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.
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Singh, Simpit Safe

Welcome, Please sign-in

Enter User Name eg. userid@domain.in

Scan this QR Code to download Parichay Authentication App.
Click Here for more details.
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3. Select “OTP on Mobile” tab and click on “Next” Button.

&« C @ parichay.nicin/pnv1/assets/login.htmi?service=passive&active=truefirm_5=false&continue=https%3A%2F%2Fjan_com%2Fmail%2F&pp=1&scc=1&Imp... o 12 Y @ ® O e H

E?ARLQMX

Two Step Authentication

Select one of the options and Click ‘Next'

I E QTP on Mobile

I @@ Backup Code Authentication

Scan this QR Code to download Parichay Authentication NEXT (3

App.
Click Here for more details. =

Login as Different User
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Download Parichay Authenticator Mobile App for Seamless and Secure Multi Factor Authentication m


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.
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OTP Authentication

OTP successfully sent to registered Mobile 1519
Show OTP

Don't ask me again on this Device ®

Scan this QR Code to download Parichay Authentication
App-

Click Here for more details. Update Profile

Resend OTP Login as Different User
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Download Parichay Authenticator Mobile App for Seamless and Secure Multi Factor Authentication m

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.

g8 Azsessment Year

Select Assesment year 2018-2019

Crganization

& EMD
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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.

The message of “Role Assigned Successfully” will appear as shown below.
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Sparrow - (CBIC)

Employee Search by : Code DUMMYTI Email Batch
‘ Choose Designation | v ‘ | Choose Cadre - | | Mo Organisation v ‘
< Sent
‘ Choose Service A ‘
@ Delegation

|#" User Assisiance v
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Doo02 DUMMYTI 1900 TAX ASSISTANT CENTRAL SERVICES

< Role Mapping

En
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Showing 1 to 1 of 1 entries

No Organisation

First Previous Next Last

R Role Detail

r Role Mapping

B PAR ~

Roles assigned successfully
Q EMD Code: D0002  Name: DUMMYII

CADRE CONTROLLING AUTHORIT =
COMPETENT CADRE AUTHORITY
DASHBOARD ACCESS AUTHORITY
DOSSIER CUSTODIAN

DOSSIER SHARING AUTHORITY
EMD ADMINISTRATOR
GENERATION CONTROLLER AUTH
GLOBAL COMPETENT AUTHORITY
IPR MIGRATION ROLE ORG -

[ Officers eSign Logs
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DOSSIER ACCESS AUTHORITY
MIGRATION AUTHORITY

PAR ADMINISTRATOR

PAR STATE CUSTODIAN (PRIMARY

4

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.
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Employee Search by : Code

DUMKYI Emai

Batch

‘ Choose Designation

v ‘ ‘ Choose Cadre

v | ‘ No Organisation v |
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Showing 1 to 1of 1 entries

|#* User Assistance

4 Role Mapping

& Role Detail

¢ Role Mapping

‘ Choose Service v ‘

Do002 DUMMYII
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1900 TAX ASSISTANT

CENTRAL SERVICES No Organisation

First  Previous Next  Last

[# PAR ~

Roles assigned successfully
Q EMD Code:D0002 ~ Name: DUMMYII

PAR CUSTODIAN (PRIMARY) “
PAR DELETION AUHTORITY

PAR MANAGER

PAR RECORD KEEPER (ALTERNAT
PAR RECORD KEEPER (PRIMARY)
PAR STATE CUSTODIAN (PRIMARY
PAR STATE RECORD KEEPER (AL1
PAR STATE RECORD KEEPER (PR
SERVICEADMIN

MIGRATION AUTHORITY
PAR STATE CUSTODIAN (ALTERNA
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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.
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Welcome, Please sign-in

Enter User Name eg. userid@domain.in

Enter Password @

Update Profile
NEXT ()
Scan this QR Code to download Parichay Authentication App. Forgot Pass,

P 9 e@ffice

Download Parichay Authenticator Mobile App for Seamless and Secure Multi Factor Authentication m

g Due to security reasons "OTP on Email option’ has been discontinued from Multi-factor Authentication page. Now, you may use OTP on mobile and login with remember the browser
ARICHAY option. Also, you may use Backup Codes in case of Emergency. To know how to generate and download Backup Codes, kindly go to Help > User Manual.

