
As per direction received from DOT HQ, 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/  

 

 

 

Step 2: change mail to phone number to get OTP in “LOGIN HERE” and provide 

number to get OTP. 

 

https://servicedesk.nic.in/


 

 

Step 3: After entering OTP, your page will open like this. 

 

 

 

 

 

 



Step 4: Go to register your complaint section. 

 

 

 

Step 5: Fill detail in “register your complaint” 



 

 

Step 6: In “Department/ Project/ Services” Choose “email”, in “category” choose 

“email modification”, in “subject” write  “update gov mail id”. 

 

 

 



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: 

 

 

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: 

 

 

 


