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Introduction 

Previously, the process of getting enrolled in NIC services depended on paperwork, however, with rapid 
technological changes, the process of filling forms online came into existence. Earlier with paperwork, 
applicants had to fill manual forms that pass through different levels of processing eventually making it a 
time-consuming process and increasing the difficulty for the applicants to track the status of their own 
application. 

 
With the eForms, this entire process, right from filling forms till availing services; it has become completely 
automated and manageable. 

Purpose 

The purpose of this document is to provide step by step instructions to the users for filling the forms to avail 
several services available under the eForms. 

 
Scope 

This manual is meant for Ministries/Departments and States/UT’s applicants who are willing to avail NIC 
services. The services offered by NIC are as follows: 

 

 
S. No. Name of the Services 

1 Email (@gov.in) 
2 Update Mobile in (@gov) 

 
Features 

 SMS and Email notification to all the stakeholders on any movement of the request or any 
modification of request 

 Track facility to track the current status and past movements of the request 

 Applicant and Reporting Officers can digitally sign the requests. 

 Intelligence to alert approving authority while approving any suspicious request 

 Intelligence to stop suspicious users 

 Custom Workflow for different services 

 Multi-department integration through web-services for seamless data sharing 

 Single click for ID creations and closure of the different services 
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 Dashboard to all stakeholders to view approved, forwarded, submitted, rejected, pending 
and completed requests 

 Filter and Search facility to search and filter the requests on the basis of service, applicant’s email 
and status of the requests 

 Raise/Interactive Chat features between stakeholders to interact among each other 

 Generate PDF facility to generate PDF of the request dynamically 

 Download/Upload multiple documents facility to download/upload ID proofs or any other 
related documents 

 Preview facility to check the form before submitting/approving it 
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HOW TO REGISTER? 

1. You can open the eForms from the URL https://eForms.nic.in 

2. You will now see the home page of the eForms. 

3. Click on login button given on the top right corner of the home page, as shown below. 
 

 
4. You can choose either of the options (marked in red color box) such as: 
i. Login with Parichay (SSO) 
ii. Login with eForms 
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LOGIN CONSOLE (With Government e-mail IDs) 

Login with Parichay (SSO) 
 

This link will direct the user to the Login console of Parichay (SSO) portal where the government user 
possessing government/NIC Email ID will only be allowed to login. 

 
1. User will login to Parichay (SSO) with his/her credentials by entering registered Email ID and 

password. 
 

2. User has to verify the Two –Step Authentication by choosing any of the option given on the “Two- 
Step Authentication” console. 

 
 

 

3. For instance, user selects option: OTP on Mobile and clicks on Next button. 
 

4. In next step, enter OTP provided on the registered mobile no. and click on Next button. 
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5. User will be logged in to the eForms portal. 
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LOGIN CONSOLE (Other than Govt e-mail IDs e.g. gmail, yahoo etc.) 
 

Shown below are screenshots of how a login for a Non-Government email looks like. 
 

Step 1: Email Input Text Area Step 2: Read Instruction carefully 
 

 
Step 3: Enter OTP and verify the “Captcha” 
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Home Page/Dashboard 

Once the applicant logs in, he/she will be able to view a home page of eforms consisting of a  dashboard in 
the left panel where different  type of options are available. 

Dashboard provides user a glimpse of the type of information one can see depending on the role and rights 
of the user. Apart from this feature, Dashboard provides information about all the services available 
(Discussed below) as well as total user requests,  total pending requests and total request completed etc. 

Snapshot of dashboard panel is shown in the diagram. 
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Types of Dashboard 
 

 User Dashboard/ My Request 

 RO Dashboard 
 
1. User Dashboard: Also known as “My Request” shows the number of forms that you have filled with 

the status. You can anytime take the following actions on your request like Preview/Edit, Reject or track. 
The applicant can also track his application status by the SMS or email received. There is a tracking link 
that is sent via both email and SMS to the applicant’s registered email address or mobile number. 

 

2. RO Dashboard: This shows the no of forms applied by applicant/user for verification. You can take the 
following actions on your RO panel like Preview/Edit, Approve/Reject/Forward.  

 
To understand the difference between each dashboard and how the positions within the eForms operate, it 
is important to know roles and objectives of each. 

 

1. Role of Applicant: 
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The online process of the eforms portal depends on the email address of the reporting officer. If the 
reporting officer of the applicant is a government employee whose email address ends with a 
government domain and exists in our database, in this case, the process of submission of online 
forms becomes Proceed online without Aadhar. This is irrespective of the applicant’s email address. 

