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File No.MBEEJ-EDPOED18/7/2020-11

w_t-{ MAHARASHTRA STATE SEED CORPORATION LIMITED
~ | HEAD OFFICE : “MAHABEEJ BHAVAN" KRUSHI NAGAR, AKOLA - 444104
zxvxj PHONE : OFFICE (0724) - 2455093, 2258480 Email - edp@mahabeej.com

Mobile — 7588607734 Web — www.mahabeej.com CIN : U01200MH19765GC018990

Ref : MSSCL/EDP-MIS/2024-25/ Date : 04/02/2025

Circular for implementation of the e-Office System at HQ, Regional and District Offices
Ref. : 1) MSSCL/EDP-MIS/2024-25/58 Dated : 09.09.2024

2) MSSCL/EDP-MIS/2024-25/76 Dated : 30.11.2024

3) MSSCL/EDP-MIS/2024-25/89 Dated : 04.01,2025

In line with the decision of the State Government to ensure the effective implementation of the
e-Office system, daily operations of the Maharashtra State Seed Corporation (MSSCL), Akola, have
been conducted through the e-Office platform since 01.08.2020.

As per the various orders referred above, Regional and District Offices have been directed to
use e-office system. Accordingly:

1. Officers and employees at Regional and District Offices have been registered by MSSCL EDP
department based on the information provided, and their respective user IDs and passwords
have been communicated via SMS.

2. Training on the e-Office system was conducted on 24.10.2024 for staff at both Regional and
District Offices.

In this regard, all Regional and District Offices are directed to ensure the effective use of the
e-Office system for daily operations. The following instructions should be adhered to:

e Mandatory Use & when to use Mahabeej email: The e-Office system must be utilized for all
official work without exception. It is important to note that PDF files can be shared as a ‘receipt’
through e-office. But PPT or Excel sheets can’t be shared through e-office.

Hence, the Mahabeej email facility should be used for sharing of presentations, spreadsheets,
and any other reports like weekly/monthly reports that are relevant for a short period of time,

All official correspondence, submission of proposals etc should be shared in PDF format as a
receipt in e-Office system.

e  File Management: Files must be registered in the e-Office system. The Computer Department
will initially prepare the master file, after which additional files can be created by RM/DM as per
requirements, However, there is no need to create a separate file for each task. Instead, broader
files such as "Payment2025," "Head Office Admin File," "DM Admin File," or "RM Admin File"
can be created to group related tasks efficiently. Please ensure that related tasks are managed
within these appropriate sub-files to maintain an organized and streamlined structure.

File No.MBEEJ-EDPPED1 8/7/2020-11

Submission of Proposals to Head Office for Approval

If the Regional Manager or District Manager needs to submit a proposal to the Head Office for
approval, the following procedure must be followed:

Draft Creation: The file should be created at the Regional or District Office, and the proposal
should be prepared in the draft section of the e-Office system.

Draft Approval: After reviewing the draft proposal, if it is found satisfactory, the concerned
Regional Manager or District Manager should approve the draft and apply his/her Digital
Signature Certificate (DSC) to the draft proposal.

Forwarding to Head Office: Using the "Initiate Dispatch" option at the bottom right corner of
draft section, the concerned Regional Manager or District Manager should forward the proposal
to the relevant Head of Department (HOD) at the Head Office.

Receipt and Processing at Head Office: The relevant HOD at the Head Office will receive the
proposal in the Receipt section of the e-Office system. The HOD will then forward the proposal
to the appropriate desk within his department, along with necessary remarks, for further
processing in the e-Office system.

Submission Format: Please note that the Receipt option in the e-Office system only accepts PDF
files. Therefore, any proposals or documents requiring Head Office approval must be sent as
PDF files using the Receipt option. This ensures that any document expected to be included in a
file at the Head Office is correctly submitted by the Regional Manager or District Manager via
the Receipt option.

User Registration: Subordinate Accounts Officers/Accountants and Clerks under the Regional
Manager/District Manager must also be registered in the system.

The same guidelines should be followed for the files that are generated in the district office and
approved at the regional office.

It is reiterated that the e-Office system should be effectively used for all daily official activities at

the Regional and District Offices. In case of any issues with the usage or login of the system,
concerned RM/DM will contact EDP for assistance.

Company secretary will present a weekly report of e-office usage at HOD/RM/DM level to

the Managing Director on every Monday.

Digitally Signed by Yogesh
Vijay Kumbhejkar
Date: 04-02-2025 19:20:32
Reason: Apprd@gesh Kumbhejkar, IAS)
Managing Director
MSSCI . Aknla
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e-office File Uses Report for Duration from 01 March 2025 to 28

March 2025
SN Section (§) Received Forwarded Diff. between
Received &
Transfer

| Managing Director 162 167 -5
2 | Administration 380 375 5
3 | Quality Control 104 107 -3
4 | Production 114 115 -1
5 | Marketing 36 35 1
6 | Processing & Engineering 139 138 ]
/ | Processing Material Wing 11 9 2
8 | Finance 353 352 1
9 | Company Secretary 22 21 |
10 | Internal Audit 2 3 -1
11 | EDP-MIS 52 53 -1
Total 1375 1375 0
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