DDFS 63) AIBNB6)

GOOGLE CROME (@106)21865 13 MOZILLA FIREFOX OPEN 6)21@)db.

< Url: 115.124.101.29/ddfs o)) 6)Sa] 6)21Q)dbs.
% Username : mg(your PF number) eg: mg888
Password: mg@123

First login-@3 Password m0Qonm@oen).

LOGIN : Username and Password 66)Sa] 6)21@ LOGIN 6)21Q)dbs.
LOGOUT

M INNN MBHE1e10@T QUL UWOMIW]T User Name-021 @RBIHOT GRHUD0
HIEMINM@IEM. @O @3 Click 6)21Q)dh, LOGOUT 6)dhISYHD:, alltMiS U@ Box -@3 Are
you sure you want to Logout from DDFS? o)) &>06M90. @@ 103 LOGOUT 6)dhIS) 6 ds.

DDFS 9alG@UT 18600 10 186)(M GNIBH-631@8 M 1@eNIMLAIWIo LOGOUT 6)alQ))ds.

< Open @2l QUEYM Page -6)M Dashboard ag)(m alO@M).
% &) User My oM@ 16)0m Files,Inward,Message and Circular ag)0m 101 Dashboard-@©9
HIEMINIM@IAN).

HELP: DDFS 9al8QoU1H60MM) Moenila] Motd®@ mMInioeem@m 1M E-mail
@RQHNINMN@IEN.

E-mail: ddfshelp@mqu.ac.in PH: 0481 2733596

< INWARD

MBYB-LIONIRLIVNMTE a@e)Ms 1o @I QM8 MSalS U800 RIGIHEMNMM 3@} G6)
®al0@3 OMBHUMIT3 TVl 1HNBHDI0 MIMB 6)21Y GUdaHo NIMLER]S 630920’ lTVBH8)
6)O)HNINHWI0 6)21QPINM).

File Flow of DDES

1. Gets the application from outside to Tapal section. Scan the application and creates the
new inward. Attach the scanned copy also with inward. Document which contain more
than five pages, shall be submitted in digital format (in CD/e-mail etc)

l



mailto:ddfshelp@mgu.ac.in

2. Forward the created inward to the corresponding Deputy Registrar from Tapal  Section.

l

3. Forward the Inward to the corresponding Section Officer from Deputy Registrar.

4. Forward the inward to the Assistant for creating the file (from the Section).

A 4

5. For the Approval of file it is forwarded from Assistant —Section Officer—  Assistant
Registrar —»Deputy Registrar —Joint Registrar —Registrar/ Controller of Examination/
Finance Officer/ Director — Pro- Vice Chancellor — Vice Chancellor.

A

6. After getting the Approval of Vice-Chancellor it can be sent to either the sender or the
owner.

\ 4

7. When it return back to the sender he/she can create the Draft and get the approval
from the corresponding Assistant Registrar.

A 4

8. Assistant Registrar return the draft to the sender and the sender creates the document.
The document contains only the signature of approving authority
(ie;AR/DR/JR/HOD/Registrar). In DDFS there is no need to use the option “Forward by order”
while issuing UO.

A 4

9. After creating the document it is forwarded to the Tapal for disposal DDFS despatch
(If the sender uses DDFS).




10. From the Tapal it dispatched Physically or through DDFS despatch (if the sender use
DDFS).

[ TAPAL ASSISTANT

v
[ DEPUTY REGISTRAR

A\ 4
( N\

SECTION OFFICER

- J/

I

ASSISTANT

SECTION OFFICER

A 4

ASSISTANT
REGISTRAR

A 4

N
DEPUTY REGISTRAR

- J

!

JOINT REGISTRAR

'

REGISTRAR

A 4

PRO- VICE
CHANCELLOR




A\

>

>

% FILES

)

[ VICE-CHANCELLOR 1

[ SENDER OR OWNER 1

Inward create 6.21QM@10) dashboard-@3 M1MYo Inward open 6)2IQ)d.

Inwards with me-@3 63000806 MBS Inward (Malo@d) list 61219 1H6)0.

)@ Inward M@ HM@IM GUeNS window-@3 M-8 13 URIMY BINOMIW]T New
Inward-@3 click 6)21Q)d.

Open 621} NI dialog box-@3 Sender, Section, Subject description ag)0TY 1 mandatory
@R O)E)B-I6NS M@enIMLAIWo fill 6)2ICQEMRMIGN. 6NI0HE 18BN
@UU0MMVeMO fill ©).21QHs.

