User Manual for Diary/Letter Menu

Step 1.

Open the File Tracking System Shortcut available on your desktop or simply type 172.16.90.211/fts in
Internet Explorer Browser.

Internet Explorer can be accessed using these steps:

1.1 Click on Start

1.2 Click on All Programs

1.3 Select Internet Explorer.
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File Tracking System
Click to open it. shortcut on your desktop
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After following the above steps, you will get following screen. Enter your Login ID
Step 2:

provide by System

Department
ﬂ‘- File Tracking System Yer 2.5.1 Delhi Development Authority - Login Form - Windows Internet Explorer =15 x]
@,—. - E hittp://172.16,90, 211/ dmis/LoginForm. asp j I | V3 |), Live Search o]
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Enter your password.
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Password

password to anyone.
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After entering login-
ID/password, click on

/1" Request LoginID and Password | Download customized User Manual || New Address for File Tracking System(172.16.90.211

submit button.
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After Successful login you will get the following screen.

/2 File Tracking System ¥Ver 2.5.1 Delhi Development Authority - Windows Internet Explorer _1&] x|
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< Favorites P& File Tracking System Yer 2.5.1 -—--- Delhi Dievelapmen. . | | fiw B - [ s v Page - Safety v Took v e
Login-Id: test2 Logged in Section: TEST-2 6-August-2012 3:50P|

> 4 Diary Module Pendency Status at "TEST-2 "

u File Module Files 3 (Al are PhysicgliRerThizd)

Despalch Module Receipts 1 (AT are Physically Received)

/ Forwarded by "TEST-2" but not Acknowledged
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Receipts 0
»Change Passw@ B -—

Letters pending your
section will be showed
here. Click on red
colored number to
view details.

\ |File Query I ReceiEtQueg

|Click Here For List of Files / Receipts to be Re\'ie\\'e)\
|Click Here For Files / Receipts with Action Completion M

ML=
Click Here for DMIS - User Manual " New Feature in File Trackiug&ﬁm

\

Number of letters sent
by not received in
concerned section.
Click to view details.

Internet Explorer 800¥600 pixels

Software Designed and H¥ted by NIC-DoPT
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Click here to Track
movement of letters.
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Click on Diary Module

] Click on change
for creating new letter.

password to change

your password.

How to Do Section?

1. How to create new letter?
1.1 Click on Diary Module.
1.2 In Diary Menu, select Create Receipt.
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/= File Tracking System Yer 2.5. Delhi Development Authority-TEST-Z - Windows Internet Explorer =& x|
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6. Click on Submit to
create new diary.

Where to Find newly created Diary(Letter/Receipt etc).

/>File Tracking System Yer 2.5.1 Delhi Development Authority - Windows Internet Explorer _18] x|
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< Favortes T Fie Tracking System Wer 251 — Delhi Developmen... | | Fiw B - L0 - Page - gafety- Tesk - @ 7
Login-ld: test2 Logged in Section: TEST-2 6-August-2012 4:03PM

» Diary Module Pendency Status at "TEST-2 "

»  File Module Files 3 (A4l ave Physically Beeett®a)

» Despatch Module Receipts 1 T are Physically Received)

Forwarded by "TEST-2" but not Acknowledged

» Status Reports Hiles 0
Receipts 0
»Change Password
»- Log Out
[File Query I Receipt Query|

‘Cli:k Here For List of Files / Receipts to he Reviewed
Home

‘Click Here For Files / Receipts with Action Completion Date

Click Here for DMIS - User Manual %.\'e\\ Feature in File Tracking System

Best View by Internet Explorer 8007600 pixels

Software Designed and Hosted by NIC-DoPT
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3. How to Forward Letters to other sections.

Step 1.
-

“File Tracking System ¥er 2.5.1

Delhi Development Authority - Windows Internet Explorer:

@?_/ < = reepii172.16.90 211 jdmis s nmena. 550 = [ [5| [} tres semren:

¢ Favorites I File Tracking System Yer 2.5, 1 —--- Delhi Developmen... | |
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Login-Id: test2 Logged in Section: TEST-2

» Diary Module Pendency Status at "TEST-28—
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= _ File Module || 3 vttt are Prystcaty Recerveay

| 1 (all are Physically Received)
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»=Change Password
= Log Qut
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[Click Here For List of Files / Receipts to be Reviewed |
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[Click Here For Files / Receipts with Action Completion Date |

Click Here for DMIS - User Manual %New Feature in File Tracking Svstem

Best View by Internst Explorer 300%800 pixels
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After that you will get the following screen.

{2 File Tracking System Ver 2.5.1 -——- Delhi Development Autharity - Windaws Internet Explorer
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Click to view
all letters.

1.Click on the square
to select it for
forwarding.
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List of All Pending Receipts in the ' -2' Section You can as many
Date of Report: 6-As 2 4:06PM

» Diary Module Sl |Received| Forward [Priority Diary No A s |Subject Ref.No Dealing |[Forwarded Iette rs you wa nt_

No [Physically Asc Asc N: Asc (Ref.Date) [Hand By
»  File Module Dsc [));/ Asc  Dsc |Dsc Asc Dsc |Asc (Date)
» Despatch Module Dsc i D

1 - r &Top 8/Test-2/ |Original  ftest test letter (12 Created

po12 06/08/2012 (06/08/2012)

» Status Reports

»Change Password

> Log Out

A

| I

warded by Other Sections, 3. Blue-Recefved From Outside

2. Click on forward
button to forward
the selected letters.

|Done

i#/start| (5 & ® * € Google- Google Chrome || @ File Tracking System ... 881] User Manual for Diary - ...

After clicking on forward button, you will get the following screen.
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,l'f File Tracking System Yer 2.5.1 -—--- Delhi Development Authority - Windows Internet Explorer =] x|
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»  Diary Module

»  File Module

» Despatch Module

» Status Reports

»Change Password

- Log Qut

> Home

O I

Following Receipt(s) will be forwarded

SINo ‘Diary No |Orig.anpj' |Diary Date |Senr]er's Name |thjett |Dealing Assistant
1 [6Test-2/2012| Original [06/0872012 frest ftest Letter

3.

|Priuriry||Tcp = ‘Remarks" ‘ACT'IUU THkEﬂ"Fcrward to Secticnj|

‘]Iinistry |[Ministry of urban development x|

‘Deparrmem ||DDA =

Select
Division/Departme
nt from the list.

Division/Officer [Select the Division/Officer =

‘Secriun-"ofﬁl:er |[Setect the Section/Officerg =

| Cancel |

Click here to Search a Sectio) o Forward)

2. Select the
concerned section
from the list.

Dore

T T T T T [ trustedstes [7a - [=1d

1. Click on forward
button to forward
the selected
letters.
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