The applicant will fill the form using the eForms portal. If the email address of the applicant through 
whom he/she is trying to login to the portal is of a non-government domain, it will be prompted to enter 
the mobile number on which OTP will be received. Also, OTP will be sent to both email addresses and 
mobile numbers. 

 The new user can authenticate using either the OTP’s or any one of them. However, after the final 
submission of the profile, it will be prompted to authenticate using the OTP sent on the mobile 
number/email address. 

 The applicant will fill the profile information on eForms portal which will include the details like 
personal and organizational information. In the organizational information, if the applicant’s 
reporting officer’s email address is a government domain, in this case, the process becomes online. 
The applicant will fill the form and after submission will be asked for three options: 

i. E-sign the document with Aadhar. 

ii. Proceed online without Aadhar. 

iii. Proceed manually by uploading the scanned copy 
 

 

2. Role of Under Secretary/JS/Secretary: 

If the email address of the reporting officer is a non-government domain (eg: @gmail.com, 
@yahoo.com, etc.), the requirement to fill the details of Under Secretary/JS/Secretary becomes 
mandatory. 

 Once the applicant fills the registration form, the same will be forwarded to the Under 
Secretary/JS/Secretary for approval. A link to accept or decline requests along with the details of the 
applicant will be sent to the email address o f  Under Secretary/JS/secretary (as mentioned in the profile of 
the applicant) and mobile number. 

 This link is valid for 7 days, after which it will expire and the application form will be rejected 
automatically. After the confirmation of Under Secretary/JS/secretary, the form will be forwarded to 
the concerned NIC coordinator/Delegated administrator for further action. 

 

3. Role of Reporting Officer: 

If the reporting officer’s email address is a government domain (exists in our database), then the 
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NOTE: The form can be edited any time by the applicant till the form finally reaches the next level, i.e. 
Reporting Officer. 

application filed by the applicant will be forwarded to the concerned reporting officer. Once the 
application form is submitted by the applicant, an email confirmation sent to the reporting officer’s 
email address, stating to take necessary action against the request. The reporting officer will login to 
the eForms portal, using the credentials as mentioned in the email (i.e. login id), enter the OTP sent to 
registered mobile number and proceed. 

  After login, a dashboard will appear, in which all the requests pending or completed by the 
reporting officer will be visible. Apply filter on the listed service and click on the action button in 
front of the registration number. The following actions can be performed by the reporting officer: 

i. Preview/Edit 
ii. Approve 
iii. Reject 
iv. Track 
v. Generate Form 

vi. Upload multiple docs 
vii. Download multiple docs 

viii. Download docs uploaded by the user 
ix. Raise/ Respond to query 

 
After the action by the Reporting Officer, the request will go the concerned Delegated Administrator/NIC 
Coordinator of the applicant’s Ministry/Department/State for further processing. 

 
Online Process of eForms: 

 
In the online process of the eForms user has two options namely: 

 
1. E-sign the document with Aadhaar Card 

2. Proceed online without Aadhaar Card 

 

The applicant can use any one of the options as per the convenience. 
 

 In the online process, user’s request will be forwarded to the Reporting Officer for approval. 
 After the approval from the Reporting Officer, the request will be forwarded to the NIC 

Coordinator/Delegated Administrator. 
 Once NIC Coordinator approves the request, the request will be forwarded to the Admin/Support 

Team for approval and closure of the request. 
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An applicant can also track the status of the application form by switching to the dashboard, click on “My 
Request”, select the service from the list and then click on the action button in front of the registration form 
number which you want to track. The pop-up window will display the details like application reference 
number, applicant’s name, email, mobile, applied date. It also displays, whether the applicant is an 
online/manual user and to which step the application form has been reached along with the full timestamp. 
The action button displays the following options for the applicant: 

i. Preview/Edit 
ii. Reject 
iii. Track 
iv. Generate Form 
v. Download scanned form 

vi. Upload multiple docs 
vii. Upload/Change scanned form 

viii. Download uploaded docs 
ix. Raise/Respond to query 
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Applying for Email Subscription  
 
Selecting Service Email (@gov) 

 

This registration form is designed for the applicants who 
require an email address in the government domain. 

