
Open your browser & enter one of the following IP addresses in the URL 

1. 192.168.1.118 (If you are accessing Internet from Office network)

2. 218.248.10.11 (If you are accessing Internet from anywhere)

Here the user has to enter User ID & Password details and click on Login button :
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After successful login, click on File Tracking System which will navigate to Add New Files section 
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Here user can create a new file by filling following details and click Add Files button
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Fill the above information & click here to create a New File



When the new file is created, it shows in the file list. Now to move the file click on SEND button.
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Click here to go to file movement section



After clicking on the SEND button, it goes to file movement page where the user can forward the file to another person. Fill the required fields and select the 
person to whom the user wants to forward the file.Now click on Forward button to send the file.
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Click here to forward the file 
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Here, select the employee name to whom you want to forward the file



After clicking on Forward button the file list can be viewed by clicking on Attended Files link present in the leftmost side of the page. To view the complete 

details of a file click on VIEW Button. 
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Click here to make a remind call if the sent file is not attended by the file recipient
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If the file recipient does not attend the sent file then user can make a remind call to the file recipien by clicking the Recall button.
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After clicking on Recall button it goes to file movement section, where user can select the name of file recipient and click on Forward button to make a remind call.
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Here, select the name of the file recepient



To view the File details which are not attended, click on Unattended Files link on leftmost side of the page. In this page, user can view or send the

received file by clicking on VIEW/SEND button.  
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Click here to view the files not attended by you.
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Here user can see the details of the file or forward the file to someone by clicking Forward button.

In Search All Files option AGM/DGM/GM/SGM/CGM can view all file related to their wing. 

Also, Director/MD/Chairman can view all file details irrespective of their wing and cadre by clicking on Search All Files option. 
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