By e-Mail
GOVERNMENT OF ODISHA

REVENUE AND DISASTER MANAGEMENT DEPARTMENT

PT1-RDM-IMU-EGOV-0008-2015- 5 ¢, 4 2. /R&DM Dated 16" July, 2018

From
Dr. Usharani Sahoo, OAS(S),
Joint Secretary to Government.

To
The Additional Commissioner Relief, Bhubaneswar

Chief General Manager, OSDMA

Inspector General of Registration, Odisha, Cuttack
DLRS&C, Odisha, Cuttack

Joint Director, Survey and Map Publication, Odisha, Cuttack

All Collectors

All Deputy Director, Consolidation of Holdings
All Settlement Officers

All ADM-cum-DRs

Sub: Implementation of e-Despatch solution in the Offices functioning under
Revenue & Disaster Management Department.

Madam/Sir,

In inviting reference to the subject cited above, | am directed to say that it has
been decided to implement e-Despatch solution in the offices functioning under
Revenue & Disaster Management Department. For this purpose CSM Technologies Pvt.
Ltd. has been assigned to carry out the task by OCAC vide their letter no. 2336 dated
20.06.2018.

2. The training plan is attached herewith for ready reference.

3. As per the decision taken in the meeting dated 2.6.2018, the existing hardware
available in the field offices shall be used for implementation of e-Despatch system.
Wherever hardware requirements are not available, concerned offices shall procure the
same from the funds available with them. The hardware requirements as specified by
OCAC is attached for reference.

4. A Nodal Officer for implementation of e-Despatch solution may be nominated in
each Directorate/District to coordinate with all offices under their jurisdiction as well as
with the personnel of CSM Technologies Pvt. Ltd. The contact number of the trainers for
all districts is attached herewith for proper coordination. The nodal officer shall ensure
the smooth conduct of the training programme as per approved schedule and also
ensure that officials from all the offices of the Directorate/District (where e-Despatch

solution is to be implemented) are imparted with training.




5. The District e-Governance Manager of every District may be intimated to
attend the said training programme and he/she may be entrusted to extend technical
assistance for the purpose.

You are, therefore, requested to look into the matter personally for effective

implementation of e-Despatch system in the offices as mentioned in the training plan.

Yourg faithfully,

Joint Secretary to Government
Memo No. ~ ¢, 124 /R&DM  dtd. 16" July, 2018

Copy forwarded to the Special Secretary E&IT Department for kind
information and necessary action.

(7
\
Joint Secretary to Gevernment

MemoNo. n 042 ¢ /R&DM dtd. 16" July, 2018
Copy forwarded to the General Manager, OCAC, Bhubaneswar for kind
information and necessary action. W
\-v°
X
Joint Secret ‘{% overnment
MemoNo. 5 ¢ 1 21 /R&DM dtd. 16" July, 2018
Copy forwarded to the Program Manager, CSM Technologies Pvt. Ltd. with
reference to his letter No. 679/CSM dated 07.07.2018 for information and necessary
action. He is requested to submit the detailed report on training after completion of the
training.
g 7
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Joint Secreta tbG vernment



Our Ref. No . OCAC-TE-09/2011/ 2336 - Dated 20.06.2018

From
Sn Satyabrata Ray, OAS (S),

General Manager (Admin}

To
The CSM Technologies Pvt, Ltd.

Level ~ 8, OCAC TOWER,
Acharya Vihar,
Bhubaneswar, 751013, Odishg

Sub: Work order for Implementation of e-Despatch Solution in the Directorates,
Corporations and other subordinate offices under R&DM Department, Govt. of
Odisha

Sir,

fn inviting a reference to the subject cited above, you are requested to implement the
enterprise e-Despatch application in the Directorates / Corporations (9 nos.) and other
subordinate offices (657 nos.) under R&DM Department, Govt. of Odisha, Bhubaneswar
al a cost of Rs. 61,19,775/- (inclusive of GST @ 18%) and as per the terms and conditions
contained in the Service Level Agreement {(SLA) signed between OCAC & CSM Technologies
Pvt. Ltd. on 08/12/2017. The implementation should be completed within 2 months time from

the date of receipt of work order.

You are also requested to communicate the undersigned about the successful
implementation of the enterprise e-Despatch solution along with the instalfation certificate from
the client for processing the payment.

Yours faithfully,

s

General Manager (Admin)
Ce:
\1/49 Joint Secretary, R&OM Department Govt of Odisha, Bhubaneswar for kind
information. Nodal Officer e-Despatch of the Department may kindly be informed for
necessary cooperation.