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

& Dashboard/Statistics Portal : Portal / Logout: Logout / Confinue

No. of Service Book Users Employees Reliring this Year

View Details © View Details o View Details o

Distribution of Based on No. of Employee) Distribution of Employees Based on Pay Level(Level : No. of Employes) Distribution of Employees Based on Age(Age Group - No. of Employee)
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https://pims.eoffice.gov.in/

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

I Search Employee I Users Feedback (0) ] Initiate Transfer I Relieving Employee ] Joining Employee I Pending Verifications _

Search Employee

Organisation | —select— - Service | eaic - \
Employee Code D0003 Employee Name

Select Designation | —setect— - Employee Type | —-select— M \
Select User Type | —select— -

V. Click on “Click to select” mentioned in the list to select the Officer.

l Search Employee | Users Feedback (0) l Initiate Transfer l Relieving Employee l Joining Employee I Pending Verifications _

Search Employee

Organisation \ —Select— v.\ Service \ CBIC M |
Employee Code D0003 Employee Name

Select Designation | —Seloct— * Employee Type | —select— -|
select User Type | —select— -

Searched Employee List

a 4 Employee
SN- 7 Code

Hon Service GOVT EMPLOYEE - l
1 D0003 DUMMYTIT DGHRD - DELHI csIC INSPECTOR Book SERVING {@
Showing 1 to 1 of 1 entries | Previous . Next I

4 Employee Name 4 Organisation 4 Service % Designation 3 E;'p';""’“e 4 User Type Action

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

»
>

» PROFILE PAGE
» PERSONAL INFO

» SALARY DETAIL

» IMMUTABLE

» MUTABLE

» SERVICE Hams Ms. DUMMYIII

» LEAVE RECORD Designation INSPECTOR

_— organisation | DGHRD - DELHI
Erelesss |NON SERVICE BOOK

» CGEGIS

+ PENALTY Use Left Navigation For Detail Records Of Above Employee

» POSTING REPORTING Click To Search = Search User

» INTERNAL AUDIT

» DISCIPLINARY CASES
» EMPLOYEE ACCOUNT
» ER SHEET

» USER FEEDBACK

» DSC ENROLL

» SCANNED DOCUMENT
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» PROFILE PAGE =
~ PERSONAL INFO

Personal Infarmatian |

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.

Home » Personal Information » Personal Information |

Personal Information |

Last Verified Record | Data Information | View Service Book Parts | User Feediack | + |

Ms. DUMMYIII (D0003)
Personal Information Ii
Photograph
Signature
Personnel Detai
Quaiification
Addiienal Qualification Appellation™ | . 1¢)
Sl set Name® DUMMVII Mote- Record will be freezed once submitted. Will not Name{in regional)
Designation be modified in future.
Permanent Address Gender FEMALE Ea Age 2
‘Commurnication Address Date of Birth THIRTY ONE MARCH Th( ‘ Date of Birth ELEVEN CHAITRA ONE
< of Bi ate of Bi
Debarment (Christan era in words) IR (Saka er3) L (S3ka &r3 in words) [ ELZED T HILTTED
TWENTY TWo P
» SALARY DETAIL ———————————
) Date OF Birth Certificate f"“"“ file | No file chosen Not Citizen Of India [m] Mationality* INDIAN v
o (Bllowed File Formatiiax Sizs - PDF/S MB) —
+ MUTABLE . If not Citizen of India Outside India Citizen Choose file | No file chosen
Date of Eligibility certificate i ] . s ¢
—————————— Certificate number Eligibility Certificate Allovred File Format/Max Size - PDF/S ME)
» SERVICE
) B " sefile | No file chosen
Religion® HINDUISM - Categor GENERAL Caste Certificate
ERCEAVE RECOR o —l aen (Allowed File Format/Max Size - PDFIS MB)
Father's Name* Mother's Name
(Please affix appellation in SPARROW (Please affix appellatiol PAN No.
name) name)
P —— LI e i A 1 i = i s
. Religion™ | HINDUISM Category | GEMERAL (Caste Certincate — o . .
» PROFILE PAGE - Allowed File Formatiax Size - PDF/S MB)
s renconat o | Father's Name* Mother's Name
= FERSONALINFG (Please affix appellation in SPARROW (Please affix appellation in PAN No.

Personal Information |
Personal Information Il
Photograph

Signature

Qualification

Additional Qualification
Skill Set

Designation

Permanent Address
Communicalion Address

Debarment

[ seuawvocm. |
[

» CGEGIS

name)

Choose file | No file chosen

(Bllowed File FormatiMax Size - PDF/5 MB)

PAN Certificate *

Personnel Details - II

name)

Blood Group

Mother Tongue Employee Code* Do003
Pension Scheme GPF No.
Service® | caic Cadre Service" | centRaL seRuIcES ~
Cadre Service Whether Confirmed to
Identification Number 2D Service o
Source of Recruitment* User Type* | covrEmpLovEE. v |
y
Note- Mandatery Documel tomatically by "Not A
Once submitted record wi -
Support Document & Remarks
DIRECT
Upload Proof INDUCTED osen
Size - PDF/5 MB)
NON 5CS
Remarks NOT AVAILABLE y
PROMOTED
SIGN & RR
scs -

Allotment Year

PRAN No.

