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» «“e-Suchna” is available only on CGDA MPLS
WAN.

» For getting access of “e-Suchna”
o Add Preferred DNS Server IP 10.48.153.39
o Add Alternate DNS Server IP 10.48.153.38
o Remove all alternate DNS Server IP.
o Type http://eSuchna.dad in Chorme

> For getting accessing over Staging Server
o http://10.48.152.77/suchna
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User Classification

For Controller Offices :
User Type
1.) Super User

2.) System Administrator

3.) User

Role
Approving / Blocking of User Id &
Password For Administrators of CDA
/ PCDA Offices
Adding of CDA / PCDA Office Name
Adding of Designation
Adding of City
Adding Office Type

Approval / Blocking of Another
Administrator

Adding Office Under their
jurisdiction

Adding of Section Detail in the
Office

Section Allotment of User
Forwarding the Reports Received
from other office to respective
Section.

Accepting the Report Received From
Administrator

Forwarding the report to sub office
or other section (if required)

Preparing Report and Approval by
appropriate authority.

Create Report and approval by
appropriate authority.

Top
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Log In Page
eAdoll 72y

Paperless Reporting System

24 |
Bl
B s
@ nnzll
Capicha

Put User Id and Password.

Select Financial Year.

Put Captcha. (Click to Refresh if Captcha is not readable)
Click On “Submit”

Click On “Register” for Registering in e-Suchna

Click on “Reset Password” for Changing Password

Click on “Block Yourself” for Blocking the User Id

AN NN N Y NN
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Register Page

Self - Registration

2 subhendude.dad@mgowv.in «—| 1
i S—
2 SubhenduDE AAO MoD DAD BangloreKarnatka
<« 3
2 99536606164
e-Suchna Te— 4
-~ 6
--- Select office --- A
7
: ; ]
--- Select designation -— T
< 8
-- Select UserType —- r
)i 9
<«— 10

ahwNE

RO NO

12

Type Your NIC Email Id only

Edit Name (if required)

Edit Mobile No (if Required)

Select Application Name

Click on Confirm mail. (An OTP would be forwarded to
eMail)

Select Your Office Name

Select your Designation.

Select User Type.

Enter the OTP forwarded to your email id.

0. Enter Your Password (Password Policy : Min 6

Char, One Uppercase, One Lower Case, One Special
Char, One Number)

11. Confirm Password
12. Click on Submit to Register.

Top
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Password Reset

RESET- Password

2 subhendude.dad@gov.in N

e-Suchna ve—| 2

Type Your Registered NIC Email Id only

Select Application Name

Click to Confirm Email.

Enter the OTP forwarded to your email id.

Enter Your Password (Password Policy : Min 6 Char,
One Uppercase, One Lower Case, One Special Char,
One Number)

Confirm Password

. Click on Submit to Rest Password.

Top

1.
2.
3.
4.
5.

N o




e-Suchna.dad -v1.000 6|Page

Block Your User Id

Self-Blocked (Thank to use e-suchna)

2 subhendude.dad@gov.in 1

e-Suchna Ye— | 2

Type Your Registered NIC Email Id only.
Select Application Name.

Click on Confirm email.

Enter the OTP forwarded to your email id.
Enter Your Password Confirm Password
Click on Blocked to Block Yourself.

Top

1.
2.
3.
4.
5.
6.



e-Suchna.dad -v1.000 7|Page

Home Page
After successful Authentication of User Id and Password following
Home Page will appear as follows:

(o)

pr - Paperless Reporting System

Welcoma SUBHENDU DE

Name of Office Log In
Menu Bar

Addressing to User

User Name, Office Name

PONR

Top
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Reports :
Put the Mouse Pointer over Received Report Menu . Report Button
will appear. Click on Report— Following Screen Will Appear.

e2Idloll ey

ER=D it Euzw

Paperless Reporting System

PCDA Bengaluru Admin~ Received Report~ Create Report= Saarch G Log Qut

CneTime Diaily Weekly Fortnightly Manthly Quarterly Halfyearly Annualy
Repart  Report From Section Report Letter No Letter Date | Last Date | Repart View / Action
d Mame Interval Approve
18 Controller General Of Defence ITRS TEST Mech/IT&S/148/Website | 2018-06-  2018-06- | OneTime [ -
Accounts Wwing 04 13

