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Overview

The MCGM Email Management Application automates the workflow for email id management.

In MCGM, the email ids assigned to employees depend on their designations, departments, wards and
locations. A new email id is assigned to a new employee. When an employee is transferred between
departments, locations or wards, his or her email id needs to be changed. In case any employee is on a
long leave or has resigned, another employee may take up the additional charge of the email id of the
employee on leave.

Submit a request

Using the application, MCGM employees can submit requests for new email ids, transfers and
additional charge. When submitting a request, an employee fills in the required details and uploads
necessary documents. The employee then fills in the details of the approver and submits the request.

Manager Approval
On submission, an email with the request details and the uploaded documents is sent to the approver.

The approver has an option to accept or decline the request. If the approver declines the request, an
SMS is sent to the employee on the registered mobile number informing him or her that the request
has been declined.

If the approver accepts the request, an SMS is sent to the employee on the registered mobile number
informing him or her that the request has been accepted and will be forwarded to the IT team.

If the approver does not process the request within three days, the request is expired and the
employee can submit a new request.

IT Approval

A request which is approved by the approver is sent to the IT team. The IT team confirms the details
with the other systems such as SAP and can approve or decline the request. An SMS is sent to the
employee when the IT team approves or declines the request.

Request completion

If the IT team approves the request, it is forwarded to the automatic provisioning system and the
necessary changes are automatically done to the email servers. An SMS is sent to the employee when
the changes are done.
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Request for anew email-address

1. Logintothe MCGM Management app using your employee id and domain password.

2. Select the New Email tab.

é' Form for E mail ID Creation/Transfer [ Additional charge etc. a
Upload Oid Data Mewr Email Transfer Additional
user id testuser_mithi22
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3. The New Email Request form will be shown on the screen where you need to fill in your details.

4. Enter your details as per the table given below and click on Next

4 Employee Details
Kumar At 5
s

Field Name Description Example
Employee Code Your employee-code 4556889
Last Name, First Name, Your name Kumar Amit S
Middle Name
Employee Mobile Your mobile number 9999999999
Number
Designation Your designation. HEAD CLERK

(Enter the full details. Do not use

abbreviations)
Ward Name of your ward MCGM B WARD
Department Name of your department DY HE PLANNING AND

CONTROL

Location Your office location MCGM B WARD
Reference Email ID MCGM email id of a reference emp23@mcgm.gov.in

5. You are now requested to upload your ID proof. Click the Upload icon and select a file which
has the image of your id. Please note, the size of this file should not be more than 2MB.
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6. If the file is invalid, you will be shown an error. Try again with a valid file. Once the file is
successfully uploaded, you will see the image on your screen. Click Next.

4 Upload 1D Proof

PTA Lpng (593.08 KB)

7. In the next step, you will have to give the approvers details as per the table below.

8. Enter the Approver Details and click on Next.
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mgr2

Seems Patil

5r Manager

SEEMa S MCOEM. BN

edp

Wew Email request form

Approver Details

LOihoe of Chief Engineer arant Road

Field Name Description Example

Empl de of th
Approver Employee code mployee code ot the 4368908

approver
Approver name Name of the approver Seema Patil
Designation Approver's designation Sr Manager
Department Approver's department ROADS
Email id Approver's official email id sr_ mgr09@mcgm.gov.in
Ward Approver's ward name Office of Chief Engineer
Location Approver's location Grnat Road

9. On the next page, click Accept. Click the Next button to proceed.
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Accept

MNew Email reguest form

¢ testuser_mithi2Z

i Humar Amit 5

» MCGM BWARD

* DY HE PLANMNING AND CONTROL

Terms & Conditions

A
R |

(s =i

Email Management Application

This completes the process of submitting the request for a new email address. The request will now be
submitted to the approver. If the approver accepts the request, it will be forwarded to the IT team.
Once the IT team accepts the request, the changes will be made on the email servers. At every step,
you will be informed about the status of your request via SMS on your registered mobile number.
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Email Management Application

