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UNIVERSITY

Vishwavidyalaya Karyalay 8.H. Road, Tumkur -572 103
Phone No. : 0816-2254546, Fax : 0816-2270719

NO.TU: 2024-25 Date:

.Dear Sir/Madam,

Subject: Regarding Mobile Number updation / Email ID Activation /
Password Reset / email ID Profile Updation

Reference: email Date: DD/MM/YYYY
%k sk %k sk %

With reference to the above mentioned subject and reference, kindly
update the mobile number/ email id activation/Password reset/Email
Profile updation for mentioned email account to access eoffice/email

The detailed details are tabulated below.

Name*

Email-id*

Old Mobile Number*

New Mobile Number*

Designation*

Department*

*Mandatory for Mobile Number update
Please find the Departmental government ID card/ Pay slip enclosed in Annexure for

kind reference
Thanking You

Yours sincerely

(With seal and signature of HOD)
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Form for Transfer/Closure of Email/e-Office Accounts

NI i e D
Designation: ...............o.oecieiiii oo oo Section/Unit/Division/Directorate: ...

The undersigned is being (Tick appropriate reason):

[0 Superannuating [ Transfer within office [ Transfer outside [ Leaving due to other reason

Following email account/s with corresponding e-office accounts are in my name:

S.no. e-mail id Mobile no. e-office a/c Request for
(yes/no)

Signature of the user with date

In case of superannuation:
Note: The email account gets inoperative on the date of superannuation. In case extension upfo max. of one year is
required due to functional requirement, approval with justification is required from your HOD.

Please extend the operation of email id .......................ooeiee i iiiiiiiie e vn ... issUEd in the name of
DESIONAHION . snein ¢ 25 wos voses s s 535 wawis 5 gmio £ 5s v PO} sas avios smes

AU B0 o

Signature of HoD
with date and seal

In case of transfer within office:

Note: In case of transfer within office, there is a possibility of change in role of individual due to which position based e-
mail ID and related e-office account need to be changed and be given to new functionary/role bearer. eFiles in e-office
account needs to be transferred to other concemed user who is going to perform the pending tasks. It needs to be
ensured that the accounts are not linked to any important portal such as GeM, e-procurement efc.

5o = o T R and e-office account ...
may please be transferred to

DESIONSLION & s s s 005 20 5 avissns s & 55 130 550t 050 WO 5 235 555 sosadagss 3 75 243 Related NIC form is attached.

Signature of the present user with date

In case of transfer outside office:

The undersigned is transferred to (name of the organisation)
which is/is not constituent of 88, It is an individual email account which is not related to any role and has
not been used for any other portal. Please allow my e-mail account to be operative il
(date) (max. one month from the date of transfer) to carry out email transfer procedure at
the new place). | understand thereafter the account shall be closed.

Signature of the user with date
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DoT - eOffice Account Creation/update Form

_Employee Basic Inform

Name : S S | Gender | : ;

Father Name : DoB ! (dd/mm/yyyy)
Mobile Number : Work Phone !

Email ID (name based)* | : @gov.in/@nic.in

Email ID (official) : @gov.in/@nic.in

*Name based user ID to be preferred for eOffice Account.

 Organization/ Service Details
Postal Address of Office

Wrapper Organization

Organization Unit

Service

Service Cadre

Joined Govt. Service on | : fid/am vy Date of Retirement
Source of Recruitment s Dirvect/ Inducted/ Promored | Cadre Identification No.
Employee Code - Allotment Year

Present Designation Details

Present Designation : S tt Tp

Appointment Date : {dd /e ; Joining Date

Under Probation  (Yes/NG) Under Contract

Under Training : {Yes/No) Contract End Date
‘Name e

Designation

Mobile Number : Email ID

Signature of the Officer/Official with Stamp
Signature of the controlling Officer with Stamp
Signed Application may be submitted to Local Centralized eOffice Helpdesk at DoT HQ:
eOffice Admin of your Office eofficeadmin-dot@gov.in, 011-23036920/6920
Room No - 1116 Cabin No-13 at 11 th Floor, Sanchar Bhawan




S -l

o

10.
11.
12.

INSTRUCTIONS

Email Id: Email Id under the domain @nic.in or @gov.in is allowed. It is up to the officer to use personal (name
based) or designation based email id but name based email id is to be preferred.

Email id with domain name shall be used as login id in eOffice.

eOffice sends the OTP to the Mobile Number linked with email-id in NIC/GOV email Data Server.

Wrapper Organization: Organization Unit such as DOT HQ, TEC, NTIPRIT, LSA-UPW, CCA-UPE, WMO, NCCS etc.
Organization Unit(0U): Office of DDG(T), DDG(R), DDG(A), DDG(C), DDG(S), DDG(State Coordination), DDG(IT),
DDG(AS) etc. Preferably one level below the Head of Office or DDG Level at DoT HQ will be designated as separate
Ou.

Service: Like Indian Administrative Services, Indian Telecommunications Services, Indian P&T Accounts and
Finance Services, India Radio Regulatory Services etc.

Service Cadre: Uttar Pradesh, Uttarakhand, Kerala, etc.

Source of Recruitment: Direct, Promotion or Contract as the case may be.

Cadre Identification Number/Staff No: Unique Staff Number allocated in the Cadre and if not allocated
Identification number in PFMS.

Employee Code: Same as used in SPARROW ID. If don’t have, then same as that of cadre Identification Number.
Allotment Year: Generally, allotment year is the Year of Recruitment Exam +1.

Appointment Type: Like Ad-Hock Basis, Contract Basis, Deputation Basis, Direct Recruitment, Loan Basis,
Probationary Basis, Proforma Promotion, Promotion Basis, Revert Basis etc.

Other inputs

Offices which are not on NICNET need to have WebVPN (ki
Application.

For WebVPN personal (name based) email id to be used.

For applying through httns://eforms.nic.in/ following details to be used:

s.nicin/) for accessing the eOffice

e Application Name: eOffice

e [PRange: 10.248.89.74 - 10.248.89.75

e URL: https://dot.eoffice.gov.in

e Port:80
For accessing eOffice through WebVPN, at first stage user needs to login to hitfps://:
eOffice link provided in the webpage and login to eOffice.

nic.in/ then click on

DoT HQ eOffice Helpdesk

Telephone No: 011- 23036920/6920 {Room No. 1116, Cabin No 13} or {Cabin No 23 at 12% Floor}, Sanchar
Bhawan, New Delhi, Email id: ecfficead
NIC Helpdesk for docketing the issues :
Contact No. of NIC Helpdesk: 1800111555

lenicin/. Chatbot can also be used for getting the help.




