Frequently Asked Questions (FAQ) regarding Centralised Diary Dispatch System (CDDS)
A:  DISPATCH:-

Q1-    How to view Dispatch Register?
Ans1-
Login CDDS through User ID of Diarist/ Dispatcher >>Reports>>View Diary/Dispatch Report>> Select Report Type as “Dispatch Report” by selecting the required options and click on “Get Report” button.

Q2-    How to select the Reply Required option while dispatching the letter?

Ans2-
Login CDDS through User ID of Diarist/ Dispatcher >>Dispatch>>New Dispatch>>Select “Yes” in front of “Reply Required” option by entering the required fields (When “Reply Required” is selected as “Yes”, then the Subordinate(Lower)  office can not file the case (letter etc.) until reply has been submitted by it. However, while dispatching letters etc. to higher offices, the “Reply Required”  option should be selected as “No”)

(This facility is available under all the modes of Dispatch option)

Q3-    How to dispatch single letter to one office?
Ans3-
Login CDDS through User ID of Diarist/ Dispatcher >>Dispatch>>New Dispatch>>Fill up required fields>>Select “Single Dispatch Without Endorsement” under “Dispatch Type” option>> click on “Dispatch” after filling the required fields. The dispatch number will be generated automatically and this dispatch number should be mentioned on the letter to be uploaded/ dispatched.
Q4-    How to dispatch letter addressed to multiple offices with/ without 
endorsement?
Ans4-
Login CDDS through User ID of Diarist/ Dispatcher >>Dispatch>>New Dispatch>>Fill up required fields>>Select “Multiple Dispatch With/Without Endorsement” under “Dispatch Type” option>>Select Dispatch to>> Office Type & office Names i.e. Within PHED or Contractors/Suppliers/Employees of PHED/Public letters or Other Department  to whom the letter is required to dispatched/endorsed >>Click on “Add More” button to add more offices>>Select “Endorse” Field in front of selected office name to whom the latter is required to be endorsed. Add more offices by repeating the process 
(Click “Endorse” button in front of selected office name to whom the letter is required to be endorsed). The dispatch number will be generated automatically and this dispatch number should be mentioned on the letter to be uploaded/ dispatched.
Q5-    How to dispatch single letter addressed to group of offices?
Ans5-
Login CDDS through User ID of Diarist/ Dispatcher >>Dispatch>>New Dispatch>>Fill up required fields>>Select “Group Dispatch” under “Dispatch Type” option>> Select a particular group from “Group Name” option >> (Click “Endorse” button in front of selected office name to whom the letter is required to be endorsed). The dispatch number will be generated automatically and this dispatch number should be mentioned on the letter to be uploaded/ dispatched.
Q6-    How to upload a document after dispatch of letter?
Ans6-
Login CDDS through User ID of Diarist/ Dispatcher >>Dispatch>>New Dispatch>>Click on  “Browse”  button in front of “Upload File” option and select  the location of particular file (only pdf,xls,doc & jpg format) which we want to upload (The document should be uploaded after mentioning/writing the automatically generated dispatch Number (dispatch No.) obtained from online saving of details in CDDS.)   


( This facility is available under all the modes of Dispatch option)

Q7-    How to prepare a Dak-Book?
Ans7-       Login CDDS through User ID of Diarist/ Dispatcher >> Tools &  

                 Utilities>>Prepare Dak Book>>Enter Dispatch No. & Date>>Select    

                 Letter to be delivered>> Click On “Save” button. (Dak Book can only be 

                    prepared for letters where dispatch mode selected as “Dak- Book”. Only selected 

                   letters will be assigned to Dak Book. )  
Q8-    How to view the report of Dak-Book?
Ans8-       Login CDDS through User ID of Diarist/ Dispatcher >> 
                 Reports>>Station Dak Book>>Fill up required information>>Click on 

                “Get Report”  button. 
Q9-    How to dispatch Allotment Letters to Contractors & endorsed to 

          Account/Drawing & C Branch etc.?
Ans9-
Login CDDS through User ID of Diarist/ Dispatcher >>Dispatch>>New Dispatch>> Select “Single/Multiple Dispatch With/Without Endorsement” under “Dispatch To” option>>Select “Contractors/Suppliers”  & Select a particular Contractor>> Click on “Add More” after entering the other required fields>>Select “Within PHED” as “Dispatch to” field>> Select Office Type, Office Name, Branch Name & repeat the process as per requirement.       .

Q10-    How to use “Group Dispatch Option” to whom letters are  

          dispatched frequently?
Ans10-
Login CDDS through User ID of Diarist/ Dispatcher >>Dispatch>>New Dispatch>>Fill up required Field information>>Select “Group Dispatch”>>Select Group Name>>Click on Dispatch, Endorse & Reply Required option as per requirement   >> Select Mode of Dispatch in front of selected office name in the table .

.
Q11-    How to search dispatched letters?
Ans11-
Login CDDS through User ID of Diarist/ Dispatcher >>Reports>>Search Dispatch (Search Dispatch  by entering the some specific information>> Click on “Search” button.  

B:  DIARY:-

Q1-    How to view Diary Register?
Ans1-
Login CDDS through User ID of Diarist/ Dispatcher >>Reports>>View Diary/Dispatch Report>> Select Report Type as “Diary Report” by selecting the required options and click on “Get Report” button.
Q2-    How to receive letters from PHED office dispatched before 
          01.01.2015?
Ans2-
Login CDDS through User ID of Diarist/ Dispatcher >>Initial Diary >>Other Hr. Govt. Deptt.’s>> Select department as “PHED”>>Fill up the required information>> Click on “Save” button. 


