




Step by Step guide for EMD managers to create a role for an individual 

in the eoffice application 

(Please read the instructions before starting the process) 

1. Login eoffice Portal  

2. Go to Employee Master Detail 

 

 

 

3. Click on Login 

 

4. Go to Organization -> Organization Unit 



 

 

 

Click on Show All button. All the OUs will be displayed. 

 

5. If such OU doesn’t exist in your global organization(OU), click Add Organization 

and fill the information as shown: 

 

 



 

Save the OU. 

Note: The details should save successfully. 

 

6. Go to Organization -> Post 

Observe all the required posts are available for your controller office. 

 

If there is any post missing on the right side, then search that post in the left pane 

and add it to the right pane with the help of arrows given. 

7. Go to Employee-> Employee 



 

 

8. Search for the employees. Always use top to bottom approach. For eg: for an 

office headed by a PCDA, the details of PCDA will have to be completed first, 

then Addl CDA, JCDA, DCDA and ACDA, then SAOs/AOs, then AAOs and finally 

Auditors/Clerks/SA/MTS. 

Search for the Officer and check that the designation and email id are prefilled, 

if yes, then Click on Edit as shown. Otherwise approach HQrs helpdesk for 

getting the same updated. 

 

 

9. Click on the email ID of the individual once and then press ‘TAB’ button on 

keyboard. The Login ID will populate automatically.  

 



 

Click Submit. 

 

10.Go to Employee->Post Assignment and search for the individual.  

Assign proper post to the individual.  

Select Marking Abbreviation as a combination of designation, section and initials 

of the individual so that he or she can be recognized.  

Try to avoid assigning long abbreviation names. 

 

 

 



 

Note: From date should be 01/10/2021. 

Primary box should be checked for all. 

OU Head will only be checked for all the IDAS officers and individuals who are the 

head of the organization. For eg in AO(GE) office, AO is OU head. Save the details and 

fill the hierarchy details. 

11.Select Organization Name and Marking Abbreviations of the reporting officer of the 

individual. 

For SAO/AO and above officials, organization name will be ‘O/o Group Officer(Group-

2)’ / ‘O/o the CDA’ i.e. office of the Sr. Officer. 

For others, the organization name will be the section of the reporting officer. 

 

 

 

12.In second example, Post Assignment has been done for the Group Officer. 

 

 



 

 

 

  



13.How to create a section? Go to Organzation-> Organization Unit and Add New 

OU. If the error regarding ‘Duplicate unitcode’ is displayed, change the OU code 

by adding the name of office before the code. 

 

 

 

14.In third example, Post Assignment has been done for the Accounts Officer. 

 

 



 

 

15.Go to Admin Section (Login as Super Admin of your Organization) 

 

 

 

Go to Application Post Role and click on Add New Data 

 

  



Assign the following roles to all the IDAS officers and SAOs/AOs by clicking the ‘<’.   

ROLE_OFFICER 
ROLE_APPROVER 

ROLE_DOWNLOADER 
 

For Others, assign only ROLE_OFFICER and ROLE_DOWNLOADER(If required): 

 

 

 

After successful role assignment, the individual can start start working on eoffice 

application by using his NIC email id and password.  

 

 

 

  



Instructions for the EMD managers 

1. The employee data available in the eoffice application is centrally managed at 

NIC level and any changes in the data of the individual like(Designation, email, 

mobile no) can be done by the Admin(Sparrow) team of the Controller offfice 

only.  

 

2. For the IDAS officers, the Organization Unit(OU) where the entity should be 

office and should start with ‘O/o ’. For example: CDA Army will have OU Name 

as the name of ‘O/o the CDA(Army) etc’.  For Jt Controller and above, the OU 

name be like O/o the Addl CDA(Command name)/ O/o the Jt CDA(Command 

name like SC).  The DCDA/ACDA should have OU Name as ‘O/o the Group 

Officer(Group-1,2,3) and so on. HQrs office has created two such OU for all the 

main offices, if more are required then EMD managers can add the same 

following this drill. Similar notation is to be followed for creating the OU in 

suboffices. 

