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 :

OfHAPICRR

Office Automation

User Login Here Administrator Login Here

Usertd: | <——Here Enter your User ID |

Password:
|L A K—|Here Enter your Password |
ogin
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After successful login, click on File Tracking System which will navigate to Add New Files section

< [ Logged in as Trainer OHPC
@ ﬁ Q > \ Designation: |

Office Automation

My Profile

I Home

Change Password I File Tracking System

Leave System J Reports

Log Out \

[P

Welcome :Trainer OHPC
Designation:

Current Date: 01-12-2021
Your IP: 27.60.213.19

File Tracking System Leave System Change Password

Cl IC k H ere Copyright 2011 Adityahosting.com, All rights reserved
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Here user can create a new file by filling following details and click Add Files button

[ Logged in as Trainer OHPC
QzEE = 2

Office Automation

\ Home \ My Profile l Change Password ' File Tracking System 1 Leave System | Reports | Log Out |

| Add New Files Add New Files
| Attended Files File No. - | |
| UnAttended Files Wing Name -
I Files to Reopen Section Name : | -— Select — ~
I Search All Files
Subject :
Z
Remarks :
A
Add Files
File No. Wing Name section Name Subject Date Remarks Send File Edit Delete

Copyright 2011 Adityahosting.com, All rights reserved

Fill the above information & click here to create a New File |
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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.

- [ Logged in as Trainer OHPC
@ ﬁ Q S Designation: |

Office Automation

I Home ‘ My Profile \ Change Password I File Tracking System I Leave System l Reports l Log Out I

| Add New Files Add New Files
| Attended Files File No. : | I
I UnAttended Files Wing Name -
| Files to Reopen Section Name - | -— Select —- v
I Search All Files
Subject :
7
Remarks :
4
Add Files
File No. Wing Name section Name Subject Date Remarks Send File Edit Delete
OHPC/HQ/IT/Training/01 Finance IT & Communication Manual for File Tracking System 01-12-2021 00:41:01  OHPC File Tracking System P ®

Copyright 2011 Adityahosting.com, All rights reserved

Click here to go to file

This is the file list movement section

created by the user
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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.

[ Logged in as Trainer OHPC

OfHIPICIN e

Office Automation

’ Lome ] byRrofile | Chapge Rassond l File Tracking System | Leave System l Bepaits) | foglout |

foind s File No.: OHPC/HQ/IT/Training/01

Attended Files Subject:Manual for File Tracking System
Remarks:OHPC File Tracking System

UnAttended Files

Print (PDF)

Attachments
Print (WEB) Create Notes: Eonk Spes: BIUXy@jge==== Upload Notes: PO
Files to Reopen
Search All Files
Create DFA: Font Size... BIUX xeées==== Upload DFA: O
Create Corresspondence: Font Size... BIUXxegep==== Upload Correspondence:

Add new Corresspondence file

Forward To: T e Hﬁre, select the err]:ployeﬁ nr?n}(_? to
whom you want to forward the file

A__IClick here to forward the file]
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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.

. [ Logged in as Trainer OHPC
@ ﬁ @ N Designation: ]

Office Automation

} Home My Profile Change Password \ File Tracking System Leave System ‘ Reports l Log Out 1
Add New Files Show entries Search: |
o  File No.. 4 Wing  Section . subject From =5 - DateTime - Remarks. View
UnAttended Files
OHPC/HQ/IT/Training/01 Finance  IT & Communication  Manual for File Tracking System Trainer OHPC ~ PradeeptaMohan Singh  01-12-202100:4323  OHPC File Tracking System
Files to Reopen
S Showing 1 to 1 of 1 entries Préti us] . (ﬂ:‘n
earc nes

Copyright 2011 Adityahosting.com, All rights reserved

Click here to view the Click here to view the
files attended by user complete details of the file

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.

. [ Logged in as Trainer OHPC
@ ﬁ g S Designation: |

Office Automation

Reports | Log Out |

| Add New Files Show entries

Search: |
I Attended Files ng  Section  Subject - From p - DateTime ~ Remarks . View. y |
| UnAttended Files = S
I OHPC/HQ/T/Training/01 Finance  IT & Communication  Manual for File Tracking System Trainer OHPC ~ PradeeptaMohanSingh  01-12-202100:4323  OHPC File Tracking System
Files to Reopen

Showing 1 to 1 of 1 entries

(First | Previous | (] [Next| [ Last|

Copyright 2011 Adityahosting.com, All rights reserved

| Search All Files
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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.

[ Logged in as Trainer OHPC

@ ﬁ e e Designation: |

Office Automation

| Logout |

fa e File No.: OHPC/HQ/IT/Training/01

Attended Files Subject:Manual for File Tracking System
Remarks:OHPC File Tracking System

UnAttended Files

EHnCEDE) Attachments

Print (WEB) Create Notes: Upload Notes:

| Font Size.. B I UX x*epgh

1
hil
1]
1]

Add new Notes file
Files to Reopen

Search All Files

Create DFA: Upload DFA:

Font Size... B I UX x*aged

[l
[l
(1]
1]

Add new DFA file

Create Corresspondence: Font Size... B 7 UX x'e§ép Upload Correspondence:

i
(]

il
1}

Add new Corresspondence file

Forward To: [——Select Employee—— v|e|Here, select the name of the file recepient |
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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.

[ Logged in as Trainer OHPC

@ ﬁ = ) Designation: Asst Manager(T) |

. .
Office Automation
| Home | My Profile ‘ Change Password | File Tracking System ‘ Leave System | Reports | Log Out ‘ |

Add New Files Show entries saen| |

Attended Files File No. “ Wing Section Subject From To DateTime Send File
> UnAttended Files ( 1
40 OHPCHQIFINIOS Finance Funds Pension disbursement Test OHPC Trainer OHPC  01-12-2021 11:07:23 | VIEW / SEND |

A ST Showing 1 to 1 of 1 entries 8

Search All Files

Copyright 2011 Adityahosting.com, All rights reserved

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.

[ Logged in as Trainer OHPC
Designation: Asst.Manager(IT) |

‘ Home | My Profile ‘ Change Password | File Tracking System Leave System ‘ Reports | Log Out ‘

Add New Files File No.: OHPC/HQ/FIN/O5

Attended Files Subject:Pension disbursement
Remarks:OHPC Pension Fund

UnAttended Files

Print (PDF)
Frint (WEE) §i No. From To DateTime Remarks
Files to Reopen 1 Test OHPC El";’a&::ﬁm 01-12-2021 11:07:23 ® Detalls

[Search All Files Note: Attachments:

DFA: Attachments:
Corresspondence: Attachments:

Attachments
Create Notes Upload Notes:

Font Size B 7 UX x &=

Add new Notes file

Create DFA: Font Size BIUXxe&epsE R Add new DFA file
Create Cormresspondence: Font Size BrfUXxe&ep=ES R Add new Coresspondence file
Forward To: | -——-Select Employee——- hd

| Forward |

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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