


Annexure-A 

 
Steps for implementation of eOffice in Prasar Bharati Offices 

 
 

(1) 

Data collection from Kendras / Station through HRIS Login 
(a)   Nodal Officer for eOffice 
(b)   Details of Workflow for eLeave / eTour of the employees 
(c)   Details of Post & Section of the employees 
 
All the Kendras / Stations of All India Radio / Doordarshan  had been asked to 
submit the required data of employees in eOffice module of HRIS, for 
configuration in eOffice. 
 

(2) 
The data submitted by the Kendra / Station is examined by the respective IT 
Coordinator in IT Division, Prasar Bharati. 

(3) 

The Nodal Officer of the Kendra / Station is contacted for discrepancies noticed in 
the data and the station is asked to correct the data as per guidelines and 
structure. The IT Coordinator in IT Division guide / help the station to correct the 
discrepancies in the filled data. 

(4) 
The data is verified by the IT Coordinator in IT Division and then the data is 
finalized by running the macros. Now the data is ready in the format required for 
porting into eoffice Handson / UAT Server. 

(5) The data is ported into eOffice Handson / UAT Server. 

(6) 
The data so ported into eOffice Handson / UAT Server is rechecked by the 
respective IT Coordinator and also the Kendra / Station is asked to check and 
verify the data of their station. 

(7) 
The changes in the data, if required, is made in eOffice module of HRIS. Again 
the data is verified and finalized. 

(8) The Data is ported into Main eOffice Portal. 

(9) 
Leave Admin / Leave Admin Assistants of the Kendra / Station are required to 
update the leave balance and the users of the Kendra / Station can use all the 
modules of eOffice. 
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