 

3. It has been observed that while filling the employee data many users have used 

different names for the same section which may create issues while using the 

application, therefore, EMD managers are advised to check for such duplicity 

and rectify it, before allocating it to any employee. 

 

4. Promotion of an employee: In case an employee gets promoted and his/her 

post assignment are to be changed, then employee may be asked to transfer all 

the files in his/her inbox/parked folder to some other employee(preferably 

his/her senior/junior). Then his current post is to be closed by filling the ‘To 

date’ and unchecking the ‘active’ box and saving the details(as shown in 

screenshot at no 14 above). Then his new assignment is to be created after 

getting the designation updated by Admin(Sparrow) team of the Controller 

offfice. 

 

 

 



Global Organisation Name Account No. Designation Mobile No. Email Id

PCDA (Central Command) Lucknow Manoj Kumar Singh 8335739 AAO 9452224293 manojks.dad@nic.in

Shubhangi Srivastava 8341658 AAO 9807748340 shubhangivastava.dad@hub.nic.in

Manu Chandra 8336928 AAO 9450717992 manu_chandra.cgda@nic.in

Tripurari Nirala 8336176 AAO 9450614078 mtnirala.dad@gov.in

Preeti Sharma 8342127 AAO 9453135825 preetisharma.dad@hub.nic.in

Archana Mishra 8335406 AAO 8004007259 archanam.dad@gov.in

Hemant Kumar Yadav 8341583 AAO 9984938340 hemantkumaryadav.dad@hub.nic.in

Madan Gopal Yadav 8331508 AAO 9454838268 madangy.dad@goc.in

Anshuman Shrivastava 8333348 AAO 9451956834 asrivastav.dad@hub.nic.in

Pankaj Kumar 8335609 AAO 9453179449 kpankaj.dad@gov.in

CDA (Funds) Meerut DEEP CHAND SHARMA 8324639 AAO 9410479927 deepchandsharma.dad@hub.nic.in

SAURABH PRIYADARSHI 8338991 AAO 9458297401 spriyadarshi.dad@hub.nic.in

IBADUR REHMAN FAISAL 8307492 AAO 9358014147 irfaisal.dad@gov.in

VIJAY TYAGI 8330099 AAO 9411676907 vijaytyagi.dad@gov.in

MAHESH CHAND SHARMA 8332258 AAO 9410688770 mcsharma.dad@gov.in

MUKESH PAL 8340182 AAO 7534848908 mukeshpal.dad@hub.nic.in

CDA (Army) Meerut Naveen Prakash

Pal Ram 8330507 SAO 9530714228 palram.dad@gov.in

Suresh Kumar Verma 8324378 SAO 9410817259 sureshkumarverma.dad@hub.nic.in

Akhilesh Kumar 8328335 SAO 9412904808 akhilesh.dad@gov.in

Dhiraj Kumar Grover 8332880 SAO 9897485682 dhirajgrover.dad@hub.nic.in

Amar Singh 8329128 AO 9457696840 amarsingh8840.dad@hub.nic.in

Nirmal Kumar 8321348 AO 8864869133 nirmalkumar72.dad@hub.nic.in

Virendra Kumar 8307431 AO 9818853334 virendrakr.dad@hub.nic.in

Ashish Sethi 8324555 AO 9412833745 ashishsethi.dad@gov.in

CDA (PD) Meerut Gyanendra Kumar 8324617 AAO 9412463496 gyanendrakumar.dad@hub.nic.in