Service Appointment Date

Service Confirmation Date

1900

sl
i)

viii.

Click on “Submit” button.



Heligion™ | HINDUISM - Category | GEMERAL - Caste Certicate o — o
it /= @@ (Allowied File Format/Max Size - PDF/5 MB)

PROFILE PAGE =
Father's Name* Mother's Name
HEICSt (Please affix apj i SPARROW (Please affix appellation in PAN No.
) name) name)
Personal Information |

Personal Information I PAN Certificate - Choose file | No file chosen Blood Group

(Allowed File FormatiMax Size - PDF/S MB)

Photograph

Personnel Details - I
signaturs
Sualification Mother Tongue | ——setent - Employes Code® D0003 Allotment Year 1800
&dditional Qualification

Pension Scheme - GPF No. PRAN No.
Skill Set
Designation Service® - Cadre Service* | cenTRaL sERVICES ~ Service Appointment Date & m
Pemanent Address .

Cadre Service Whether Confirmed to . .

Identification Number Dogis Service o Service Confirmation Date = m
Communication Address
Debarment sSource of Recruitment* | orect - User Type* | covTEmPLOVEE .. ~

s T raal Note- atory D nts if not up will be y uploaded by 'Not Available’ document.
Once submitted record will be freezed.

IMMUTABLE Support Document & Remarks
MUTABLE

a7 ot
LEAVE RECORD Remarks

— &

TC
m N & SUBMI SIGNAND NEXT | susmiT || BT L]
CGEGIS d

le | No file chosen
lowed File FormatMax Size - PDF/5 MB)

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.

+ PROFILE PAGE = i
|+ ProFuEPacE | Designation View Service Book Parts | User Fecdback |+]
~ PERSONALINFO

Ms. DUMMYIII (D0003)

Personal Information |

Personal Information I

Photograph A
Designation
Signature
Cualification Designation” —Select— Type of Appointment* | —setect— -
Additional Qualfication Depariment Name Designation Joining Date * AW
Skill Set
Efiective From Date* g Effechive To Date jah)
Is Active Designation [m] Designation Suffix

Communication Address

Debament Remarks Appointment Order Choose file | No file chosen

P (Rllowed File FormatiMax Size - PDF/S MB)

» SALARY DETAIL Support Document & Remarks
» IMMUTABLE

Upload Proof Choose file | No file chosen
+ MUTABLE (Allowed Fie Formatliax Size - PDF/S ME)
» SERVICE Remarks
» LEAVE RECORD

Employee Designation List @®

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

» PROFILE PAGE =
~ PERSONALINFO

) Designation
Persenal Information |
Personal Information I1 Designation* —_seiect— - Type of Appoiniment* —_Select— -
Photogragh
Depariment Name Designatien Joining Date A &
Signature
Qualiication Efiective From Date* Mo Effective To Date mo
Additional Qualificat
fional Qualifieation Is Active Designation D Designation Suffic
Skill Set
Designation Remarks Appointment Order* Ehessniel| No file chosen

P (Allowed File Format/Max: Size - PDF/S MB)
Pemanent Address

Support Document & Remarks
Communication Address

Choose file | Ne file chosen

Debarment Upload Proof
lowed File Formatias Size - PDF/5 ME)

+ SALARY DETAIL
T Remarks P
+ IMMUTABLE p
» MUTABLE Employee Designation List .

S.No Designation Appointment Type %;iﬂlr;agg?e From Date To Date Active Designation Data Authors Last Verified Action

» LEAVE RECORD
_ 1 INSPECTOR DIRECT RECRUITMENT  01/042018 011052018 Active = [ it |
CETE I K :

» CGEGIS
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» PROFILE PAGE -
~ PERSONALINFO

Personal Information |
Personal Information I
Photograpn

Signature

Qualification

Addtional Qualification
Skill Set

Designalion

Permanent Address
Communication Address

Debarment

» SALARY DETZ
» IMMUTABLE
» MUTABLE

» LEAVE RECORD

» PROFILE PAGE -
~ PERSONAL INFO

Personal Information |
Personal Information Il
Photograph

Signature

Qualification

Additional Qualification
Skill Set

Designation

Permanent Address
Communication Address

Debarment

» SALARY DETAIL
MUTABLE
» MUTABLE

» LEAVE RECORD
» HBAJADVANCES

» CGEGIS

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

Designation

Ms. DUMMYIII (D002}

Designation

| Designation” r

Department Name
Effective From Dale*

Is Active Designation

Remarks
Support Document & Remarks
Upload Proof

Remarks

Empioyee Designation List

INSPECTOR -

([ ]