(This provision has been created specially for online receipt of all letters  which  have  been  dispatched   by   PHED   offices   before 01.01.2015. This mechanism will be closed shortly. So, necessary arrangements be made to enter online such letters immediately.)

Q3-    How to receive letters from PHED office dispatched on and after   

          01.01.2015?
Ans3-      Login CDDS through User ID of Diarist/ Dispatcher >>Initial Diary 

                >>With in PHED>> Click on “Receive” link against such letter which  

                have been received physically. 

Q4-    How to receive letters (New Receipt) from other departments? 
Ans4-       Login CDDS through User ID of Diarist/ Dispatcher >>Initial Diary 

                >>Other Hr. Govt. Deptt.’s>> Select a particular department >>Fill up  

the required information such as office name etc.>> Click on “Save” button.

    Q5-   How to receive letters from other Haryana Govt. Departments in 
             response to PHED reference?

    Ans5-       Login CDDS through User ID of Diarist/ Dispatcher >>Initial Diary 

           >>Other Hr. Govt. Deptt.’s in Response to PHED Dispatch>> Click on 

           “Receive” link against such letter which have been received physically.

Q6-    How to receive letters from PHED contractors?
Ans6-       Login CDDS through User ID of Diarist/ Dispatcher >>Initial Diary 

>>Miscellaneous/ Others >> Select “Contractor/ Supplier”  against  “Received From” field>> Select Contractor’s Class & particular Contractor Name>> Fill up the required information>>Click on “Save” button.

Q7-    How to receive letters from PHED employees?
Ans7-       Login CDDS through User ID of Diarist/ Dispatcher >>Initial Diary 

>>Miscellaneous/ Others >> Select “Employees of PHED”  against  “Received From” field>> Select Establishment Type>>Select Designation & Name of Employee >> Fill up the required information>>Click on “Save” button.

(The employee is to be selected from the database of PIS. So it is necessary to keep  data of PIS updated regularly).

Q8-    How to receive letters from others (not included in the above)?
Ans8-       Login CDDS through User ID of Diarist/ Dispatcher >>Initial Diary 

>>Miscellaneous/ Others >> Select “Public Letters” against  “Received From” field>> Select Establishment Type>>Type the Name of Person by whom letter is received >> Fill up the required information>>Click on “Save” button.

A:  GENERAL :-

Q1-     How to add Grievance?
Ans1-
Login CDDS through User ID of Diarist/ Dispatcher >>Tools & Utilities>>Add IT Related Grievance.

Q2-     How to view the status of Grievance?

Ans2-
Login CDDS through User ID of Diarist/ Dispatcher >>Reports>>View Grievance Status.

Q3-     How to add new Office?
Ans3-
Login CDDS through User ID of Diarist/ Dispatcher >> Tools & Utilities>>Add New Office.

Q4-     How to add offices situated at Chandigarh?

      Ans4-     Login CDDS through  User ID of Diarist/ Dispatcher >>   

                     Tools & Utilities>>Add New Office>>Select District as “Panchkula” & 

                     Select Area Type “Town”>> Select Town as “Chandigarh”>> Type the 

                     Office Name (if not added already)


Q5-    How to deal the pending letters, emails & files etc.?
     Ans5-     Login CDDS through  User ID of Diarist/ Dispatcher >>   

                    Pending Letters & File>>Select a particular letter on which action to be 

                    taken>> Select Action to be Taken (Such as Send to other Branch, File/ 

                   Final, Interim Reply& Dispatch, Forward etc.)>> Click on “Save” button.   

Q6-    How to deal the pending letters, emails & files etc. at Head office?
      Ans6-    Login CDDS through existing User ID of PIS >>   

                    Pending Letters & File>>Deal Pending letters/ File>>Select a particular 

                    letter on which action to be taken>> Select Action to be Taken (Such as 

                   Send to other Branch, File/ Final, Interim Reply& Dispatch, Forward 

                   etc.)>> Click on “Save” button

 Q7-    How to deal the pending letters, emails & files etc. at Circle office?
Ans7-         Login CDDS through existing User ID of PIS of Circle office >>   

                   Pending Letters & File>>Deal Pending letters/ File>>Select a particular 

                   letter on which action to be taken>> Select Action to be Taken (Such as 

                   Send to other Branch, File/ Final, Interim Reply& Dispatch, Forward 

                   etc.)>> Click on “Save” button

Q8-    How to deal the pending letters, emails & files etc. at Divisional 
     office?
Ans8-         Login CDDS through existing User ID of PIS of Division office >>   

                   Pending Letters & File>>Deal Pending letters/ File>>Select a particular 

                   letter on which action to be taken>> Select Action to be Taken (Such as 

                   Send to other Branch, File/ Final, Interim Reply& Dispatch, Forward 

                   etc.)>> Click on “Save” button.
Q9-    How to deal the pending letters, emails & files etc. at Sub Divisional 
          office?
    Ans9-     Login CDDS through existing User ID of PIS of Sub Division office >>   

                   Pending Letters & File>>Deal Pending letters/ File>>Select a particular 

                   letter on which action to be taken>> Select Action to be Taken (Such as 

                   Send to other Branch, File/ Final, Interim Reply& Dispatch, Forward 

              etc.)>> Click on “Save” button
Q10-    How to file (Close) a pending letter?

      Ans10-  Login CDDS through existing User ID of Diarist/ Dispatcher >>   

                    Pending Letters & File>>Select a particular letter on which action to be 

                    taken>> Select “File/Final” option in front of “Action to be Taken” field

                    >> Enter Remarks, if any>>Click on “Save” button.   

