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1. Introduction

This Standard Operating Procedure (SOP) describes the process for creating email
accounts on the new cloud-based Email Service Provider (ESP) platform integrated with
Parichay and eForms (https://eforms.nic.in).

2. Glossary

Acronyms |Description
DA Delegated Administrator
RO Reporting Officer
FO Forwarding Officer
us Under Secretary
ESP Email Service Provider
MDO Ministries/Department/Organization
NIC National Informatics Centre
SSO Single Sign-On

3.Scope and Target Audience

3.1. This document covers the procedure for the creation of email accounts (with and without
mailbox) on the new cloud-based email platform integrated with ESP and Parichay.

3.2. Target audience

+ Central Government Ministries/Departments/ Organization (MDO)
« State Government Ministries/Departments

* PSU (Public Sector Undertaking) Paid Users

* Delegated Administrator (DA)

* Reporting Officer (RO)

* Under-Secretary (US)

« Email Service Provider (ESP)
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4.Part-A: Email Account Request (with mailbox)

1. Single Email Request Initiated by Users

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

2.2.

2.3.

2.4,

Non-Gov users shall login into portal https://eforms.nic.in using a Non-Gov email
ID and mobile number. Authentication shall be done via OTP (to both email and
mobile).

Gov users shall log into portal https://eforms.nic.in through Single Sign-On (SSO)
using Parichay.

As a part of Profile Submission, user shall enter personal and organizational
details, including photo and official ID proof, US(Under Secretary or equivalent)
details (if RO is Non-Gov user) and RO/FO/Nodal Officer details (if RO is Gov
user).

User shall complete the Email Request Form (preferred email ID, UID, date of
birth, date of retirement) and submits it. Only allowed domains can be selected.

For Contractual user, govcontractor.nic.in domain is provided. For Consultant
user, govconsultant.nic.in domain is provided. For Support user,
supportgov.nic.in domain is provided.

If user’s email id is existing in Parichay and not in Zoho, then user shall select
an option “Do you want to use existing email id?” and proceed further with the
existing email 1d’s migration to Zoho.

Upon submission, a unique “Email Form ID” shall be generated and recorded in
the eforms.nic.in portal. (e.g.: SINGLEUSER-FORMDate+SerialNo.)

This Form ID shall serve as the official reference number for all subsequent
stages of the approval workflow, tracking, and audit purposes.

Bulk Email Request Initiated by Users/DA-Admin

Gov users or DA-Admin shall log into portal https://eforms.nic.in through Single
Sign-On (SSO) using Parichay.

As a part of Profile Submission, user shall enter personal and organizational
details, including photo and official ID proof and RO/FO/Nodal Officer details.

User shall complete the Email Request Form (first name, last name, designation,
department, state, country code, mobile number, date of retirement, login UID,
complete email 1D, date of birth, employee code) by CSV file upload for bulk
records and submits it. Only allowed domains can be entered in the CSV file.

Upon submission, a unique “Email Form ID” shall be generated and recorded in
3
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the eforms.nic.in portal. (e.g.: BULKUSER-FORMDate+SerialNo.)

This Form ID shall serve as the official reference number for all subsequent
stages of the approval workflow, tracking, and audit purposes.

3. Approval of Reporting Officer (MDQO)

3.1

3.2.

3.3.

3.4.

4.2.

4.3.

4.4,

4.5.

4.6.

4.7.

4.8.
4.9.

The Reporting Officer (MDO) shall receive an automated notification of the
request via an email through https://eforms.nic.in and SMS on registered mobile
number.

The details of the form submitted by the applicant shall be visible to the
Reporting Officer (MDO) on the eforms.nic.in portal under Preview feature
available in Action button.

The Reporting Officer (MDO) shall review the request present on
https://eforms.nic.in to assess its validity, necessity, and compliance with MDO
policies and guidelines.

Based on the review, the Reporting Officer (MDO) shall approve or reject the
request.

Email creation by DA-Admin (MDQO)

DA-Admin (MDO) shall receive an automated notification of the request via an
email through https://eforms.nic.in and SMS on registered mobile number.
DA-Admin shall log into portal https://eforms.nic.in through Single Sign-On
(SSO) using Parichay.

As a part of Profile Submission, DA-Admin shall enter personal and
organizational details, including RO/FO/Nodal Officer details.