Chandra Prakash 8349023 Auditor 9179333542 chandrasinha91.dad@hub.nic.in

Vishal Singh Dhanai 8331464 AAO 9410140171 vishaldhanai.dad@hub.nic.in

Mohan Prakash 8339571 AAO 9654249080 mohanprakash.dad@gov.in

Suresh Kumar Gupta 8340228 AAO 9506684085 sureshkgupta.dad@hub.nic.in

Sushil Prasad 8341504 AAO 9648200705 sushilprasad84.dad@nic.in

Shalini 8342184 AAO 9450923121 shalini1988.dad@hub.nic.in

Harendra Singh 8344379 AAO 8123108285 hsingh1986.dad@hub.nic.in

CDA CSD Jyotish Kumar 8342969 AAO 7303586865 jyotishkumar1983.dad@hub.nic.in

Ramesh Kumar Gupta 8343049 AAO 8976247308 rameshkumargupta.dad@hub.nic.in

CDA Secunderabad U Ravi Kumar 8336615 AAO 9990787379 raviupparapalli.dad@nic.in

KVEAN Gupta 8335517 AAO 9603829765 v.e.a.nkandula.dad@gov.in

Y Ramakrishna 8334199 AAO 8978669778 ramayatham.dad@nic.in

Sirinivas Sarma 8337342 AAO 9848151363 sgorintla.dad@nic.in

T Srinivas Rao 8333221 AAO 9573438943 stadiparthi.dad@nic.in

TVS Ramakrishna 8337294 AAO 7795090089 tvsramakrishna.dad@gov.in

Vijay Kumar Pitani 8335988 AAO 7569678924 Vijayapitani.dad@nic.in

GRS Shiva Kumar 8334200 AAO 8801502486 grssivakr.dad@nic.in

PCDA BR Rajeev Ranjan Kumar 8347407 AAO 8960548158 rajeevranjan1981.dad@hub.nic.in

Ishwar Chandra Mitra 8334796 AAO 9456259054 icmitra.dad@gov.in

Laxmi Narayan Parewa 8340091 AAO 8421887952 Lprewa.dad@hub.nic.in

Sunita Tarun 8334712 AAO 8802862462 sunitat2001.dad@hub.nic.in

Hari Singh Meena 8339627 AAO 9419636519 harisinghmeena.dad@hub.nic.in

Ravi Ranjan 8338566 AAO 8143210862 raviranjan.dad@hub.nic.in

Rajesh Kumar Singh 8340213 AAO 9555680181 rajesh29.dad@hub.nic.in

Sujit Kumar Sinha 8320173 AAO 9958226248 sujitkumar.dad@gov.in

CDA Guwahati G C Saha 8331640 AAO 8723079308 gopalchandrasaha.dad@hub.nic.in

S Parida 8339767 AAO 8486892382 suchitraparida.dad@hub.nic.in

Pinki Kumari 8340746 AAO 9126176927 pinkikumari.dad@hub.nic.in

Jay Prakash Upadhaya 8333657 AAO 9097834274 jayupadhaya.dad@hub.nic.in

Moumita Chandra 8347420 AAO 8902788113 moumitachandra.dad@hub.nic.in

Vikash Kumar Singh 8341200 AAO 6000366659 vikaskumarsingh.dad@hub.nic.in

Diwakar Singh 8339356 AAO 9471624027 mrdiwakarsingh.dad@hub.nic.in

Sachchita Nand Tripathi 8338020 AAO 8005313117 stripathi.dad@hub.nic.in

PCDA AF Dehradun Pawan Kumar 8331476 AO 9412125428 pawankalra.dad@nic.in

Ved Prakash Verma 8328336 SAO 9412904809 vedprakashverma.dad@hub.nic.in

RPS Chauhan 8326560 SAO 9302477472 rajendrachauhan.dad@hub.nic.in

Vivekanand Tiwari 8316120 AO 9451054578 vivekanandtiwari.dad@hub.nic.in

Pratap Singh Chauhan 8332232 AO 9450619007 pratapchauhan.dad@hub.nic.in

Atar Singh Chauhan 8332237 AO 9465007585 atarsinghchauhan.dad@hub.nic.in

Name of officers to be designated as EMD Managers
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Anil Sharma 8325990 SAO 9837059779 anilsharma1962.dad@hub.nic.in

PCDA NEW DELHI Praveen Kumar Sharma 8340167 AAO 7830407878 praveensharma11.dad@hub.nic.in

