
Process for Activation and Deactivation of E-mail/CFMS 

A. Activation Process 

After the request received in IT-Cell duly approved from the competent authority, creation and 

activation will be done within one working day. 

B. De-activation Process 

E-mail id’s for university employees will be for their service period. Upon leaving/transfer 

outside the university. Get the No-dues form IT-CELL Department. After verifying No- dues, 

concerned employee E- mail ID will be deactivated with in one working day. 

 

Process for University E mail-ID Creation 

• Email id for newly joined Employees 

New email id creation request should be processed/received through Establishment department 

and duly approved by the competent authority (worthy registrar) or approved by officer 

designation by the competent authority. 

 

• Email Id of existing employees and offices/departments  

For Academic Staff 

New email id creation should be recommended by the concerned Dean /Head of the 

faculty/Department and duly approved by the Dean Academics. 

For Non-Academic Staff 

New email id creation should be recommended by the concerned Head/Incharge of the 

Department and duly approved by the competent authority (Worthy Registrar) or approved by 

the officer designated by the competent authority. 

 

 

 

Process for uploading on University Website 

A. for Academic Staff 

for uploading/publishing of content on University website, the content should be recommended 

by the concerned Dean/Head of the Faculty/Department and duly approved by the Dean 

Academics. 

 

B. For Non-Academic Staff 

For uploading/publishing of content on university website, the content should be recommended 

by the concerned Head/Incharge of the Department and duly approved by the competent 

authority (Worthy Registrar) or approved by the officer designated by the competent authority. 

 

 

 

 

 

 



 

 

Process for File Tracking Account on CFMS 

A. E-mail Id for newly joined Employees 

New CFMS account creation request should be processed/received through Establishment 

department and duly approved by the competent authority (Worthy Registrar) or approved by 

the officer designated by the competent authority. 

B.  Email Id for existing employees and offices/departments 

 

 

 

 

For Academic Staff 

For creation of file Tracking account on CFMS, request should be recommended by the 

concerned Dean/Head of the Faculty/Department and duly approved by the Dean Academics.   

 

For Non-Academic Staff 

For creation of file Tracking account on CFMS, Request should be competent authority 

(Worthy Registrar) or by the officer designated by the competent authority. 

 




