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Z-17/12/9/SPARROW/20E.Ipt.1 16-05-2025
CIRCULAR

Subject: Accessing SPARROW Portal over new URL-reg.

Reference is invited to Step 4 of this Office Memorandum dated21.03.2025,
wherein it was directed to select Sh. Sonal Gulati as Co-ordinator for applying for
VPN/URL activation through the e-Forms portal.

Consequent upon the transfer of Sh. Sonal Gulati, DD,Ms. Janki Singh has
been assigned the charge of Nodal Officer for e-Office. She will henceforth serve
as the Coordinator for matters related to VPN/URL activation via e-forms.

The detailed workflow has been restated in Annexure-1 for convenient
reference.

Digitally signed by
Rajesh Yadav
Date: 16-05-2025

15:33:44
Rajesh Yadav

(Assistant Director E.I)

Copy To,

1. PPS of DG/FC/CVO for information.

2. All Divisional Heads at Hqrs for kind information.

3. Zonal Insurance Commissioners/Zonal Medical Commissioners for kind information.
4. Insurance Commissioner, NTA, New Delhi for information and necessary action.

5. All RDs/JD, l/cs of Regional Offices/Sub Regional Offices for information and
necessary action.

6. All the Medical Superintendents of ESIC Hospitals & ESIC Model Hospitals/ Dean of
ESIC Medical/Dental Colleges/PGIMSR for information and necessary action.

7. D(M)Delhi/D(M)Noida for information and necessary action.

8. Deputy Director E-V Hgrs office for information and necessary action.

9. Medical DPC, Hqrs Office for information and necessary action.

10. Website Content Manager for uploading the same on website of ESIC.

11. Guard File/Spare Copy.
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ANNEXURE-1

Step 1:
Open https://eforms.nic.in/OnlineForms/ then Click on LOGIN (Fig 1.0) and then Login
with Parichay (SSO) (Fig 1.1).

C % eforms.nicin/OnlineForms/
HOME SERVICES IN FOCUS CONTACT US FAQS

eForms: Online Platform for all Services of
NIC

This portal helps you to register for various services offered by NIC. Besides submitting the request
online, it also helps you to track the status of the request through Tracker option. You are also notified

through email and SMS for every movement of the requests.

i
L PDR’TALWDN(FL@ USER MANUAL UPDATE MOBILE

FOR RETIRED OFFICERS ONL

€ c 25 eforms.nicin/OnlineForms/loginNow.action#

Login Notice
For ease of user onboarding ., eForms has now been

integrated with NIC Single Sign-On Platform (Parichay).
Now, users will be authenticated through Parichay(SS0).

If you are a Non Gov user, Then Login from eForms

Login with EForms Login with Parichay (SS0)

Portal.

(Fig1.1)
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Step 2:

The following page (Fig 2.0) would appear.

¢ 25 parichay.nic.in/pnv1/assets/login?sid=eforms

o~

Ka
AmritMahotsav.

‘5) Digital india
i -

?ARICHAY

Single, Simplified, Safe
Please enter details to proceed

Enter Email or Mobile Number
Enter Password

. Password Less Authentication @

+ | consent to Parichay Terms Of Use.
Next

Forgot Password

Ministry of Electronics

Information Technology
Government of India

Step 3:
The following page (Fig 3.0) would appear.

s as

& Forms

GING AND SM

o _

1/2547641/2025

Fill the credentials as required.

Tip of the day

Keep changing your Password often and make them complex
and not guessable.

.
Parichay Authenticator @ ' » ?& )

Parichay Authenticator should be downloaded only from authentic

platforms.

Extend ID
(Retired Officers)

Update Mobile &
Profile.

SONU KUMAR ‘ .
'

t pending with you for more than 15 days will be auto-expired after 48 hours. Please take action on all the pending requests immediately.