 
Users who wish to avail this service can follow below 
given steps for filling the request: 

1. Login to eforms portal >> Select the option “Email 
(@gov)” on the left pane of the dashboard. 

 
2. Read the instruction given on window pop-up and click 

on the OK button to proceed. 
 

3. Select any of the email requests as per your 
requirements (as shown in the screenshot below). 

 
4. Choose from the given options for single subscription 

details: 
 
i. For Self 
ii. For Other User (where you are posted) 

 
5. From the options given below for the type of email id, 

click on any one of the radio button as per your 
requirements: 

 
i. Mail User (with mailbox) * 
ii. Application  User  (without mailbox (E-

office auth)) 
iii. e-office-Srilanka 

 
                                                                         * This option should be selected for email as well as for e-Office purpose 

 
6. Enter rest of the details in correct format 

 
7. For different type of email requests, steps for filling the requests are mentioned in the 

subsequent sections. (Refer images attached along with the steps). 
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Name Based E-mail Addresses: The address will have only two parts and in special cases, only one part. 
That is the address would look like aaaa.bbbb@gov.in. The first part “aaaa” can be either a given name or a family name. 
The second part “bbbb” will be comprising department name: 
Example 1. 
Rakesh Kumar Saxena 
Department of Finance 
Here, the e-mail addresses would be: 
rksaxena.fin@uk.gov.in 
saxenark.fin@uk.gov.in 

 

Designation/Office based E-mail address for different Govt. Offices: Some conventions 
have to be followed as shown below. 

1. Joint-Director Department of Urban Development --- jd-urban@uk.gov.in 

2. AE Irrigation Pauri Garhwal - aepauri-irri@uk.gov.in 
 
E-mail address for Consultant/Contractual Staff: Some conventions have to be followed as shown 
below. 

Example 1. 
Rakesh Singh 
Department of Finance 
Here, the two e-mail addresses would be: 
Rsingh.fin@govcontractor.in 
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Single User Subscription Form 

 
1. Select Single Subscription and details from the list of options provided on the request 

form 

 

 
2. Choose the type of mail id. If you wish to know the details of mail ids, click on “Know 

More” link before choosing the options. 
 
 

 
3. Enter date of birth and date of retirement/date of expiry in correct format. 

 

 
4. Select your Email address preference and Employee Description. 

a. Name Based- name.department@uk.gov.in 
b. Designation Based – designation+place-department@uk.gov.in 
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\\\\ 

NOTE: For the flow of after submission of the form refer: About Manual and Online Process of eforms 
Portal 

5. Enter your preferred email address 1 & 2. Please read the email address guidelines 
carefully before proceeding further. 

 

 
6. Enter the correct Captcha value and click on Preview and Submit button. 

 

7. The preview of the filled form will be shown to the applicant. The applicant can edit the 
official details in the form before the final submission. If the applicant wants to change any 
details in the personal as well as organizational information, it can be changed by using “My 
Profile” option given on the top right corner of the page. 

 

 
8. After clicking on the Submit button, a pop-up message will be displayed for confirming of 

approval of the request by the Reporting Officer. If the user agrees with the approval, s/he 
can click on YES to proceed further. 

 

9. On the next screen, the user will be shown three options for the submission of the request 
and s/he can click on any of the radio buttons to finally submit the request. 

 
i. e-sign the document with Aadhaar 
ii. Proceed online 

iii. Proceed manually by uploading the scanned copy 
10. After clicking on Final Submit button, registration number of your request will be 

generated, this registration number can be used to track the status of your application by 
using “TRACK USER” button. 



 
 

Bulk Subscription Form 
This registration form is designed for applicants who require an email address in bulk in the 
government domain. Login to the eForms portal remains the same. 

 
Steps for filling the bulk email request is as follows: 

1. Select “Bulk Subscription”, bulk user subscription details and email address preference 
from the list of the options provided in the form. 

 

If you wish to check the sample file for bulk subscription in CSV format, then click on the link to download and 
refer the same to upload the bulk data for the form. 

The input file should be in the format as given below: 
i. First Name and Last Name 
ii. Designation: Department/ Ministry: State 

iii. Country Code without (+): Mobile 
iv. Date of Retirement (dd-mm-yyyy) 
v. Login UID 

vi. Complete Email address 
vii. Date of Birth (dd-mm-yyyy) 
viii. Employee Code 

 

 
 
 
 

 
 



 
 

NOTE: For the flow of after submission of the form refer the point: About Manual and 
Online Process of the eForms Portal 

The maximum number of rows accepted at a time is 3000. Please upload CSV file with 
maximum 3000 rows only. 