2. The Dy. Secretary 1o Govt., E&IT Departrnent for kind information.

QCAC BUILDING, PLOT NO. N-177-) ACHARYA VIHAR. RRL POST OFFCE, BHUBANESWAR. 751013 {iNDA)
EPBX . +81.674-2567295 1 2567283 7 2567280 / 2067064, Fax . +91-674-2567842, E-mail Lontact@ocac . Website | www ocaz.n
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No.:m/csm CSM\\\@) Date: 07-Jul-2018

technologies

To
The Joint Secretary to Government iy 7 :—o@ _
Revenue & Disaster Management Department ok ) k/

Government of Odisha

Sub: Implementation of e-Despatch Solution in the Directorates, Corporations and
other subordinate offices under Revenue & Disaster Management Department,
Government of Odisha - Submission of training plan.

Ref: OCAC work order no. - 2336, Dated: 20-Jun-2018.
Sir,

Inviting a reference to the OCAC work order & subject cited above, we would inform you
that, we are assigned the task for implementation of e-Despatch in all Directorates [7
Nos.], Corporations [2 Nos.] & other subordinate offices [657 Nos.] under Revenue &
Disaster Management Department. In this regard, the followings preparation has already
peen made at our end for imparting training.

- Login credentials of users for 666 Offices have been created in the e-Despatch live
server.

— Training schedule plan for respective 20 Districts is enclosed in Annexure-l and
location wise list of participating ofvices iz enclosed in Annexure-il.

— raining Kit (Log-in Guide % Quick Start Guide) has been prepared. A sampla copy
is enclosed for your ready reference in Annexure-Iil.

Further, the infrastructure requirement matrix to use e-Despatch system is enclosed in
Annexure-1V for your kind reference which may be arranged by respective Offices.

Therefore, we request you to kindly take necessary steps to zpprove the proposed
training plan & issue necessary orders to the concern offices for smooth progress of
training. Also, thare shall be a provision of a Projector & Internat Connectivity ar
respective location for e-Despatch training purpose.

Thanking you
Yours faithfully,

Sankarsan Dash
Program Manager

Encl: As Above

Cc: The General Manager, Odisha Computer Application Center (OCAQ), Bhubaneswar for
kind information.
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CSM Technologies Pvt. Ltd., Level-6, OCA i - i ié
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Annexure - 1l

Log-in Guide

To,
{Office Name}
{District Name}

Welcome to e-Despatch

‘e-Despatch’ is application software which presents itself as a solution without re-
engineering the process of issuing letters but cutting short the contemporary processes.
e-Despatch helps streamline content updates, store copies of the information within
itself. It is accessible via password protected secure administration area - where each
user is given with username & password & enables an issue/ despatch section to
despatch & receive lettersforders/proceedingsfinstructions etc. in just few clicks.

For quick start, please follow the following steps;

Step-1:

Open the internet browser (Internet Explorer / Google chrome [ Mozilla Firefox) available
on your computer system and type www.edodisha.gov.in in the internet browser to view
the home page of e-Despatch Portal.

Step-2;
Click on ‘eD Portal ‘shown at the right top corner of e-Despatch Portal home.
tep-3:
- Enter the username & password (as given below}) in the respective fields.
Username: rdmabcd |Password: password(@1 (For first time use only)

- Click the Sign-in button

- Then it will promptly ask to change your password for the first time user for keeping in
view security aspect.

- Enter the new password which you want & re-enter the same password for
confirmation.

- The new password should be combination of alphabets, numbers & special characters
(such as *, @, #, $, %, &) with minimum eight characters e.g. pra#2013
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Office Name :

Section List Signing Authority List

1 1

2 2

3 3

4 4

5 5

Training Feedback : D Excellent D Good |:| Satisfactory |:| Poor
Remarks:

Step-4:

Log out of from the system & repeat step 1 and 2 and use the username with new
password to log in to the e-Despatch system.

Refer Operational Manual enclosed herewith to know the use &modes of operations of
e-Despatch.

Note: After first login, trial version of the e-Despatch Software will be available for 72

Hours from the time of fist login for mock practice. After the mock session, the software
will automatically switch over to real version.