Mald@d Attach 21y 1MW window-@8 M)H-631@3 upload-@3 click 6)21Q)dH». Description
a)0M@) mandatory @R ONE)EI6MNS fill G1alQIds. GUoaHo scan §al® computer-@3 M1MMIo
Inward attach 6)a1@))dh.

Inward @6)Q0©) (UIBM 16 @OWHNM@ M) GNUeNE] Save and Forward-@3 click 6)al@)ds.
Select Seat-8 hame 6)0)6)06)6I0T0)S) B .

Priority: Normal, Medium and High ag)0M16836M 6)d9S)H00NRMMIEN).  GUoaHo forward
6)21Q) .

Mald@3 section-©0

©). INWARD Create 6)21Q30M
@U@ 1@ 6) 1@ 630) Receipt, SMS (¥
60666ene10d pIE) inward create £21®Q GUdaHo
DR 0) @0QH6}0MN). DR ®6BRU3H6 LIE1HM INWARD @R@IM SO-£H6) Forward 6al@ym).
SO @@ Concerned Assistant @RQHE M.

Inward Number-@3 Click 621 open 6a1Q03MM@aN).

Inward (0@ 12} @MMY1LI0H6 1@ GUoaHo MM 1HMEBS Inward @616 13 @) 1@ 1)) forward
6)21@)bs. MM 1LMNBS Inward @1YEEME: @3 @BBLo Accept 6)al@)bs.

Add to file: a]9@ aN@EIGRILE Inward &S 1G2UBHNINM@MIEN).

Create to file: aJ@ 1 file @R create alQIUM@IEM).

Section-@3 Separate file number M@3H/HIM@ M GUANE ] Digitized file-@3 click 621> file

number MO8 bb.
Create file-@3 click 6)21Q)d» Inward-6M file @@ create 6)21QYINMMNDIEN).

SENDER OR OWNER
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Dashboard-@3 MIMJo Files af)S}HN:. In - hand-M @9e® @MHs)  QUIMI@ 1B
aNQERNHUE List 6)al@ @ 1H060)0.

File number- @3 click 6)21@)6)dH06Ms open §).alQINMMIEN).

DS BINOMIW ] current file, LI BINDMIW] note file HIEMINUMMNMIEN).

File (0@ 2y aMMY 121066/ 1Q GUoaHo note af)Py0) 1G@H6))bs.

DRIWIBO af)PYM1G2BLOMMIMOW] note file- @3 ‘M’ af)0M option HHOEMICUIMNMIEN).
@R 103 DRIWISO type 6)alQ BUoaHo insert-@3 click 6)a1@)dh. Note file -@3 QRIWIBO
QUEM@6N).

Tokens Gal@HNmM@ M ez token-@3 MIMYo @ 1OEEMMSYHHINUIMDIEN).

Save note: GMOS save @alQINNMMIAM. MEERAM save alQI0MN note-@3 DIQo
QUEYODMICUIMDIEN).

Submit note EHHISYOM save  6)al@)BHQWINEME:IT  allom’S edit 021QoN3
MUOW ey,

File-GRIH6 M&)QI) document )5 16G2J@HNUOME attachment-@3 Add document-@3 Click
6)21Q document Gal@HHINRM@IEN).

File  06Q00) QUIBOMIHH  @RHNMOIN)  GUensl  Forward/  Forward++
Dl 1HHINM@MIEN).

Forward  9alGQIUila]  hierarchy  @omMMVE1a] 3 (QUIBO 1HSIO3  B0IU3H6)
@R HNINMN@IEN.

Seat ©OBHIDI0 2l UIHDT IQIOS HMIS M-8 16)21 63001 MV@H6)

File @0@-2{10@106)0M (U D 1H6) (Sender).

File create  6)21Q1@1H06)0M (U0 106 (Owner).

Forward++ ©al@oU) 2] @oQHNHWINEME; @3 Vice-Chancellor 8M@1S Section officer-M)
@R HNINNMMIGN.(AR to Registrar, Section to another section)

Forward 6)21Q oaN@®@3 approve 6)218Q6ME)MM 630a01MV@ Approve ©al@ @10 124Q@dENM).
QUL HO® @OUUDLEDB @3 @10 12 @HONHINMDOEN).