1. Logintothe MCGM Management app using your employee id and domain password.
2. Select the Transfer tab.
3. The Transfer Request form will be shown on the screen where you need to fill in your details.
4. Enter your details as per the table given below and click on Next
L4 Employee Details
Field Name Description Example
Employee Code Your employee-code 4556889
Last Name, First Name, Your name Kumar Amit S
Middle Name
Employee Mobile Number | Your mobile number 9999999999
Designation Your designation. HEAD CLERK
(Enter the full details. Do not use
abbreviations)
Ward Name of your ward M EAST BF
Department Name of your department ROADS
Location Your office location GOREGOAN
Reference Email ID MCGM email id of a reference aacs9@megm.gov.in

5. You are now requested to upload your ID proof. Click the Upload icon and select a file which
has the image of your id. Please note, the size of this file should not be more than 2MB.
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6. If the file is invalid, you will be shown an error. Try again with a valid file. Once the file is

successfully uploaded, you will see the image on your screen. Click Next.

£ Upload ID Proof

.)l

7. Inthe next step, you will have to give the Approvers Details as per the table below.

8. Enter the Approver Details and click on Next.
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Iransfer request form

< Approver Details
1568761

W D PATIL

SUR EMGIMNEER

ha.pRcEmegm.go.in

ROADS

PNORTH WORLI HUB
Field Name Description Example
Approver Employee Employee code of the approver 4368908
code
Approver name Name of the approver V D Patil
Designation Approver's designation SUB ENGINEER
Department Approver's department ROADS
Email id Approver's official email id sr_ mgr09@mcgm.gov.in
Ward Approver's ward name Office of Chief Engineer
Location Approver's location GRANT ROAD

9. The Transfer From Department will display employee's code/id, existing department, and email

id. Confirm the details displayed on the screen and click the Next button.
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<

Employesid - testuser_mithi22
Mame i Wumar AmitS
Ward: : MEASTEF

Transfer From Department

resh trom e/ Dt

ward123

EBemmgl iTh ol s \War S | Do T trgrefinr = frpes =

oadsws 3HZmogm govin

D Enp ooce of T sy i
4155221
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10. In the Transfer To Department form, enter the details as mentioned below.

employee needs to be
transfered

4
testuser_mithid?
Mam Kurnar Amit 5
! MEASTBF
ROADS
Transfer To Department
ward 24
e
Field Name Description Example
Transfered to the Ward/ Name of the Ward / ward124
Department Department to which

Email id of this ward/
Departyment

Email id of the ward or the
department to which
employee will be transfered

roadssws6l@mcgm.gov.in

Previous Owner/ Emp code of
this user ID

Enter employee code or the
owner assigned to this Id
earlier

3456374
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11. You are now requested to upload the order document. Click the Upload icon and select a file

which has the image of order. Please note, the size of this file should not be more than 2MB.

12. If the file is invalid, you will be shown an error. Try again with a valid file. Once the file is
successfully uploaded, you will see the image on your screen. Click Next.

13. On the next page, click Accept. Click the Next button to proceed.
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testuser_mithidd
Musmiar Amit 5
M EAST BF

b-cept ROADS

Terms & Conditions

Accopt

Email Management Application

This completes the process of submitting the request for a transfer an email address. The request will
now be submitted to the approver. If the approver accepts the request, it will be forwarded to the IT
team. Once the IT team accepts the request, the changes will be made on the email servers. At every
step, you will be informed about the status of your request via SMS on your registered mobile number.
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Request for an additional charge

1. Logintothe MCGM Management app using your employee id and domain password.

2. Select the Additional Charge tab.

3. Additional Charge request form will be shown on the screen where you need to fill in your

details.

4. Enter your details as per the table given below and click on Next

< Employee Details
Himmia Aunit 5
.5 i
Field Name Description Example
Employee Code Your employee code 4556889
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Last Name, First Name, Your name Kumar Amit S
Middle Name
Employee Mobile Your mobile number 9999999999
Number
Designation Your designation. (Enter the HEAD CLERK

full details. Do not use

abbrevations)
Ward Name of your ward MCGM B WARD
Department Name of your department DY HE PLANNING AND CONTROL
Location Your office location MCGM B WARD
Reference Email ID MCGM email id of a reference | emp23@mcgm.gov.in

You are now requested to upload your ID proof. Click the Upload icon and select a file which
has the image of your id. Please note, the size of this file should not be more than 2MB.