;’j Dashboards _

- MyRequest query or doubt, “RAISE A QUERY" opt

ny
Data from January 2023

tracking

&4 DA Onboarding Total

«§ Distribution List Services User

Requests

'S DNS Services

Sandes

General Filters

Email (@gov)

Total
Completed

Total
Rejected
Requests

Request

Total Pending Request

IMAP/POP

Application Show| 1o 4 |entries
SMS Service

(] vensingle %

il x

SMTP Gateway Appld Email status [ Information

Status

[ TN T LAY e Ve L MY P YRR, For any query. you may contact to
Update Profile in(@gov) [ Pending Request Service Desk: (servicedesk@nicin-
ic.nic.n Pending with RO/Nodal/FO 2024-08-( 1800-111-555)

VPN Service [ Rejected Request

[C] completed Request
= Wi Service

(] Expired Request

Showing 1to 2 of 2 entries

(Fig 3.0)

Note: Update the profile through My Profile (Fig 3.1) whose profile is not updated/Co-
Ordinator option not showing. Fill the credentials as required i.e. Personal Info (Fig 3.2)
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and Organizational info (Fig 3.3), check the box and submit the same. In “Search your
organization details” please select ESIC.

National Informatics Centre SONU KUMAR ¢

NG AND SMS DIVISION

© Forms

Request pending with you for more than 15 days will be auto-expired|

£2 Dashboards ] &

My Request ! any query
Data from January 2023,

Archived Dashboard
24 DA Onboarding Total

User

Total
Completed

Total
Rejected

SIGN OUT

«§ Distribution List Services

Requests

Requests Request

DNS Services

Sandes

Email (@gov) GeneralFilters Total Pending Request

IMAP/POP
Application Show 10 4 entries Search:

SMS Service
[J veNsingle

SMTP Gateway Appld Email Status Date L Actions
Status

. VPN-FOI ic.nici Pending with RO/Nodal/fO  2024-08-09T09:39:08 m
Update Profile in(@gov) [] PendingRequest

= i s ow—s e e
Rejocted Request VPN-F in Pending with RO/Nodal/FO 2024-08-08TI0:2123 m

m]
[J completed Request '
p

VPN Service

WIFI Service Showing 1to 2 of 2 entriss

Expired Request

(Fig 3.1)

T T R aE .

5 AND SMS DIVISION

Entries marked with asterisk (*) are mandatory
£3) Dashboards

My Request
PersonalInfo  Organizational Info
User Name * Employee Code
DA Onboarding
o SONU KUMAR -
Distribution List Services iiSEiisE .
DNS Services +IXXXXXXXBI5 sonukumar7@esic.nicin
Sandes Telephone Number(0) Telephone Number(R)
Email (@gov)
Designation * Enter Your Official Address *
IMAP/POP
ASSISTANT ESIC HEADQUARTERS CIG MARG PANCHDEEP BHAVAN NEW DELHI
SMS Service
State where you are posted * District/City Name * Pin Code *
SMTP Gateway
DELHI v Central v 10002

Update Profile in(@gov)

VPN Service

WIFI Service
(Fig 3.2)
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Search your organiztaion details

Employees State Insurance Corporation(ESIC):(Ministry of Labour And Employment)

Organization Category * Ministry *
Central Ministry of Labour And Employment
Department/Division/Domain *

Employees State Insurance Corporation(ESIC)

Reporting/NodalfForwarding Officer Email*

Reporting/Nodal/Forwarding Officer Mobile *
T—— RS,
Reporting/Nodal/Forwarding Officer Designation *

SocialSecurityOfficer

| declare that my Reporting/Nodal/Forwarding Officer belongs to the same Ministry/Department from which i belong.

NOTE: e« If any "PSU/Ministry/Department” needs to be added, please send the details to eforms[at]nic[dot]in

Reporting/Nodal/Forwarding Officer Name *

Reporting/Nodal/Forwarding Officer Telephone *

(Fig 3.3)

Note: information regarding Reporting/Nodal/Forwarding Officer will be auto-filled

once email ID of the said office is filled. In “Search your organization details

please select ESIC.

Step : 4

Click on VPN Service (Fig 4.0) and select Co-Ordinator as Janaki Singh.

(®) NewRequest () Add/Delete IP address to existing (O Renew

&3 Dashboards

+ MyRequest Choose Co-ordinator*

Choose Coordinator *

(&) Organization Coordinator
OUR SERVICES

<& BharatVe 1P Address *
(@) singlelP () IPRange
DA Onboarding - -
Enter Server IP address * Application URL Destination Port *
Distribution List Services
server Location®
= DNS Services
NDC Delhi v
Sandes
Remarks
Email (@gov)
Y IMAP/POP
Mail Transfer Enter Captcha*
SMS Service Capteha Q4BFHE O

SMTP Gateway

(Fig 4.0)

Step :5

Janaki Singh (janakisingh@esicn v

1/2547641/2025
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Click Add/Delete IP (Fig 5.0) address to existing. The following page (Fig 5.0) would pop
up.