Rajeev Ranjan 8338063 AAO 9548522856 rajeevranjan1974.dad@hub.nic.in

Romi Adhikary 8336841 AAO 9650948617 romiadhikary.dad@hub.nic.in

Shailesh Kumar 8320141 AAO 8130517754 shailesh.kumar.dad@gov.in

Ajay Kumar 8345166 AAO 9450540149 ajaykmr.dad@hub.nic.in

PCDA (SWC) Jaipur Hargovind Meena 8339342 Sr. Aud 9744016335 pcdaswcechs.dad@gov.in

Vishwas Kumar Sain 8348181 Aud 8302567890 vishwaskumarsain.dad@hub.nic.in

Chetan Gupta 8351134 Aud 8947984394 pcdaswcd.dad@hub.nic.in

Inderjeet Meena 8349664 Aud 9660682196 inderjeetmeena.dad@hub.nic.in

Ashok Kumar Rajora 8348105 Aud 9785266544 ashokkumarrajora.dad@gov.in

Narsingh Meena 8339017 AAO 9829684618 nmeena2010.dad@hub.nic.in

Vivek Singh 8348157 Sr. Aud 9660283058 viveksingh.dad@hub.nic.in

SS Rathore 8339887 AAO 9882143211 ssrathore.dad@hub.nic.in

PCDA (R&D) New Delhi Mithlesh Kumar 8320342 AAO 8420207703 mithleshkumar.dad@hub.nic.in

Shashi Sanjay Ranjan 8333287 AAO 9173377295 shashiranjan.dad@gov.in

Ashish Srivastava 8339064 AAO 7011244912 ashishsrivastava.dad@hub.nic.in

Rakesh Kumar Chand 8333598 AAO 9467225790 rakeshkumarchand.dad@hub.nic.in

Alok Anand 8320266 AAO 9990731775 alok1976anand.dad@hub.nic.in

Amar Kumar Singh 8320270 AAO 9958354286 amarkumarsingh.dad@hub.nic.in

Ashok Kumar 83390541 AAO 9871013699 ashokkumar85.dad@hub.nic.in

Neha Prashar

PCDA (AF) Delhi Kavita Verma 8338135 AAO 7828637005 kavitaverma.dad@hub.nic.in

Indra Kant Mishra 8335197 AAO 9540585306 indrakantmishra.dad@hub.nic.in

Rajeev Kumar 8339662 AAO 9316266012 rajeevvkumar.dad@hub.nic.in

Deepak Qusba 8328053 AAO 9968261296 deepakqusb.dad@hub.nic.in

Ravi Roshan 8335994 AAO 8586095686 raviroshans.dad@hub.nic.in

Dewan Singh Saloni 8348106 AAO 9818613864 dewansinghsaloni.dad@hub.nic.in

PCDA Bangalore P Pradeep 8325725 AAO 9445742998 ppradeep.dad@hub.nic.in

Anupama Varma 8320267 AAO 9900048692 anupamavarma.dad@gov.in

Madhusudan 8336299 AAO 9492179017 madhusudan.dad@gov.in

M C Senthil Kumar 8336739 AAO 9677176589 mcsenthilkumar.dad@hub.nic.in

U Surendra Pai 8336637 AAO 7483991387 surendrapai.dad@gov.in

Santosh Kumar 8344449 AAO 7795406209 santoshkumarsk.dad@hub.nic.in

N Shravan Kumar 8334186 AAO 8095979440 shravankumarn.dad@gov.in

AS Arumugam 8338397 AAO 9902497003 arumugamsr.dad@hub.nic.in

PCDA (R&D) Hyderabad P Hanumantha Rao 8336313 AAO 9970869207 vhanumantharao.dad@hub.nic.in

C Latha Chandra 8336623 AAO 9603543320 clathachandra.dad@gov.in

Jakkula Sudhakar 8325556 AAO 9010183431 jakkulasud.dad@gov.in

P S Hari Kiran 8336605 AAO 9561167278 sreeharipiratla.dad@hub.nic.in

K Naganathan 8336315 AAO 8390358315 naganathank.dad@gov.in

G Kamala Kanth 8336317 AAO 9818512391 gkamalakanth.dad@gov.in

PCDA (WC) Chandigarh Vinod Kumar 8325894 AO 9468472022 vinodao.dad@hub.nic.in

Praveen kakkar SAO 9888615651

Nikhil Jain 8326171 AAO 9814477519 nikhiljain.dad@gov.in

CDA Jabalpur NEERAJ KUMAR SINGH 8344701 AAO 8830172096 neerajkumarsingh.dad@hub.nic.in