For any assistance, user may contact Sanjog Helpline Toll Free Number 155335,

Secretariat Helpdesk at 0674-2323837 or e-mail at edpmu@edespatch.com during
Government working days from 10:00 AM to 06:00 PM.
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Quick Start Guide

e-Despatch (eD) is a software application for automating the letter issue/despatch system
where the government process is kept intact and IT comes as an enabling tool. It is used to
monitor the despatch of letters & ensures that the field functionalities access the letters,
get information instantly and act accordingly.

1. Getting Started

1.1.  Auser has to open the http://edodisha.gov.in to access the eD & Office e-Space portals
by clicking on the corresponding link. From the moment of Logging in to eD Portal, trial
version of the e-Despatch Application Software is enabled for 72 Hours for practice. At
the end of the mock session, the software automatically switches over to live version. It
is required to provide the issue number of the last letter despatched which would have
been generated manually in the issue register before working in the live version.

1.2. e-Despatch has two modules (a) Letter Despatch (b) Letter receipt

2. Letter Despatch Console

2.5. Master

2.1.1.  Before start using the e-Despatch system, it is mandatory to create own office
recipient group. The link “Master” contains all master groups created centrally at the
server level, which is used by all e-Despatch users across the State. These groups
cannot be modifiedf changed. The contents only can be used and are available under
‘Choose Group’. Furthermore, despatcher can create his own addresses group by
selecting desired addresses from the server generated group under ‘Choose
Addressee’,

2.1.2.  Such grouping helps to create own custom recipients group for easy & fast
assignment of addresses.

2.1.3. After successful creation of own addressee group, letters can be sent following the
below procedure.

2.2. Despatch

2.2.1. Letter Details

Here a structure of the letter is created. The system would ask to enter necessary
information pertinent to the letter such as File No., Sent from, Enclosure, Priority, web
command (For Public View/ Confidential) & Subject. Here the server generated letter number
appears (The serial number subsequent to the last issued manual letter). This system
generated number is to be considered as issue/despatch letter number of your office. This
system generated letter number shall be allotted to the ink signed letter. Information
Technology Department, Government of Odisha has issued guidelines vide letter no. 331,
dated: 31/01/2013 for use of e-Despatch rubber stamps for better clarity on uploading letter in
the web & its confidentiality.

2.2.2. Assign Address

The address of recipient is assigned to the particular letter along with the mode of despatch
once the structure of the letter is created under ‘Letter Details’. Here one can assign address
out of his/her “Own Addressee Group” by selecting ‘As per your addressee’. In case, the
despatcher forgot to assign address, the particular letter will not be despatched.
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2.2.3. Attach Letter
Through this screen, the scanned copy of the ink signed letter is attached against the
particular letter number in the e-Despatch system. Steps to be followed are;

(a) write the letter number on the ink signed letter generated through the system.

(b) Scan the ink signed letter using the scanner attached to computer in black & white mode
to reduce the file size. The smaller size will enable to be downloaded faster at the
recipient side.

(c) Save the file (scanned copy of the letter} in the local drive of your computer.

{d) File shouid be stored in the Portable Document Format (.pdf) only because e-Despatch
system does not accept any other format than .pdf

(e) The .pdf (letter) file name must be the corresponding letter number. Otherwise system
will not accept the .pdf file. This method of numbering the .pdf file also helps the user to
search in future.

2.2.4. Despatch Letter

Now the letter is ready to be sent to the recipients assigned through the e-Despatch system
through “Assign Address”. Here the despatcher can send the letter by a single click. The
same letter can be re-sent by selecting the mode of letter & recipient from the group, on
demand.

2.2.5. Reserve Letter

In this stage, letter number(s) can be reserved for the current date (only), if desired by any
letter issuing officer. The reserved letter numbers should be used on that day itself. If they
are not used on the day of reservation, the numbers are still available to be used in the future
but the date of despatch against those letter numbers will be set permanently to the date
when they were reserved.

2.2.6. Re-5end SMS
Repeat/ urgent messages can be sent though SMS against a particular letter number to the
selected recipients.

2.3. MIS Report

One can get different kinds of Management information System (MIS) Reports pertaining to
the despatched letters such as Issue Register (Government prescribed format),
Day/Month/Year wise despatch, mode of despatch, file wise letter, etc.

2.4. Letter Search
One can search for a particular letter within a date range as well as by other filters like search
by letter number, letter subject, sender name, section names, file number, etc.

3. Office e-Space (Diary Section)

3.1. (Click on the banner “Office e-Space” in the home page of e-Despatch portal -
www.edodisha.gov.in

3.2. Use the e-Despatch Username & Password to sign in into Office e-Space

3.3. New Letters: Gives an instant announcement of all new incoming letters from various
departments and offices through e-Despatch.

