As per direction received from DOT HO, request for profile update against
designation based email ID is to be made by the individual officer. SoP in this
regard may be referred please.

How to update profile details against designation based gov mail id:

Step 1. Login to URL: https://servicedesk.nic.in/
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Step 2: change mail to phone number to get OTP in “LOGIN HERE” and provide
number to get OTP.


https://servicedesk.nic.in/

jce Desk |Min X+ - o x

v @ Whatsipp % | @B (355 Yentha Sakkagunnav: @ X | @ Emaik inbox (§) X W Home|N

€ > O 5 senicedesknicin

1soomsss @ © ©
NIC ServiceDesk is a facility to help in generation of Tickets. NIC ServiceDesk is a fc
The tickets will be resolved by the concerned division. The tickets will be resolved Dijgital India

tom v sog | se sorv . 1 . support/Officer Login

Most Reported Solutions HOW CAN WE HELP YOU?

S P
e B LOGIN HERE
Are Updated With The DLC

1. user is required to provide pr.

User Getting ‘Session Token
Expired’ When Downloading ‘.. @ =2 . €
Application A =

As the downoad link can be cki

How To Avail

JoevanPramaan Service By

Postman LE IPPB Services? a@/in
To know the detals please che.

How Can A Organisation
Onboord Onto

JeevanPramaan
A organisation wanting to onb.

User Wants To Know It His.

orgonisation/Pension

Sanctioning Authority s On
|

Boarded Onto
- s @
)4

ik
D 3@ Qs L uaC@a L T

st of sanctioning authorities

Help with Ticket

1619 g

Step 3: After entering OTP, your page will open like this.
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Step 4: Go to register your complaint section.
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Step 5: Fill detail in “register your complaint”



v O MWt X | N O35 inkem nkam Fll Ve @ % | @ Emait Soarch nsuls x | [ @I NTPRIT(@NTRAIT.OON, X 15 NC:RagisteVour Compsmt X |+ - 8 x

€ @ 5 senvicedesknicin/submit-ticket = 4L 0%

180omsss Q) O O

SERVICE ¥ to help in generation of Tickets. NIC ServiceDesk is a facility to help in generation of Ticke

ved by the concerned division. The tickets will be resclved by the concerned division.

Hon Catalog | S quest | s ding s

Hi, SHANTANU SHARMA | Sign Out

REGISTER YOUR COMPLAINT

H
=
5]
a
Subject
BT U® HiH Samset 8 E= BBE %

Hote: Allowed file type: PNG, JPG, JFEG, PDF and Maximum file size allowed: IME

d | C=m o e

I e 70 o
& T o 8

w
o
%
0]

L Sgem H Qsew o

Step 6: In “Department/ Project/ Services” Choose “email”, in “category” choose
‘email modification”, in “subject” write “update gov mail id".
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In description you can use the following message:
Update details on following gov mail id:

Name:

Mobile number:
DOB:

Date of retirement:
Designation:

Step 7: For reference you can use below picture:
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After complaint registration, you will get ticket number like this
2023091217532876237.

Step 8: AFTER THIS YOU HAVE TO DROP AN EMAIL WITH AN ATTACHED PDF
DULY SIGNED BY NODAL OFFICER- DIRECTOR (ICT).



SAMPLE MAIL:

Respected Sir,

A ticket on NIC ServiceDesk bearing No # 2023091217532876237 has been raised
for updation of Mobile no, display name, dob, date of retirement associated with
designation based email ID: *****@gov.in

Required details are as follows:
First Name:

Last Name:

Mobile Number:

Date of Birth:

Date of Retirement:
Designation:

Department:

It is requested to please authorize and forward the same to the concerned team for
necessary action please.

Thanks and Regards

Mail will be addressed to:

To: "Arvind Kumar" <dirit2-dot@gov.in>
Cc: "Web Administrator" <webadmin-dot@nic.in>, "DoT eOffice Administrator"
eofficeadmin-dot@nic.in and your reporting officer.



mailto:eofficeadmin-dot@nic.in

Attached pdf:

_For DGT and LSAs adgithq-dgt-dot@gov.in, dirithq-dgt-dot@gov.in
_For CGCA and CCAs sanjay.sharma96@gov.in, np.singh10@mea.gov.in

 For others webadmin-dot@nic.in, eofficeadmin-dot@gov.in, dirit2-dot@gov.in 1t ]

2. As per details given below, it is requested to kindly arrange to:

Reactivate email id o Update display Name
Reactivate email id for post-retirement retention o Update Date of Birth
Update Mobile Number o Update date of retirement
Deactivate email id o Update Designation
Delete email id

0 000 O

[Email 1d:
[Name:
Designation:
IMobile No.:
|Service (ITS/IAS/CSS etc.):
Staff Number
Date of Birth:
Date of Retirement:
tate:
[Name of Nodal officer: -
[Mobile No. of Nodal officer:
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Declaration

al; Itis declared that:-
a) The Machine/Handheld devices on which | am accessing my below mentioned email id has been scanned
h. with latest patches of Antivirus, it's Operating System(0S) has been updated with the latest patches and it
has been also checked for key loggers and malicious codes, if any. 4
S b) 1 would ensure that "REMEMBER PASSWORD" has been not configured in any browser i.e. Internet =
BEaS . Explorer, Google Chrome, Mozilla Firefox etc. or any POP client i.e. Outlook, Thunder bird etc., in respect -
1 of my below mentioned email id. i3
1 would regularly change my email password as per the Password Policy under the email servic
ent.