.
[ e-s= - Google Chrome l‘:' 8 g

[ 10.48.152.77/suchna/ForwardTo.php?Var=MTg= Q
Report Id Report Fram Sactizn Report Narme Letter No Letter Date Lagt Date Report Interval
18 ‘Conzroller General Of Dedznge Acoounts &S Wing TEET MechITES 146 WWebsie 20150604 20150613 On=Time

Accepting Report ¥ Submit ' .

1. Click to Accept that Report will be generated by
Concerned Section.

2. Select Accepting Report and Click on Submit Button.
After Accepting the Report the Report Dash Board will
show as follows :

L Manage Report

OneTime Duaily Wieskly Fortmightly Moty Dwsarberly Hallyearly Aawally
Report Report From Setioe Report Lestier Mo Lesftser Last Dale Riespeoart iew [ Aarticwy
Id Name Date Invbeerval
1E Cu tweral OF Delence &S TEST Mach/TTES/ 148/ Website | 2D1E-D5- | 2018-06- | OneTime
Wiy o4 3

ElE:

3. Click to Prepare Report. Followng screen will appear
4. Click the refer Sub-office for acquring same report.

& Report submission & Report Details

Report Name TEST Computer
Letter No Mech/ITES/148/Website
Letter Date 2018-06-04 Quantity
Last Date 2018-06-13
P | Report as on 2018-06-01
——Prcom Date 2018-06-01
To Date 2018-06-30
_ﬁepor{ Interval OneTime
S Search Report Vi 3.7
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3.1 Enter Report Date As on.

3.2 Enter Report Date From.

3.3 Enter Report Date To.

3.4 Check Report Interval

3.5 Click to Search Report.

3.6 Enter the Detail as required.
3.7 Click on Submit to Save Data.

4.2

4.1 Click on check box to fetch report from Sub
Offices
4.2 Click on Submit to Save Data

5. Click to View / Approve Report

5.1 Approval of report may be done by Office
Headed By. If Office headed by IDAS officer
minimium IDAS level officer required to
approve the report.

5.2 If office Headed by AO. AAO/AO can approve
the report.

5.3 Approve Button will show as per login
credential.

Top
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Report Type /7 Name :
Put the Mouse Pointer over Create Report Menu . Report Type /

name Button will appear. Click on Report Type / name — Following
Screen Will Appear.

eIdoll
Gontroler Genera Of Defence Accounts v [ ——— 1 |
— Select Section — o2
—C)
—
—)
Lo ]
— Report Interval — v e— 8]
)
1. Select Office Name.
2. Select Section.
3. Enter the Report Name.
4. Enter Letter No through which report is being asked.
5. Enter Letter Date.
6. Enter Last Date of Submission of Report.
7. Select Report format approved by. (Creater will select

minimum next higher authority).
. Select Report Interval (OneTime, Daily,Weekly etc.)
. Click Submit to Save Data.

O

Top
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Report Category / Header :

Put the Mouse Pointer over Create Report Menu . Report
Category / Header Button will appear. Click on Report Category /
Header — Following Screen Will Appear.

edoll
[
Paperless Reporting System
Gontrollar Gansra! OF Detencs ACoounts Admin - Recaived Rapon + Crasts Rapon = Soamnw B Logout
Cantroller General Of Defence Accounts v <« .
TEST v 4‘
—)
- L]
1. Select Office Name.
2. Select Report Name.
3. Enter Report Category / Header (Header portion may

be multiple).
4. Click Submit to Save Data.

Top
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Detail Report :
Put the Mouse Pointer over Create Report Menu . Detail Report
Button will appear. Click on Detail Report — Following Screen Will

Appear.

oahwWNPE

7.
8.

9.

Controller General Of Defence Accounts v 4‘
e——(7)

Gomputer T 4'

Select Field Type v <

Mandatory Field v 4‘—@

[oors | ver PR )

. Select Office Name.

Select Report Name.

Select Report Category / Header.