3-4. Click the check box against each letter present in right side of letter details and click on
the “Receive” button (Right Top) to downioad the letter in PDF format.
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3.5.

3.6.

3.8.

3.9

3.10.

One can downioad multiple letters by selecting multiple check boxes so that multiple
letters are combined to a single .pdf file. It becomes easier for the diarist to print and
also saves time of downloading & printing individual letters.

Received Letter: The diarist can view all Received Letter and also update their Diary
Number against the letter received.

For updating the Diary Number click on “Update” button and click on (¥) button.

The diarist can update the manual letter coming to the office (through Postal or by
Hand) by clicking “Manual Letters” tab. The necessary details like Diary No., Letter
Type, Letter Date, Letter No, Mode of Receipt, Subject, Sender Office details &
Recipient Name have to be completed.

Subsequently a Central Diary Register is generated which consists of both manual
letters and e-Despatch letters to view and print by clicking on the “Print” button.

For more details please refer to the Office e-Space User Manual available on the
welcome screen of both e-Despatch & Office e-Space portals.
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Annexure - |V

Infrastructure requirement Matrix

Infrastructure
Requirement

Upto 50 Letters per
day

50 - 100 Letters per
day

More than 100
Letters per day

Connectivity

1 Mbps

2 Mbps

Computers
P Processor: Core i3 or above, Operating System: Windows 7 or above,
Memory: 4GB RAM or above, Hard Disk Drive: 320 GB, 5400 RPM or
(Desktops/ above
Laptops)
LaserJet B/W Printer, | LaserJet B/W Printer, | LaserJet B/W Printer,
Printer with Dual site with Dual site with Dual site
printing provision printing provision printing provision
Flatbed/ADF, 150 dpi AD;%n:o;edtr:an 20 AD;Sr:no;edthian 30
Scanner resolution or above, | PP/ 500p ppIm), 150 Ap
POF File Format resolution or above, | resolution or above,
PDF File Format PDF File Format
internet

2 Mbps
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Fu-unmfu.i ba/ou\c. vide L.ndo.

Specification of the Hardware required for e-Despatch

Multi Function Printer (MFP) :

1Ay Jalizd 3).08. 2813

Annexure-

1. | All-in-ons Functions zﬁo?itids:fn Fax, Send to smail/

2. | Input Touch Screen

3. | FAX Required

4. | Remote control panel access Required

5 | Print Speed Min. 30 ppm

6. | First page out (black) Max. 10 Sec

7. | Warm-up time Less than 30 Sec

8. | Print technology Monochrome Laser

g | Print resolution, black Up to 1200 x 1200 dpi

10. | Duplex printing Required

11. | Scanner type | Flatbed with ADF ]

12. | Scan Resolution, optical Up to 600 dpi

13. | Scan size A4 & Legal

14. | Duplex Scanning Required

15. | USB SCAN Reguired

16. | Digital sending features Send to e-rmail

17 Required key in Facility fo user defined file | Capability to send scanned images to

- | name/ no. to the scanned document Network Foider

18. | Supported File formats PDF, JPG, TIFF

19. | Copier Copy Resolution, black 600 dpi

20. | Copy reduce/ enfarge settings Up to 400%

21. | Maximum number of copies Up to 1000 copies

22. | Networking Required
B o0 Wsiows Sore 2003,

i Windows L Windows r ,

23. | OS Compatibility Windows Vista, Windows Server 2008,

Windows 7, MAG, Linux J
Flatbed Scanner:

1. | Scanner type Fiatbed

2. | Bit depth 48-bit

3. | Scan rasolution, optical 600 dpi or higher

4. | Sub Scanning Method Single Pass

5. | Levels of grayscale 256

6. | Scan size (flatbed) 216 x 297 mm |

7. | Media types Paper (plain, inkjet, photo)

8. | Supported file format PDF, JPG, TIFF

9. | Scan speed in preview mode < 10 Secs

10. | Operating temperature range 50t0 95°F

11. | Operating humidity 15 to 80% RH

12. | Power consumption 17 walls maximum

13. | Connectivity 1 Hi-Speed USE 2.0
Windows J;gogmfessiona!/ Home Edition,

i o Windows , Windows Serer 2003,

14. | OS Compatibility Windows Vista, Windows Server 2008,
Windows 7, MAC, Linux

15. | Warmanty Support 3 Years