SUDIP SAMADDAR 8335444 AAO 9874158824 sudipsamaddar.dad@hub.nic.in

RAKESH KUMAR SINGH 8340995 AAO 9713735826 rakeshsinghjbp.dad@nic.in

SHAILESH KUMAR VAISHYA 8333993 AAO 8982564449 shaileshvaishya.dad@nic.in

DEVRANJAN PATHAK 8340748 AAO 8803475773 devranjanpathak.dad@gov.in

RAJESH KUMAR RANJAN 8336204 AAO 9450703513 ranjanrajesh.dad@hub.nic.in

CDA Patna PREM BAHADUR THAPA 8319964 SAO 8986561035 pbahadur.dad@gov.in
PAWAN KUMAR SINGH 8321310 SAO 7415694413 pawansingh72.dad@hub.nic.in
SUBHASH KUMAR SINGH 8332927 AO 9430993597 subhashsingh1962.dad@hub.nic.in
SANJIV KUMAR DAS 8321291 AO 9903646314 sanjeevkumardas.dad@hub.nic.in
RAXESH KUMAR 8321378 AO 7028003380 rakeshkumar1973.dad@hub.nic.in
ARUN KUMAR GUPTA 8328487 AO 9013904995 akgupta.cgda@nic.in
ANINDYA KUMAR 8321397 AO 9531693788 anindyakumar.dad@hub.nic.in

PCDA (SC) Pune BIMAL KUMAR 8336173 AO 9450572027 bimalkumar.dad@gov.in

SUHANA ARIEF 8337376 AAO 9845434560 ariefsuhana.dad@gov.in

MD.MAHMOOD ALAM 8340304 AAO 7875979287 mdmahmoodalam.dad@hub.nic.in

DIGAMBER KUMAR SHRIVASTAV 8344565 AAO 7385296048 dshrivastav.dad@hub.nic.in

MALAY NAND CHANDRA 8344605 AAO 9403248750 mnchandra.dad@gov.in

RAVIRANJAN PRASAD SINHA 8343616 AAO 83210644817 raviranjansinha.dad@hub.nic.in

SUBHASH KUMAR 8340330 AAO 9579710984 subhashkumar84.dad@hub.nic.in

CDA R&D Bangalore Ruchika Priyadarshi 8335895 AAO 9448017854 rpriyadarshi.dad@hub.nic.in

J V Subba Rao 8336341 AAO 9482986765 jvsubbarao.dad@gov.in

Suresh V 8334245 AAO 9844116921 sureshv1968.dad@hub.nic.in
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T Saravanan 8334240 AAO 8892884598 saravanant.dad@gov.in

Tara Kant Singh 8334737 AAO 8793790112 tarakantsingh.dad@hub.nic.in

PCDA P ALLAHABAD Rajnish Kumar Mishra 8320152 AO 8808955581 rajnishmishra.dad@gov.in

PCDA (NC) Jammu RAJESH KUMAR GANDOTRA 8328125 AAO 9419262894 rajeshgandotra.dad@hub.nic.in

BIRENDRA KUMAR 8344324 AAO 7760288249 birendrakumar.dad@hub.nic.in

SUNIL KUMAR SINGH 8320307 AAO 9540257315 singhsunilkumar.dad@hub.nic.in

RAKESH KUMAR SINGH 8341175 AAO 9456965344 rakeshsingh1984.dad@hub.nic.in

JUGAL KISHORE 8335138 AAO 8492014868 jkishorenc.dad@gov.in

CDA Chennai M R Raghunath 8338354 AAO  raghunathm.dad@gov.in

CDA (Navy/Coast Guard) New Delhi ARUN 8320123 AAO  arun.dad@gov.in

mailto:rajnishmishra.dad@gov.in