The form submitted by the applicant shall be visible to the DA-Admin (MDO)
on the eforms.nic.in portal on dashboard and form details shall be visible under
Preview feature available in Action button.

DA-Admin (MDO) shall review the request present on https://eforms.nic.in to
assess its validity, necessity, and compliance with MDO policies and guidelines.
DA-Admin (MDO) shall authenticate on new email platform with email id and
password provided by ESP.

Upon successful authentication, DA-Admin (MDO) shall click on “Create ID”
option provided against the user request.

A confirmation message shall appear after successful processing of the request.
DA-Admin (MDO) shall track the request from “Under Process Request”
module provided on the dashboard.

4.10. 1D will be created only when email quota for the department is available at ESP.
4.11. And, request for quota increase is accepted only when duly sealed and signed

letter from JS (Joint Secretary or equivalent) will be uploaded by department’s
delegated administrator.
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4.12. Upon successful completion of the request, all stakeholders and the user will

receive email and SMS notification regarding the successful creation of the email
ID.
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5.Part-B: Email Account Request (without
mailbox) by Government Entities/PSU

1.
1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

2.1.

3.
3.1

3.2.

3.3.

Single/Bulk Email Request Initiated by Users/DA-Admin

Login process for Non-Gov users and Gov users shall remain the same as
mentioned in point no. 1.1. and point no. 1.2. of Part A for Single Email request.

Login process for Gov users or DA-Admin shall remain the same as mentioned
in point no. 2.1. of Part A.

Profile Submission process shall remain same as mentioned in point no.1.3. of
Part A.

User shall complete the Email Request Form (preferred email ID, UID, date of
birth, date of retirement) and submits it or upload CSV file for bulk records.
Only allowed domain. i.e. eauth.in or stateeauth.in can be selected.

If user’s email id is existing in Parichay and not in Zoho, then user shall select
an option “Do you want to use existing email id? "’ and proceed further with the
existing email id’s migration to Zoho.

Upon submission, a unique “Email Form ID” shall be generated and recorded
in the eforms.nic.in portal. (e.g.: SINGLEUSER-FORMDate+SerialNo. /
BULKUSER-FORMDate+SerialNo. )

This Form ID shall serve as the official reference number for all subsequent
stages of the approval workflow, tracking, and audit purposes.

Approval of Reporting Officer (MDQO)

The process of approval by Reporting Officer (MDO) shall remain the same as
mentioned from point no. 3.1. to point no. 3.4. of Part A.

Email creation by DA-Admin (MDOQO)

Login process for DA-Admin (MDO) shall remain the same as mentioned in point
no.4.2. of Part A.

Profile submission process for DA-Admin (MDO) shall remain the same as
mentioned in pointno.4.3. of part A.

For email account creation process, steps mentioned from point no.4.7. to point
no.4.10. shall remain the same.
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NOTE — User will reset the password for email ids to be accessed on
Zoho through mail[at]gov[dot]in/mail[at]nic[at]in and to be
accessed on eForms through passapp[at]email[at]gov[dot]in.

6.Part C: Email Activate and Email Deactivate

Req uest
1. Email Activate Request Initiated by Reporting
Officer/Coordinator

1.1. Reporting Officer/Coordinator of the user shall login into portal
https://eforms.nic.in through Single Sign-On (SSO) using Parichay.

1.2. Reporting Officer/Coordinator shall enter form details (email ID to be activated,
date of retirement and type of the user like — Gov/PSU official, Contractual staff,
FMS support staff).

1.3.  Upon submission, a unique “Email Form ID” shall be generated and recorded in
the eforms.nic.in portal. (e.g.: EMAILACTIVATE-FORMDate+SerialNo.)

1.4.  This Form ID shall serve as the official reference number for all subsequent
stages of the approval workflow, tracking, and audit purposes.

2. Email De-activate Request Initiated by User/Reporting
Officer/Coordinator

2.1. User/Reporting Officer/Coordinator shall login into portal https://eforms.nic.in
through Single Sign-On (SSO) using Parichay.

2.2. User/Reporting Officer/Coordinator shall enter form details (email ID to be de-
activated.

2.3.  Upon submission, a unique “Email Form ID” shall be generated and recorded in
the eforms.nic.in portal. (e.g.: EMAILDEACTIVATE-FORMDate+SerialNo.)

2.4. This Form ID shall serve as the official reference number for all subsequent
stages of the approval workflow, tracking, and audit purposes.
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3. Approval of Reporting Officer (MDQO)

3.1.

