
Super Custodian - Role Assignment Guide in SPARROW-CBIC 

 

1. Logon to https://sparrow-cbic.rcil.gov.in 

2. Enter username and password. Click on “Next” tab. 

 

3. Select “OTP on Mobile” tab and click on “Next” Button. 

 

 

 

 

 

 

 

https://sparrow-cbic.rcil.gov.in/


4. After clicking on “Next” button the below page will open. Enter the OTP received on the 

registered Mobile number and click on “Next” button. 

 

5. After clicking on “NEXT” button the SPARROW portal will open for Super Custodian as 

below. On the left side of the portal all the tabs are available. 

6. Role Mapping: Super Custodian will be able to assign role of Custodian/ Alternate 

Custodian to the officers. 

i. The officer has to click on “Role Mapping” tab. 

 

ii. On clicking on the Tab below page will open. The officer can search for officer through 

his/her employee code, Name and Email id.  



iii. Enter employee code or Name or Email id and click on “Search” tab. 

iv. The officer will be able to see the name of the officer in the list appear as below.  

v. For assigning the role of Custodian, Click on the Name of the officer from the list and 

select roles of Dossier Access Authority, Migration Authority, PAR Administrator and PAR 

state Custodian (Primary) one by one and transfer to the next list. Click on “Submit” 

Button. 

vi. The message of “Role Assigned Successfully” will appear as shown below. 

 

 

vii. For the role of Alternate Custodian, The officer has to select Migration Authority and 

PAR State Custodian (Alternate) one by one and transfer to the next list. Click on 

“Submit” Button. 

viii. The message of “Role Assigned Successfully” will appear as shown below. 

 

 



 

7. Organisation Transfer and Updation of Personal Information:  

i. Logon to https://pims.eoffice.gov.in 

ii. Enter username and password. Click on “Next” tab. 

 

iii. Click on “Continue” button given at the top right corner of the page. 

 

 

  

 

 

 

 

https://pims.eoffice.gov.in/


 

iv. Enter Employee code and select “CBIC” in Service tab. Click on “Search” button. 

 

v. Click on ‘Click to select” mentioned in the list to select the Officer. 

 

vi. For updation in personal details of the officer click on “Personal Info” tab. 

 



vii. Under “Personal Info” tab click on “Personal Information I”. A popup message will 

appear. Click on “ok”. The Super Custodian will be able to update Name, date of 

birth and source of recruitment which is a mandatory field. 

 

 

 

 

viii. Click on “Submit” button. 



 

ix. For designation updation of any officer click on Designation tab given under 

“Personal Info” tab. Click on “+” given in right corner of the page. 

 

x. The officer name will appear. Click on “Edit” button mentioned under Action 

column.  

 



xi. After entering all the mandatory details click on “submit” button.  

 

 

 

8. Organisation Transfer: 

i. Click on “Initiate Transfer” tab. Enter employee code and select “CBIC” under 

service. 

ii. Click on “Search” tab. The details of the officer will appear. Click on the checkbox 

against the officer. 

iii. Click on “Initiate Transfer” tab. 



 

i. Click on “Relieving Employee”. Click on the checkbox against the officer. 

ii. Select the organisation to which the officer has to be transferred.  

iii. Select relieved date and click on “Relieve Transfers” Tab. 

 

 

 

 



iv. Click on “Joining Employee”. Click on the checkbox against the officer. 

iv. Select joining date and click on “Submit Transfers” tab. 

 

 