INSECTICIDE TESTING OFFICER

INSPECTING OFFIGER

INSPECTOR
INSPECTOR GENERAL
INSPECTOR GENERAL OF FOREST
INSPECTOR GENERAL OF POLICE
INSPECTOR GENERAL,

REGISTRATION AND COMMISSIONER
OF STAMP REVE

oose fi
{Allovred File Format/Max Size - PDF/

SIGN & SUBMIT | SIGN & NEXT m m

Designation

Designation

Designation®

Cepartment Name

Effective From Date”

Is Active Designation

Remarks

Support Document & Remarks

Upload Proof

Ms. DUMMYIII (D0003)

Please verify Employee Identity | Data before verifying other records.
Home » Personal Information » Designation

+ Designation Saved/Updated Successfully.

—Select—

mEa

Choose file | No file chosen

(Allowed File Format/Max Size - PDF/S MB)

Data Information | View Service Book Parts | User Feedback | ¢ |

Type of Appointment* DIRECT RECRUITMENT -
Designation Joining Date * 0170472019 jz=i]
Effeclive To Date o

Designation Suffix

Appointment Order*

Choose file | No file chosen

(Aliowed File Format/lMax Size - PDF/S MB)

View Service Book Parts | User Feedback | + |

Type of Appointment* ——Select—

Designation Joining Date *

Effective To Date

Designation Suffix

Appointment Order*

jicful
Ha

No file chosen

ved File Format/Max: Size - PDF/S MB)

8. Organisation Transfer:

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

service.

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

against the officer.
Click on “Initiate Transfer” tab.



I Search Employee l Users Feedback (0) I Initiate Transfer I Relieving Employee l Joining Employee I Pending Verifications _

Search Employee For Transfer

Organisation | —seteet— - Service [ cac .|
Employee Code DoQo3 Employee Name
Select Designation | -—Select— v ‘
Searched Employee List - Transfer Initiation -
S.no. Employee Code Employee Name Designation fjct
1 DOOD3 DUMMYIIT INSPECTOR
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.

Search Employee ] Users Feedback (0) l Initiate Transfer I|Reliev'mg Emp\oyeell Joining Employee l Pending Verifications _

Relieve Transfer

Show [10~]entries

a » Employee
S-No 7 Code

A 4 Employee
¥ Select * Name

%+ Designation

¢ Transfer From 4 Transfer To

# Relieved Date

DUMMYIII

1 ( DO003

INSPECTOR

DGHRD - DELHI

[ @

Showing 1 to 1 of 1 entries

AAI CARGO LOGISTICS
AND ALLIED SERVICES
COMPANY LIMITED

ADVANCED WEAPONS
AND EQUIPMENT INDIA
LIMITED (AWEIL)

AERONAUTICAL
DEVELOPMENT
AGENCY

«

| Previous . Next I

I Search Employee l Users Feedback (0) l Initiate Transfer I Relieving Employee I Joining Employee l Pending Verifications _

Relieve Transfer

“S.No ¢ Select ¢ Employes % Employee 4 Designation 4 Transfer From 4 Transfer To # Relieved Date
Code Name
1 D0003 DUMMYTIT INSPECTOR CENTRAL BOARD OF INDIR.

DGHRD - DELHI

oves/2e22 W

Showing 1 to 1 of 1 entries

Relieve Transfers

| Previous . Next I




iv. Click on “Joining Employee”. Click on the checkbox against the officer.
iv. Select joining date and click on “Submit Transfers” tab.

—
I Search Employee ] Users Feedback (0) l Initiate Transfer ] Relieving Employee I Joining Employee Pending Verifications

Transfer Joining

entries search:[ ]

“SMNo ¢Selet ¢ E:relwee + ,E‘:'::L‘ + Designation # Transfer From 4 Transfer To # Joining Date
D003 DUMMYIIL INSPECTOR DGHRD - DELHI TR BOARD OF INDIRECT TAXES AND rlul/uslzuzz ;: i

Showing 1 to 1 of 1 entries | evious . Next I

Show

Submit Transfers

Search Employee ] Users Feedback (0) l Initiate Transfer I Relieving Employee I Joining Employee Pending Verifications

Transfer Joining

+ Transfer Joining Successful.

No Record Found

Submit Transfers




