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Procedure for Official Email ID Creation 
1) The Station will log into HRIS. 

2) Click on Official Email ID Creation Tab at Lower-Right corner of the Station Home Page. 

 

                                      

3) In Email Creation Portal, 

                              

i) First, enter mobile number for each employee. An e-mail id is suggested to 

each and every employee. However any available e-mail id of choice can be 

entered. The mobile number and the e-mail id are unique. Only one personal 

e-mail id can be assigned to a mobile number. 

                  

 

ii) After,  all the requisite email id’s data has been entered, click Click here To 

Generate Emails .Then click on Generate Request ID for E-Mails. Then Click 

on print to download/Print the template. Sign and enter the required details on 

the template. 
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iii) Further go to Upload signed pdf at the right side of the page, choose the 

request ID and upload the relevant signed pdf there.  

                 

 

iv) The email request status can be tracked there. Once the official e-mail ids have 

been created, it will be shown as Email Created on Enter Mobile Number 

click. The email id’s user will receive a notification from NIC on the registered 

mobile number about the user id and password.  
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