


User Manual for Office Note Movement Module 

 Introduction: In order to process & approve internal office 

notes/letters a system has to be in place where officers can enter 

the subject & description of note along with scanned copy of 

letter. Once the details has been entered noting section will be 

provided which would enable officers to mention their remarks 

and forward the same to concerned officials using online task 

flow system. The system will generate online file number which 

can be used for any tracking in future. Also at Member 

Secretary’s & HOD’s desk (Approve/Reject) option would be 

provided along with close file option to take the final decision on 

the letter/note and close the chain flow. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Mpcb officer will mention the 
details of letter/note including 
subject,description & upload 
scan copy of letter. Once the 
same is submitted unique file 
number would be generated

Generate file

• Noting sheet (Internal Task 
flow) section will be provided 
with respect to each files where 
officer can mention their 
remarks and forward the file to 
other officers for their approval. 

Noting sheet

• All HODs will be provided option 
to approve/reject the file with 
their remarks and close option 
will be provided to stop the 
process flow

Closing of file



Process Flow: 

 All officers can access this section from sidebar tab of IMIS 

Module “Office Note” as shown below. 

 

 

 In this module there are two sections as mentioned below. 

o Created by Me – This section will list the office notes which 

are initiated from your end irrespective of the person with 

which the document is currently lying. 

o On my desk – This section will list the office notes which 

are currently pending on your desk for your remarks. 

Also filter option has been provided to filter the office notes by 

subject/number etc. 

Please refer below screenshot for the same. 

 



 To initiate new office option has been provided as “Initiate Office 

Note” where officer has to mention the Subject, Description, Type 

of Document .(Also language selection is provided which 

officer can use to type the description in English/Marathi. 

Subject has to be in English.). Also officer can attach multiple 

correspondence documents along with same by mentioning 

document title. (Note: All files has to be in pdf format.) 

Please refer below screenshots for the same. 

 

 

 



 

 Once Office note details are submitted unique number gets 

generated for each office note & the same are visible in “On my 

desk” section. Please refer below screenshot. To forward the same 

go to view section, then scroll down to task flow part and mark to 

concerned desk with your brief remarks. 

 

 



 W.r.t to each office notes “View” option has been provided to view 

the details of office note and process further. Also status of office 

notes (open/closed) can also be figured out from this section. 

 

 In View Page office can view the office note copy along with 

subject, description, type of letter etc. Below this section has 

been provided as : 

 

o Previous Task Flow: This section lists all the details of 

previous noting’s added for this file along with remarks, 

date and name of officer. Download option is also provided 

to download the document copy along with noting & 

corresponding documents. 

o Forward Office Note: From this section officer can forward 

the note to concerned official along with remarks & 

attachment (If Applicable). Email notification would be sent 



to officers to whom the same is forwarded once the same is 

marked. 

 

o Close Office Note: Chairman /Member Secretary / 

HODs/ROs/ SROs will have the option to close office note 

with closing remarks. 

 

 

 Also Team Office Note section is provided to view list of office 

notes which are pending with your subordinate officers. 

 

 

 



 

 

 

Overall Flow Diagram: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click Office Note on 

Sidebar 

Click Initiate Office 

Note at Top Right 

Type/Upload all details 

and submit 

After submit it goes to 

my desk. Click on my 

desk 



 
In My desk click view 

in last column of office 

note 

Scroll down & put 

proposal in brief in 

text box and submit to 

next level 

After completion of 

process flow initiator 

will close meeting with 

remarks 


