


File Closing Steps in e-Office 
 

*Note: After getting closing approval of a file from concerned authority 

through Note file then to close the file in e-Office do the following steps 
 

Step 1: 
Open the file which has got approval for closing. 
 

 
 

Step 2: 
Then click on More option and choose Close File--->Close 

  
               



Step 3: 
Now you can see the file pad image as shown below. 
 

 
 

Step 4:  
You should enter closing remarks, then click on close button. A conformation 

box will appear on screen then click on OK Button.   

 

               
After closing the file, the closed file information will appear in 

Files→Closed→ ByMe. 


