. 24x7 offices: As the system has provided the liberty to officials to work from anytime
and anywhere. So has converted the conventional Monday to Friday 9 to 5 offices
into 24x7 offices. As any official can even check and execute the files on Sundays or
holidays at any time i € at 6 am or 11 pm depending on his availability and urgency of
the work. The officer can see, check and work on his files even if he is on leave or out
of the country. So no time and place bars.

6. Economical: It is quite economical in terms of saving the stationery and manpower.
As in conventional offices manual hard file system the lots of stationery (like Paper,
printing, Xeroxing, files, folders, storage cabinets etc were used in addition
manpower was also used in the circulation, transportation and record keeping of files.
As now in Eoffice everything is being done online so no need of extra stationery and
manpower hence economical.

7. Ensures timely handling of important cases: In e office there is a provision to mark
tags as urgent, most urgent etc so whenever an officer will operate the e office the
system would automatically bring forward the most urgent cases in front. Moreover
an instant alert message is also delivered to the concerned officer alerting him if any
most urgent file is pending in his account.

8. Saves storage space: As everything is being done online using computers so no more
piles of files and record keeping. In hard files office we usually need large space in
libraries for record keeping and storage of files.

9. TItalso brings transparency and efficiency to the working environment.

10. Various types of reports can be generated easily. Like: no of files transacted by
particular department, which employee has the most work load, no of files pending
with any particular officer etc.

Conclusion: With such initiative the IKG Punjab Technical University library has
become the leading Indian university to implement the total paperless office
procedure. Although at the initial stage this paperless and e governance formula has
been implemented for the internal university functioning only but university has plans
to implement this e office communication system for external department’s
communications also such as with Affiliated colleges, University campuses situated
in the 16 other cities of Punjab and with technical education ministry also. To
increase the more networking efficiency of Eoffice the university is also planning to
provide the high bandwidth, data connectivity and setting up of in house servers.
Based on personal experience of using e office and experiencing the high standard of
working efficiency we feel that the other university libraries of India would also be
taking such e governance and paperless working initiatives to save the mother earth
and environment and would also help to achieve the India's “Go Digital” slogan.
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