Aadhaar Enabled Biometric Attendance System

(Online Organization On-boarding Manual)

ONLINE ORGANIZATION ONBOARDING FORM

The Nodal officer will follow the below mentioned procedure to onboard his
organization.
e On the attendance portal (http://attendance.gov.in), select ‘Organization
Registration’ from the side menu.

e The Nodal Officer fills up the online form shown in the figure 1.1 and 1.2.

......

Figure 1.1
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Kindly read the Manual before submitting the Online Organization Qn-boarding. Click here ta Download
Manual.

Steps to follow for Online Organization On-boarding :
1. Fill the form with the required information and print out the form. Signed by the Nodal Officer of the
organization/department, with the organization stampiseal.
2. Scan e filled, signed & stamped form and save it in " pg” format of max file size 300 KE. The scanned file
should be uploaded along with the web form
3. Please revieus the form before submission.

Note:
a.After submitting the form, Take print out

b. After your submission you can edit the data if require using OTP & temporary registeration number. Click here

. I your organization type does not feature in the list, please get in touch with the Attendance helpdesk.
https:fiservicedesk.nic.in
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Having submitted the form, The system generates a Temporary Registration Number and
sends it on Nodal Officers mobile number. Then the following screen will appear-

P officers may please ensure i M

Manage Onboarding Form

& Home - 1 OTP Rrgeie

OTP Reguire

Temporary Regisiration No. *

Mabile Bumber *

Eniler the code exactly as itappears:* g (G [ T12

Figure 1.4

Steps to manage On-Doarding Fom:

1. Flsase srtes the Termoorary Rey
2 e enter the Nodal Office's Mobie Number,
3 Togst OTF

For uploading form it can be done as shown below-

e Enter the Temporary Registration Number’ which is sent on Nodal Officers

mobile as SMS.

e Enter Mobile Number.
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e Type the Security Code shown.

e Click on Submit

=
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Figure 1.5
e Enter the OTP sent on the mobile of the Nodal Officer.

Having submitted the form, the details such as Organization Name, Nodal Email,
Nodal Mobile, Status and Creation date will reflect on the screen along with the
Actions that can be taken- Edit, Print, Upload File, View and Exit. A temporary
registration Number is sent on the mobile through SMS/E-mail. Keep the
temporary registration number safe as it will be required to login for
edit/upload/Print of organization details before approval from our Helpdesk Team.

The following screen will appear.

Central Atiend — Aadhaar Enabled Bio-mefric Attendance System(AE-BAS)  version 2
IR | = Nodal oficers may please ensure that all "Newly Registered’ employees are activated by them at the eariest ‘Newly Registered’ employees nc
nasthoard Manage On-boarding Form @ Home - TR
Organization Hame Nocal Email Nodal obile Stawe  Creation Date Action
testnz onansation Keectec  March 4. 2021 [apin]

» View- On selecting the View button, the following screen will appear where all

details entered in the form can be seen and a checked for any errors.
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Figure 1.6
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The user can select Back to go to the previous screen.

» Edit- In case of incorrect entry in any of the fields, the information can be edited

by clicking on the Edit button. The following screen will appear where changes

can be made.

Central Attendance =
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Figure 1.7
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Once the details in the screen are corrected, the form can be submitted, so that it can

be processed.
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» Print- The user will take a Print out of the form and get it signed and stamped, so

that it can be uploaded.
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Figure 1.8

» Upload File- The user will upload a picture and submit the form for processing.

Aadhaar Enabled Bio-metric Attendance System(AE-BAS)  version 2N
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Figure 1.9

Upon submitting the form, the following screen will appear-
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Figure 1.10
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The form is uploaded successfully. When the user clicks on Exit, the following screen will

appear-
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Figure 1.11

A system generated confirmatory mail is sent on Nodal Officers Email.
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Figure 1.12

The Nodal Officer clicks on the link sent through mail. The following screen will

appear-
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Figure 1.13
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The request is then sent to the Helpdesk Team. Once it is approved; organization
attendance URL and nodal credential are shared. This process may take 2-3 days.

Thereafter Nodal Officer can login into its own attendance portal and get employee

registration and other modules ready accordingly.



