ANNEXURE-I

Step 1: Login into sparrow and click on EMD (Fig 1.0).
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(Fig 1.0)

Step 2: The following page would appear (Fig 2.0). Click on Advanced Employee Parameter.
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Note 1- User’s data will reflect in the eOffice Applications after 30 minutes where data synchronization has been implemented.
2- Either ‘Primary Organisation or Service' is required

(Fig 2.0)



Step 3: The following would appear (Fig 3.0). Fill the credentials i.e. Primary Organisation or Service
along with Employee Code of officials/officers who are facing the issue and search for the same.
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Step 4: The details of the officer/official would appear as shown in Fig 4.0 and click on arrow.
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Step 5: Details would appear in next tab as shown in Fig (5.0). Click on that tab.
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Step 6: The following page would appear (Fig 6.0). Click on Employee Account and then Update login
ID.
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Step 7: The following page would appear (Fig 7.0).

AR USE] SONUKUMAR X
& Personal Info +
& Employee Account H Employee Basic Information

vUpdate Login ID o) Name: SONU KUMAR DOB: 02/01/1991 Gender: MALE Employee Code (For current
v Updat T

w organisation): 173140
FE& S

Designation: ASSISTANT Login ID: sokum

BE Update Login Information DATA INFORMATION

Login Type* Temporary Login ID @ NIC/Gov-LDAP ID ) Other Local LDAP
Existing Login-ld I g Existing Ldap-id T
New Logind* T New Ldap-id* T
Creator Remarks = Modifier Remarks
xI 4 xT p

(Fig 7.0)

Step 8: Enter the Login-Id in New Login-Id. The login ID/UID of the official concerned can be obtained
as mentioned (copy attached) and update the same and advise the individual to login after 24 hours.

Note : Login Type should be NIC/Gov-LDAP ID