3.2.

3.3.

3.4.

The Reporting Officer (MDO) shall receive an automated notification of the
request via an email through https://eforms.nic.in and SMS on registered mobile
number.

The details of the form submitted by the applicant shall be visible to the
Reporting Officer (MDO) on the eforms.nic.in portal under Preview feature
available in Action button.

The Reporting Officer (MDO) shall review the request present on eForms portal
to assess its validity, necessity, and compliance with MDO policies and
guidelines.

Based on the review, the Reporting Officer (MDO) shall approve or reject the
request.

Email activation/deactivation by DA-Admin (MDQO)

4.1.

4.2.

4.3.

4.4,

4.5.

4.6.

4.7.

4.8.
4.9.

4.10.

DA-Admin (MDOQ) shall receive an automated notification of the request via an
email through https://eforms.nic.in and SMS on registered mobile number.
DA-Admin shall log into portal https://eforms.nic.in through Single Sign-On
(SSO) using Parichay.

As a part of Profile Submission, DA-Admin shall enter personal and
organizational details, including RO/FO/Nodal Officer details.

The form submitted by the applicant shall be visible to the DA-Admin (MDO)
on the eforms.nic.in portal on dashboard and form details shall be visible under
Preview feature available in Action button.

DA-Admin (MDO) shall review the request present on https://eforms.nic.in to
assess its validity, necessity, and compliance with MDO policies and guidelines.
DA-Admin (MDO) shall authenticate on new email platform with email id and
password provided by ESP.

Upon successful authentication, DA-Admin (MDO) shall click on “Mark As
Done” option provided against the user request.

A confirmation message shall appear after successful processing of the request.
DA-Admin (MDO) shall track the request from “Under Process Request” module
provided on the dashboard.

Upon successful completion of the request, all stakeholders and the user will
receive email and SMS notification regarding the successful creation of the email
ID.
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7.Part D: Validity of Email ID extension request

1.
1.1.

1.2.

1.3.

1.4.

2.1.

2.2.

2.3.

2.4.

3.1.

3.2.

3.3.

Request Initiated by Users

Gov users shall log into portal https://eforms.nic.in through Single Sign-On (SSO)
using Parichay.

Serving employees shall fill complete form details (date of birth, date of account
expiry), select employment type and email id preference (Name based or
Designation based) and submits it.

Upon submission, a unique “Email Form ID” shall be generated and recorded in
the eforms.nic.in portal. (e.g.: DOREXT-FORMDate+SerialNo.)

This Form ID shall serve as the official reference number for all subsequent stages
of the approval workflow, tracking, and audit purposes.

Approval of Reporting Officer (MDO)

The Reporting Officer (MDO) shall receive an automated notification of the
request via an email through https://eforms.nic.in and SMS on registered mobile
number.

The details of the form submitted by the applicant shall be visible to the
Reporting Officer (MDO) on the eforms.nic.in portal under Preview feature
available in Action button.

The Reporting Officer (MDO) shall review the request present on eForms portal
to assess its validity, necessity, and compliance with MDO policies and
guidelines.

Based on the review, the Reporting Officer (MDO) shall approve or reject the
request.

Email validity extension by DA-Admin (MDQO)

DA-Admin (MDO) shall receive an automated notification of the request via an
email through https://eforms.nic.in and SMS on registered mobile number.
DA-Admin shall log into portal https://eforms.nic.in through Single Sign-On
(SSO) using Parichay.

As a part of Profile Submission, DA-Admin shall enter personal and
organizational details, including RO/FO/Nodal Officer details.
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The form submitted by the applicant shall be visible to the DA-Admin (MDO)
on the eforms.nic.in portal on dashboard and form details shall be visible under

Preview feature available in Action button.

DA-Admin (MDO) shall review the request present on https://eforms.nic.in to
assess its validity, necessity, and compliance with MDO policies and guidelines.
DA-Admin (MDO) shall authenticate on new email platform with email id and
password provided by ESP.

Upon successful authentication, DA-Admin (MDO) shall click on “Mark As
Done” option provided against the user request.

A confirmation message shall appear after successful processing of the request.
DA-Admin (MDO) shall track the request from “Under Process Request” module
provided on the dashboard.

Upon successful completion of the request, all stakeholders and the user will
receive email and SMS notification regarding the successful creation of the email
ID.
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