Upload 1D Proof

Mo Flle Selected

6.

If the file is invalid, you will be shown an error. Try again with a valid file. Once the file is
successfully uploaded, you will see the image on your screen. Click Next.
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Additional Charge request form

Upload 1D Proof

| /‘|\ |
Walid file
Crrm—
e

IMG_6713.PNG ([B1.71KB)

Email Management Application
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7. Inthe next step, you will have to give the approvers details as per the table below.
8. Enter the Approver Details and click on Next.

£ Approver Details
Seema Path
= hied En r =
L heald
Field Name Description Example
Approver Employee code | Employee code of the 4368908
approver

Approver name Name of the approver Seema Patil
Designation Approver's designation Sr Manager
Department Approver's department ROADS
Email id Approver's official email id sr_ mgr09@mcgm.gov.in
Ward Approver's ward name Office of Chief Engineer
Location Approver's location Grant Road

9. In the Additional Charge Of Department form enter the details as mentioned below
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<
- testuser_mithi22
- Hurmar Amit S
! PNORTH

Sub-dept + Solid Waste Management
Additional Charge Of Department
Executive Engineer
Field Name Description Example
Additional charge given of the | Name of the Ward / Department | ward124

Ward/ Department

whose additional charge needs
to be given to the employee

Email id of this ward/
Department

Email id of the ward or the
department to which employee
will be transferred

roadssws6l@mcgm.gov.in

Previous Owner/ Emp code of
this user ID

Enter employee code or the
owner assigned to this Id earlier

3456374

10. You are now requested to upload the order document. Click the Upload icon and select a file

which has the image of order. Please note, the size of this file should not be more than2 MB.
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11. If the file is invalid, you will be shown an error. Try again with a valid file. Once the file is

successfully uploaded, you will see the image on your screen. Click Next.

Additional Charge request form

£ Upload Order Document

(=)

Walid file

imagel (1lpng (8568 KB
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12. On the next page, click Accept. Click the Next button to proceed.

Additional Charge request form
Emplovesid ¢ testuser_mithi22
+ Kumar Amit 5
L PNORTH
Siib-cdept ¢ ¢ Salid Watte Management

Terms & Conditions

Accept

N

This completes the process of submitting the request for an additional charge. The request will now be
submitted to the approver. If the approver accepts the request, it will be forwarded to the IT team.
Once the IT team accepts the request, the changes will be made on the email servers. At every step,
you will be informed about the status of your request via SMS on your registered mobile number.
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Approve request

When an employee of MCGM submits a request for a new email id, transfer or additional charge, the
request is forwarded to the approver via an email to the approvers official email id.

The sender of this mail is postmaster@mcgm.gov.in and the subject will one of the following:

"Request for a new Email Address" / "Request for a transfer Email Address" / "Request for an
additional charge Email Address"

If you receive a mail asking for approval, the email body will contain the details of the employee
seeking the approval and other details of the request.

Halli

We nave recened a request from deeesshbduldiag for 8 fransfar emall address

Roscpuaest ddl: foSbDe 250 1 e 1 TebuAhe  5idd 140adkiin

Details OF Employes:

T SR

Empiaver Iy [Rermn

Véard: E WARD

Cesgnataon’ ASSISTANT ENGINEER
Despariment. WATER WOHRHS

Location BYCLLLA

Transfer From Wand Details:

Curmem Vard. & wam

Emai Of Cument Ward. Sessmsiemd gm gov. in
Chmer Code -]

Tranater To Ward Detsils:

Transier foYward aevww T ndeih

Emai Cf lens WWard: s @‘?."'Jﬂ |
Prévigus Ovened Code 2Paids

g Ao _pra oey il proad jpe

L5 R

arosrial F £ oriler_proad, | peg
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The id proof documents uploaded by the employee will be attached to the mail.

Go through the employee details and his or her id proof carefully. If there is a mismatch, you can
decline the request by clicking on the Decline button.

Next go through the new id, transfer or additional charge details. If they are valid, you can approve the
request by clicking on the Accept button.

When the request is accepted or declined by you, then the employee who submitted the request will
be informed via an SMS on her regs.

If the request is approved, it is forwarded to the IT department. The IT department will do further
checks before approving or declining the request.
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