Enter Serial No of Item.

Enter Item Name

Enter Item Id (Item 1d equivalent to html text
item id It should not be Duplicate).

Select Field Type.

Enter Field Length.

Select the Field is Mandatory / Optional.

10. Enter Mandatory letters like (Y,N etc).

11. Click Submit to Save Data.

12. Click View to See the Data.

(Sl No & Itemld will be unique in respect of the

report)
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Select Office :
Put the Mouse Pointer over Create Report Menu . Select Office

Button will appear. Click on Select Office — Following Screen Will
Appear.

e3Toll e
[ = o
Paperless Reporting System AR

Cortrcllr Generd Of Defence drocunts.  Admine  FecevedFeporie  CresteFepote  Searche

Controller General Of Dafence Accourts ¥ € -
TEST v 44-

C20A

Coriraller General Of Defence Acocuns
FCA 5] Kelkata.

FCOAF ALLAHABAD
FCDA Bengaiury

CDAFara

B- )

1. Select Self Office Name.
2. Select Report Name.
3. Click on Check Boxes for selecting office.

4. Click Submit to Save Data.

Top
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Approve Report :

Put the Mouse Pointer over Create Report Menu . Approve
Report Button will appear. Click on Approve Report — Following Screen
Will Appear.

edloll

Paperless Reporting System

Cortroller Generd Of Deferce Acocunts. Adminw  FeceivedFepenw  CresteReporte  Beamher G LogOut

Controller Gengral Of Defence Accounts ¥ 4

7 5
[ eg= - Google Chrome = | ]

I
o

[4 10.48.152.77/suchna/ViewReportFormat.php?Var=MTg

=)

TEsT
She Name of Office Computer
+ bemNarne - Quartity
+ Bemid- Comy
+ Fisd Typa- N
+ Fisi Langth - 10
+ Mandatory / Optional - Mandatory

Fiepart Format Created By - Mathur On 20130804

Fespart Format Agproved Sy - On 000-00-00

Approve B 3

. Select Self Office Name.

. Click on Report Name.

. Click Approve to Approve Report.
(Approve Button will be available to the
respective designhation & above )

WN P

Top
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View Report :

Put the Mouse Pointer over Create Report Menu . View Report
Button will appear. Click on View Report — Following Screen Will

Appear.

e2I<loll

Paperless Reporting System

Controller General OF Defence Accounts Admin~ Recsived Repart = Creste Report~ Search~

Report Id  Report Asking From  Report Name Letter No Letter Date
10 sfafa sfsfs 2018-03-24
11 Computer Items  fsfskjf 2018-03-26
12 Yoga Day Report ABCDEFGH/123  2018-05-05
13 KMI REPORT ABCD 2018-07-03
14 abed fslfs 2018-05-29
15 BE-RE sfasfajl 2018-05-30
16 Pension Report  sffs 2018-05-31

Last Date

2018-03-31

2018-03-31

2018-05-12

2018-07-31

2018-05-31

2018-06-20

2018-06-14

Report Interval  View Format Forward Te
OneTime [ ] (=4

Monthly

[

Daily

[

Halfyearly
Halfyearly

o]

o]

Annually

L I |
®

Monthly

o]

1. Click on Icon to view the
appear.

G ComputerTrems

Report Name Computer [tems
Letter o fefslgf
Letter Date 2018-03-26

Last Date 2018-03-31

Repart 25 on

From Date

To Date

Report Intenal ~— Manthly

- Select View Type -

Report. Following screen will

08

Ahab bt

View Repart | Print | Export To Excel

2. Enter Report as on Date
3. Enter Report From Date.
4. Enter Report End Date.
5. Check Report Interval.
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6

. Select Report View Type

7. Click on View Report. Following Report will Show

SlNo

Name of Office Key Board
CDA Patna

CGDA

PCA [F¥'S) Kolkata

PCDA Bengaluru

PCDA P ALLAHABAD

Top

For Any Suggestion / queries
Please send email to
ereporthelp.dad@hub.nic.in
(011-25665586)

Office of the CGDA
Ulan Batar Road, Delhi Cantt - 110010
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