
GOVERNMENT OF PAKISTAN

NATIONAL INFORMATION TECHNOLOGY BOARD
c

f No.N ITBlEOFFICE/DEV -CM /2026-P-001 -0002 tslamabad, the 13th July , 2026

MEMORANDUM

SUBJEGT: IMPLEMENTATION oF NEw FEATURES/CONTROLS lN E-oFFlcE APPUCATION oN THE DTRECTTONS
OF PRIME MINISRER OFFICE.

Reference is invited to the Prime Mlnister's Office letter No. 2163/APM/2026 dated 9th Ju ly 2026 on the
subject cited above

2. ln ?ursuance of the above, the following additional features and system controls have been
incorporated into the e-Offlce application:

. DFA Approval Control: DFA cannot be issued unless approved by the desir;,rated Approving
Authority.

DFA lssuance Control: Only an approved DFA can be issugd.
DFA Signatory Restriction: Only the approved signatorytluthorized to issue the DFA.
Document Signatory Restriction: Users are restfffi)from issuing PUCS on behalf of otherusers. 4'C'
Summary Decision Options: The options lfiBrffia, Query 8t Observation, and Returned have

been introduced. .a\J
Compliance to Directives: fvf inlstries/Qift#ns are'require{.[Q,record compliance against each

approved Summary before it can be considered.afobmpleted. rJ ..., P-'
Time'Bound Summary: The./Riirb 

- 
Mini€16-r's 

-Offiqe?rfay 
assign implementation timelines

against directives. Summaries exceeding.td(prescrib$\hfielinp sha\l be automatically flagged as delayed.
Summary Reminder rgt,lr"i AuJp@gte'd remi[t'ers shall be generated upon expiry of the

prescribed implementation timelinq. '\ " rV- ob .

Active DFA Accgss;$iive DFAs a\d accesllEl5 directly from the file noting page.
- . File Editor Optifiizition: The file no,ting. iKterface has been enhanced to improve usability.

Executive Dashboard: The Executive:Eishboard is enhanced for performance and visibility.
Dynamic Search: New enhanc9{:se'arch is provided.
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2. This issues with the approval of the Chief Executive Officer, NITB.

A detailed User Guide covering the above-mentioned features is enclosed herewith as 

^MI:!3. The implementation of the above enhancements may require minor operational adjustments
during the initial transition phase. Ministries/Divisions are requested to extend their full cooperation to facilitate
smooth implementation. NITB Support Teams deployed in all Ministries/Divlsions shall provide the necessary
guidance, training, and technical assistance for the effective adoption and utilization of these features.
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NSOLIDATE D ST OF IS ED TO E.OFFICE

s# Issue
DFA should only be issued after approval by the competent authority; officers
should not be able to issue DFA before a

2 Officers should not be able to another si and issue a letter.
Provide a Search File/Document facility to the Special Secretary to the Prime

and Additional Secretaries for easier retrieval of records.Minister
J

4 Application cache should refresh automaticallyi manual cache clearing should

5

6 Enable PMO to monitor compliance of approved summaries and allow
Ministries liance documents after aDivisions to u load com al.

7 Provide a Timeline/Deadline option to specify implementation or re-submission
dates.
Provide a Reminder feature for summaries awaiting :mplementation or
res onse.

o Provide
without

a button for direct access to active DFAs from the file noting page

10 Remove the visibility of PMO intemal noting from the sending Minisby in the
Document Search window.

11. Further optimize the file e
size of the Previous Paras

ditor, including formatting tools and increasing the
ane.

12. Dis la before session t loss of draft naw to
13. ili incl clis/ding ence/

tions.
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tandardized codin
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time
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ti tion
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thinPrime Minis

A fea mture a be edd altov owProvr of summaries to wtuserster s
L9. Minis libi

eVs summari ers/
echanism finalized

The Prime ster' shoOffice duld etermine the accessl olty high-Iev tra te c esgi to o er CV usCI and the Iemen tationlmPm shou d be

PRIME MINISTER'S OFFICE TILL DATE, AS OF 08-07-2025

1,.

not be required.
Provide "Query" and "Partial Approval" options for summaries in addition to
the existing "Approve" option.

8.

users to scroll.

flles/
dashboards

letters, documents

cc intemalthe Office.

_____-______--

.

.



20. Provide an option to open attachments in separate windows while adding notes

to files/documents and summaries to facilitate simultaneous viewing and

noting.
27 Further improve the GUI of the e-Office system, including the login page, to

enhance usa and user

22. Fix the session expiry tirne to a reasonable duration (e.g.,20-30 minutes) to
user convenience while
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E-Offico Application - Procoss & Featuro Guid6

MODULES COVERED

6 Feature Areas

VERSION

2.0

.. STATUS

Livo / lmplemontsd

LAST UPOATEO
'13 July 2026

ANNEX.I

Detait of New Features lmplementation in E'
Office Application
A consolidated reference for the Summary Process, DFA Process, Enhanced search, and

-. dashboard capabilities recently introduced across the E-Office platform for Ministries and the

PM Office.