Approve 6)21@ @ 1@ 1)} QUM D@3 draft create ©2lQYNIIMW file open @alQ)ds, Draft-add
draft af)S)OMMGUHo template select 6)alQ)ds. GUoaHo draft-@38 content  af)PIOY @2 BL6)H:
save 6)alQ)ds.

Draft Approve 21@ymM@ Mo QIflem)o forward 6)al@)ds. Draft al@1GUa0WHee0m
QUSHONH6) Draft Approve ©al@mM@ M) MMBal U@ Draft -@3 Edit 6)aIQIOROMDOEN).
Approve 6)al® Draft -@3 @ 1QYOMELNEHUE OUIOMHWINEME I3 (UleM=)o  Approve
6219 10 CRQGHEMBDIEN).

Draft approve £21@ymM@ M file open 21} draft-©@3 IO Approve-@3 Click 621Q0@d

approve @Q)dxMNMI6N. Draft Approve 6)21@30M 69a071MMAS &Bal, Gal®, HWMIIGUNAHNG
)M U B06M) . DDFS Mo oMo 9alEG@IUTHNM@MIMIT  ODM@NUYH-E 103
DM M@ “©OMOUNMB (Ab>300..0MEBHMB 63020’ ITV@” af)M) EBI6MIL-Q 12,

Approved draft a10M1S Open ©21g ®I6¥ Create Document- @3 click ©21Q9@3 Document
@REIMMIA). Create 6)21Q30MN Document MVG@QYHHLIIUBIL] ODMOUIEN) )8 13 DDFS
Automatic @@ UO Number Generate 6)21Q30M@6N).



6

v Document @@ Create 6al® GUoaHo Despatch 6)21@YMMIM References-0) OIS

(Grosg(om‘)’ H06M)M Download symbol (2 V shape)-©8 Despatch a()S)B6)dh, Add new
dispatch- @3 click 6)21Q)6. 2 MO @3 Despatch 6)21QoNU3MMIEN).

Ddfs Despatch: MU@QYBHLIMIRIQIARBS  (ULH 10806  @OQHNMMIM}  GrUNE)
alEGWIUT1HNINNM@IAN).

Document Box- @3 click 1@ subject description 6)d0S)H6))dh. Despatch 6)21@Q6EN3IM

seat-U3 Add 6)21Q)dh despatch 6)a1Q)bb.

General despatch: MU@QYHH-LI0MLIHE al}NOOESE (UIBOM B8 @BOQBEIM@ IMEUNE]
DalEWIUHEM).

Document box- @3 click 6)21Q)ds topic 65} addresses OOSq] 6)2lQ)ds despatch-@d
click 6219

Despatch ©MVGHUMICRILE @oW2{15388 Document @AU1OS Moo Despatch @REWO
ag)M) file-@3 MomMYo check .21QINM@I6N).

Forward 6)21Q aN@®@3 Recall 6)21QmM@ 10) ruenz]

Forward 6)2]®Q oaN@®@3 Receiver @NMM GMIHE 10162186103 DO(@ED recall 621003
HE1W)..

Recall 621y 1M Track-@3 M10M)o not viewed status ©88 file number- @3 click 6)21Q)dbb
@90 H26MIMM Recall- @3 click 6)21Q)b. @6ER6M recall alQ a0Q@3 @ 1@ 2] In hand-©3
QIEYM@IEN.

D@3 DBV aBM Seat-@3 @RKENM) AMMY1LI0H6003 Track- @3 File-0) ®IOPWOW]

Movement history a()S)d6)d.File a@O®LI00 Seat-@3 af) O 1D ISIONE, af)@® VAo @)
Seat-©3 9630 1M} ag)M) AMMY1LI0HHIME HH¥1W)o.

% SEARCH

General Search, Inward Search, File Search, Document Search and Despatch Search

af)MNEBBEOM Search 6)a1QINRMMIEN.

MESSAGE

DDFS -3 903621515188 @)3H6)30 Message dU3 ©)SB>AININM@MIEN).

E-MAILS

e-mail id £6Sq] 6219 Document 8M@1S Mail 621003 VoW 1He}0.

DESPATCHES

Despatch 6)21Q3mM@ 1Mo QoM@ 1663 Document H>06MINRMMIEN. Print af)SO10)

GUoaHo MMIE1HNM Address-@0 @OWHNE:. GUdaHo Despatch Details 6)dhISIHEN)Ds.
General Despatch 6a1@)m Documents 6)(WMY9.2] HNVBHUM @3 M1OMYAI6N) @RQHNMM).
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