 
 
 
 
 

First 
Nam 
e 

 
 
 
 
 

Last 
Nam 
e 

 
 
 
 
 
 

Designati 
on 

 
 
 
 
 
 

Departm 
ent 

 
 
 
 
 
 

Stat 
e 

 
 
 
 
 

Count 
ry 
code 

 
 
 
 
 
 

Mobi 
le no. 

Date of 
Retirement / 
Completion of 
Contract(Contra 
ctual employees 
/ Consultants) 
(Format DD- 
MM-YYYY) 

 
 
 
 
 

Logi 
n 
UID 

 
 
 

Comple 
te 
Email 
addres 
s 

 
 

Date of 
Birth 
(Format 
DD-MM- 
YYYY) 
Optional 

 
 
 

Employ 
ee 
Code 
(Option 
al) 

            

 
2. Select employee description and upload the CSV file by using “Browse” option & 

selecting the file from your desktop/laptop. 
 

3. Enter the correct Captcha value and click on Submit button. 
 

4. Rest of the process remains the same as mentioned in “Single User Subscription 
Form” section. 
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We have allowed ID Creation facility for International mobile numbers as well. To handle 
this, now excel file will have one more column to accommodate country codes for their 
country. 

Country Code (allowed 1-5 digits), Mobile Number (allowed 8-14 digits) * For (91) Country 
Code Only a 10-digit mobile number is allowed. 

 
 

 

 
 

Activities to be done by Reporting Officer: 

1. Application filed by the applicant will be forwarded to the concerned Reporting officer. An email 
confirmation is sent to the reporting officer’s email address, stating to take necessary action against 
the request. 

2.  The Reporting officer will login to the eForms portal, using the Govt. credentials , enter the OTP sent to 
registered mobile number and proceed. 

3. After login, a dashboard will appear, in which all the requests pending or completed by the reporting 
officer will be visible. Apply filter on the listed service and click on the action button in front of the 
registration number. The following actions can be performed by the reporting officer: 

i. Preview/Edit 
ii. Approve 
iii. Reject 
iv. Track 
v. Generate Form 

vi. Upload multiple docs 
vii. Download multiple docs 

viii. Download docs uploaded by the user 
ix. Raise/ Respond to query 

 
4. Once the request is approved by reporting Officer, it will go the concerned Delegated Administrator/NIC 

Coordinator of the applicant’s Ministry/Department/State for further processing and email account will be 
created finally. 
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All Fields are mandatory (except Date of Birth and Employee code) for account creation 



 
 

 
Email Activation 

 
1. Select the “Email Activate” option in the form. 
2. Enter the email id in the correct format as shown in the image below 
3. Choose the employee description such as: 
i. Govt/PSU Official 
ii. Consultant/Contractual Staff 

iii. FMS Support Staff 

 
4. Select the Date of Retirement from the calendar 
5. Enter the correct Captcha value and click on Preview and Submit button 
6. For rest of the process, follow the steps as mentioned in “Single User Subscription form”. 
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Update Mobile in (@gov) 
 

Update Mobile Service allows you to update your Mobile Number in NIC central repository against 
your email ID. 

 
 The applicant has to login to the eForms portal with his/her valid credentials and OTP 

validation. Click on Update Mobile in (@gov) in OUR SERVICE tab and fill in all the mandatory 
details such as – new mobile no. and reason for updating mobile number. 

 
 Enter the correct Captcha and click on Preview and Submit button to proceed further. 

 
 The preview of the form will be shown to the user where s/he can verify all the personal, 

organizational details and service specific details also. 
 

 Click on “agree to terms and conditions” and submit the form. A pop-up window will be shown 
to the user for confirming the approval of the Reporting Officer. Click YES to move further. 

 
 On the next screen, three types of submission process will be shown, out of which the user has 

to select one option as per his/her convenience. 
 

 For instance, user wish to proceed online then the request will be submitted to the Reporting 
Officer for approval. 

 
 Click on Final Submit button. After clicking on final submission, a registration number will be 

generated with which the user can track the status of the application anytime. 
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Contact Us: 
 

Mr. B.P. Sharma (Delegated Admin: Email Uttarakhand) 
Director (IT) 
Mob No -9410394072 /0135 – 2713739 
Email: bp.sharma@nic.in / support.uk@nic.in 
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