DOCUMENT TYPE

Process & Feature Guide
AUOIENCE

Ministries, Secretaries, PM Office

Ho\u to us€ this guido: Each feature area
as implemented in the application.
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EOfrco Applicaton - Process & Feature Guido
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1. Summary Process

The Summary Process has been enhanced with five major features to improve progress tracking

and work efliciency across ministries.

Option I Summary Approval (FOR PM Office)
't . Summary is submitted for approval.

2. The approving authority reviews the summary.

3. Based on the review, the summary is either approved or returned with observations.

adhssr>,'!rdl{wrl-rdt6gt4,P.i.nstOl09(.^.0>>>Msh.uid^.n"r/i"nr"vft!it'orft'rtalr'i*dtt

Option 2 Compliance Report Submission (By Originating Ministry)

1 . After aporoval of the summary, the originating ministry must submit a compliance Report.

2. Submission of the compliance Report is mandatory with remarks or attachments.

3. The compliance status shall be recorded for monitoring and evaluation purposes.

Ministries/Divisions shall record the action taken against lhe approved directives by uploading

relevant documentary evidence and/or providing appropriate remarks substantiating the

compliance.
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E-Office Application
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E-Oflice Application - Process & Feature Guide
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Option 3 Query & Observation

1 . lf the summary is not approved, it is returned to the concerned ministry'

2. The approving authority provides Queries and Observations'

3.Theministryreviewstheobservationsandupdatesthesummaryaccordingly.
4. The revised summary is resubmitted for approval within the prescribed time frame
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Eoffc6 Application - Proc€ss & Feature Guide

Time bound

Enter the fime Bound (days) within which summary must be returned.

SECRETARY DESK
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Optlon 4 Reminder Management

1. When a summary is retumed with queriesind observations' a response timeline is assigned

2. ThL timetine is communicated to the concemed ministry'

3. lf no action is taken before the deadline:

- The system automatically generates a reminder'

- Tho remlnder intimation is-sent to the concemed authorities at PM Offic€ and the concemed

MinistrY's Secretary'

- The summary aPpears in the Reminder section on both the sendeds and recipients desks'

Days:

1

) Ul$iration & Query

stEP 3
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EOffic€ Application - Process & Feature Guide
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Option 5 Return Process

1. Upon the request of the summary-originating ministry, the summary is returned to the

concemed ministry without any action.

NEW-APPROVAL

Decision required
Select an action for this summary before proceeding.

X
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SECRETARY DESK
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2. DFA Process 4 NEw FEATURES

The DFA (Draft for Approvatl eroJess has been enhanced with four major features to strengthen

content authorization and approval controls'

Option 1 View DFA

1 . User selects the View DFA oPtion'

2. lf there is only one DFA, it opens directly lf there is more than one' a pop-up window

disPlays all unaPProved DFAs'

3. The user can:

- Preview the DFA content'

- Edit the DFA before aPProval'
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Option 2 Approve or Submit Remarks

1 . The approving authority opens the DFA for review.

2. Two options are displayed: Approve and Remarks.

3. lf Approve is selected: a single DFA is approved directlr if more than one DFA exists, a poP'

up displays unapproved DFAs for approval.

4. lf Remarks is selected: the user is redirected to the file's Notes section, where remarks are

entered and submitted to the initiator.

Rule: The approving authority cannot forward the tile until one of these optjons is selected.
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E-Ofrco Application - Process & Feature Gurde
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Option 3 lssue DFA

1 . After DFA approval, the designated signatory accesses the lssue DFA option'

2. The approved DFA is formally issued

Rule: The issuing authority cannot foMard the llle until the DFA has been issued'
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lssue DFA
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Option 4 View File Details

1 . Users can review the cpmplete history and status of the file from a single interface.

2. The system displays complete file information, including:

/ Filo Details

/ Audit Trail

/ Conespondence

/ DFA Rscords

/ Additional Remarks

/ Notings

/ Attachments

/ Part Files

/ Summary Records
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E-Otlice Application - Process & Feature Guide

3. Enhanced Search 2 NEW FEATURES

Two new search features have been introduced to speed up retrieval of Summaries, Files, and
Documents.

a Dynamic Search
Enables organization-wide search across Summaries, Files, and Documents

. Secretaries & Heads of Organizations

a Section Search
Enables section-wise search across Summaries, Filei:] and Documents.

. Available to all users
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4. Resize Previous Noting Pane

t) lmproved Note-Drafting Workspace
ln the File Note section, the Previous Noting pane has been resized to occupy half of the page, providing

improvod readability and a better workspace for drafling notes,
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5. Enhanced Executive Dashboard

a Organization-Wide Oversight
A new enhanced dashboard has been introduced for Secretaries and Heads of Organizations to provide a

comprehensive overview of organizational activiiies. The dashboard enables effective monitoring ol
summaries, files, PUCS, and pending matters through key indicators and real-time information -
supporting timely decision-making and improved administrative oversight.

. Secretaries & Heads of Organizations
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