(Fig 5.0)

Step 6:

The following page would appear (Fig 6.0). Select the VPN REGISTRATION NO- and
click the VPN (Fig 7.0), if there is any, VPN No.

Note: In case No VPN is showing create a new request and rest of the workflow will be
the same as followed.

Add/Delete IP Address

VPN REGISTRATION NO

-Select VPN REGISTRATION NO-

(Fig 6.0)
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Step 7:

1/2547641/2025

Click on Add New. (Fig 7.0) and Select the VPN Registration No (Fig 7.0).

Add/Delete IP Address

VPN REGISTRATION NO

VPN345724

You can select record for deletion, if you don't want to delete record then click directly to Add New button.

Show 10 & entries earch:

select | serverlp Server Location Destination Port Service

@]

164.100.69.27 NA 443 https://esic.eoffice.gov.in/

Showing 1to1of 1 entries . -; 7

=)

Fig (7.0)

Note: do not check the box else e-office will hot work.

Step 8:

The following page (Fig 8.0) would appear fill the details as mentioned below and submit

the same.

1. For those who are not able to access SPARROW Portal:

Enter Server IP address *

164.100.79.162

Application URL

https://sparrow-eofficeesic.saccess.nic.in/|

Destination Port

443

Server Location

National Data Center, Shastri Park.

2. For those who are not able to access PIMS of SPARROW:

Enter Server IP address *

164.100.78.96

Application URL

https://pims.eoffice.gov.in/PIMS-NEW/

Destination Port

443

Server Location

National Data Center, Shastri Park.

Note: Access of PIMS

(Personnel Information Management System) to be specifically

required to Creator and Verifier of the units to transfer in/transfer out the officials/officers

and to create the ID of

new joinee in SPARROW Module.
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@ Eorms

T Y& RS o -
National Informatics Centre SONU KUMAR ;

AND SMS DIVISION

Choose Coordinator * Choose Co-ordinator*

() organization Coordinator Sonal Gulati (sonalgulati@esicni v
&3 Dashboards

- MyRequest IP Address *

(® singlelP (O IPRange

Enter Server IP address * Application URL Destination Port *

| ~
« BharatVe

Server Location*

84 DA Onboarding
«h J NDC Delhi v

Distribution List Services
Remarks

S DNS Services
Sandes
. Enter Captcha*
Email (@gov)
Captcha Lp/{“]b (s}

IMAP/POP
@& sMs Service

Preview and Submit
SMTP Gateway

Update Profile in(@gov)

Fig (8.0)

Step 9:

The following page (Fig 9.0) will appear, agree the terms and conditions and submit the same.

Central Ministry of Labour And Employment

Department/Division/Domain *

Employees State Insurance Corporation(ESIC)

VPN Details

1P Type 1P Address icati inati Server Location Action

single 10101010 NDC Delhi Add

Co-ordinator email

sonalgulati@esic.nicin

I agree to Terms and Conditions

(Fig 9.0)

Step 10:

The following page (Fig 10.0) would appear. Click on Yes and forward the same to your
Reporting/Nodal/Forwarding Officer.

1/2547641/2025
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Reporting/NodalfForwarding Officer D|  Reporting/Nodal/Forwarding Officer Details

SocialSecurityOfficer
We are sending your request for approval to email address
(sudeep.bajpai@esic.nic.in)
Organization Details
Name: Sudeep Bajpai
Organization Category *
Email: sudeep.bajpai@esic.nic.in
Central
Mobile: +OIXXXXXXX565
Department/Division/Domain *

2
Employees State Insurance Corpora Are you suire; youwant to proseens

VPN Details u =

IP Type IP Add! pplication URL Destination Port Server Location Action

single 10101010 80,443 NDC Delhi Add

Co-ordinator email

sonal.gulati@esic.nic.in

| agree to Terms and Conditions

(Fig 10.0)

Step 11:
Thereafter, The same should be forwarded by Reporting/Nodal/Forwarding Officer.

Note:

Role of Reporting Officer as mentioned by NIC: “If the reporting officer's email
address is a government domain (exists in our database), then the 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 is 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 your 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 assistance please contact
Sh. Sonu Kumar - 7503885615
Sh. Srikant Gupta — 8826714150

1/2547641/2025
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