
       



 

 

 



Annexure (A) 

 

Pre-requisites for different type of Saksham Seva requests 

The following pre-requisites should be met for different types of UAM requests forwarded to 

Saksham Seva by nodal officers: -  

1. The Requester should reflect as Nodal officer in CBIC records. If not, a copy of 

nomination order along with SSOID for the same must be sent along with the 

request.  

2. The request should come from the official Icegate Email ID of the Nodal officer. If the 

Nodal officer sends request from other government ID's (nic/gov), then a proper 

justification should be provided for not sending it via Icegate Email Id. However, it is 

advised that subsequent requests should be forwarded from Icegate Email Id only. 

 

 SSO ID & Icegate email ID creation 

 

1. SSOID and Icegate email ID creation template (new macro-enabled template) 

2. Scanned copy of Service Book pages where the name, DOB and DOJ are clearly 

mentioned. 

3. The user & the Nodal officer should be mapped at the same location. 

 

 Creation of VPN IDs  

 

1. VPN ID creation template (All mandatory fields should be filled). 

2. The user & the Nodal officer should be mapped at the same location. 

 

 Mac Address/VPN ID Modification  

 

1. Mac Address modification template (All mandatory fields should be filled). 

2. The user & the Nodal officer should be mapped at the same location. 

 

 Mapping/Application access modification 

 

1. Mapping template (All mandatory fields should be filled). 

2. The user & the Nodal officer should be mapped at the same location. 

 

 Designation Modification 
 

1. SSOID of the user. 

2. The Promotion order copy/transfer order copy stating name and DOB of the user 

or Promotion order copy/transfer order copy stating name along with Bio data 

page of the service book wherein the officers Name and DOB are clearly stated. 

3. The user & the Nodal officer should be mapped at the same location. 

 

 Personal information modification 
 

1. Scanned copy of Service Book pages where the name, DOB and DOJ are clearly 

mentioned. 

2. The user & the Nodal officer should be mapped at the same location. 

http://cbic.gov.in/htdocs-cbec/deptt_offcr/SSOID_Template-govt-offcials_new.xlsm
http://cbic.gov.in/htdocs-cbec/deptt_offcr/VPN-ID-Template-Ethernet-WiFi-Mac-Addresses-160519.xlsx
http://cbic.gov.in/htdocs-cbec/deptt_offcr/MAC-Address-Modification-template-160519.xlsx
http://cbic.gov.in/htdocs-cbec/deptt_offcr/Joining-Location-Transfer-Request-Template.xls


 Disabling of SSOID and Icegate email ID 

 

1. User's SSOID & Name  

 

NOTE:  All template names have been hyperlinked to respective templates for 

ease of access. The same templates are also available on CBIC website  

http://www.cbic.gov.in/htdocs-cbec/home_links/dept_officers 

http://www.cbic.gov.in/htdocs-cbec/home_links/dept_officers

