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Biometric Attendance Authentication System
(Employee User Manual)

Dashboard =+

& DCashboard

35147

Present Today

1. Dashboard
1.1 Organization: Total Organization registered in the system with their details.
1.2 Registered Employees: Organization wise Registered Employees
1.3 Present Today: Organization wise present employees.
1.4 Active Devices: Organization wise Device report.
1.5 Graphs: Attendance Activity graphs, Attendance Statistics, In-Time Statistics Pie chart and
Today’s Trend graph.
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¥ Employee Comer

» Regisiration

Emplc

2. Employee Corner: For employee login and registration expand the tab
and choose the options for Login and Registration.
2.1 Registration: Read the instructions and fill the registration form.

"z

Employee Registration ceateortosaing equen @ Homs - En

B | Datail o Detail Instructions Tor filling e Employvee On-boarding request form:
‘ersonal Datails yroanzation Details

- Enteryour Full Name.
Erter date af birih (format O0-WM-Y ¥ Y'Y |

Employee Name * Z
J. Select your Gender
E € 4. Please provide your 12 digit Aadhaar number
5 Enteryouremall
i & Enteryour 10 digit mabile number
Data of Birth Gander *
7. Hittha "Next" buttan ar click on Organizafion details tab to complete the second part
dd-—-vyyy Gender - of the farm

8. Select the name of your Crganization, itwill assistyou in completing the name as
you kay in, T the name is availablz in cur datzbase,
If your organization doas notlist, please getin touch with your Organization’s Modal
Cficer to get your organization listed.
8. Select Employase Type
10. Erterthe name of your Division/Urit within the Organizafion fyou can choose from
suggestions)
11. Selectyour Cesignation (only when Employze Type is Govemment)
12. Select youroffice location.(e g. your office building name)
13. Upload your scannedfdigital picture in " jog" format of max file size 150KE.
14. Please enter the capicha code.
15. Please review the form before submission.

Enter Aadhaar Number *

a. Ifyour Organizaton coss notfeature in the Craanization list please get In touch with your
MNodal ofcer for getling the Organizaton cn-tioarded In the Atlendance system,

b ITany ol ha pre-requisite Infarmanon 5 not availzbie in the mm |sel
plaase get in fouch with the concamed omcar in your depamment to getme

Ions oniy)
2 getalls updatad

¢ Forany other assistance please get in tauch with the Atiendance Helpdesk or wiits ta us
at helpdesk-attendancea [at]gov [dot]in

© 2014 attendance.gov.in. All rights reserved
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2.2 Employee Login: fill the attendance Id and generate the OTP, that will sent on your mobile
and login with the received OTP code.

Employee Corner B Home - Eivbyes Cor

Instructions for using Employee Corner:
Attendance 1D *
1. Enter the & digt Atendanca/Registration 1D
Enler Affendance 10 2. Enter Captcha code as digplayad in image.
3. Generate OTP to signin to employee corner

Enter the code exaclly as it appears: ©  § i Mot racack Crange e, .
Uy bpe: imnueim AR ks Login to the Emplayee cormer 1o updale employee Informaton, sai reminders  add ieave and
tour records
rmation Code
Note:

a. The OTP generated will be vaiid for one calendar day, the employee can use the same OTP
to login to the employee corner multiple times in a day.

b Aner Fansrating the Login GTP walt 1ar & mins to receive he same, (TCTP 1S not delvered
in & mins then you can fry again fo regenerate another ofp.

¢. Iifyou have already generated an OTP which is valid, you can iry io login direcily using the
same.

0. For any olher assistance please getin louch willh the Allendance Helpdesk or write 10 us al

Have an OTF, Click Here to Login B

3. My Home: You can view and update your profile using various links.

Employee Corner @ Hove - egiyeacu

HI Vhat cas be dome In the Employee Corer:

1. Updats Bhe GRMOGIAEHIC sfoirmation susnuied on BAS portsl
Wetcome to Blometic Alendance System (HASY Employes Corner 2 Setcominder to recohe SUS aledt for marking opecing & dosng atencance
3 Vo Emploges Alendancs Repstit
4 AS3 FURYIN day Laawe 100035 Lrequites wrification Dy nodal oiScer % De Ssplamd

on ARencances register)
5 A3 ot (a20105, (reQures vt IRCEE00 By NOOM OBICHT 10 D BiS0E0a ¢ ANCance
yat & t4 = togater)
Upaste Remndse Ragisoer Leave Feacocx
Note:
& ASANG Lk and Tour Redords wil halp in dispiaping Sppropiate represantalion on the
ABIOCINCE Regianae

B Upaate your Designanon, Drasioniint of Organizason in case of hangs so that
ABSOGINGE OIS ME DECHEING COMILDY B3 rOUt fBMO TEANNES in 18 (oot CpanRAben
unk

T You can waw historical 220naance ropister Gata Dy $#QCENG Ma Monds and year bolow the
pholograph

@ For 3ny 0l 3555aNCe plodse ot in 1o0ch with the Allendance Mepdesk of winte 10 L3 at
heipd elatigovidotin
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3.1 Update Information: To update your Personnel and organization details.

Employee Registration

Fear ol [stady Cuganmaton DMals
User
Emphoper Hams Phaot
USEr name
lisbsdhe .

10 digit mobile no.
e L —y
E-Mhail*
1 Anthuaar numser iy ot aiowe i be soted
Gl e 2 Coumact orey e Balds WASE pOU MBI COMRTEAN
1 Susems Mg cotected niotmaban
& Updead o 5C30na JPG ple of ma Sla aize 1008
n & Madsk e i B Morughly Bee aubis Lon

ot
& Flonss sy hal Ma daty i updated coreflly i oo Ghe Unabie 5 00 § pours el plesss
COMME o CONCRMAD oCe B SURpOA

& Fan ol e Sre-equesils INSOmason i not svdatis in e ke (seled cobons oty
plaase oelin louch with i concmsd oot in poor Separtment 10 o8 fae-delaity updated

& For any ofes sasistance plaase gul in uch vl e Aleacancs Heloaedk o wiite 1o i &l
Reipdes allendance{aijgmisds

3.2 Attendance Register: To check your attendace status of the month and punch in and out

Load Register

time details. Using

Employee Corner e iy Corar =V
iy Tnpty Kiagh Drganization Mationsl Informatics Centre {IC) Deiry
User Dedignaton  CHhavs D i ALbrel
Photo E-uail gar+@gmat com Ofice Lecaion 00 Complox & Mock
(1= zxxxy x 4403 Aoy Today
Charlay Hsr Monih in Tirma DS 2008 DEd 1S
B oo o

hawiage
RA#sponsa

e =

CONFCE Pl COTERMED OO BT SUDDOS

& F 2 ol e gre-tequesits intsomason i ot avalatis in e Raem (eeledt cobond oty
plaase orlin daudh with the consemed ofioed in poar Sepaiment o ool he-details updates

& For any oifer asistaccs pleate gal in Buch wilh e ARINGAN0E Helsoedk or write 10w &l
Repip s sltendancelsijgovaod s
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3.2.1 Graphical view:

Graphical Register Details

00:00
22:00

19:19:2519:.17:3

20:00 18570
17:38:9 17:55:7 17:45:45 17:46:47

184911
18:8:59

17:53 17214217205
1022358

9:18:20 91810 9:21:13 g71.56 9:24:37 930116 91519 931:57 92713 93353 93334 913435

158:00

16:00 —
14:24:58

14:00 —|

12:12:21

9:30:50 9:56:58

12:00 —| —| —|

Time

10:00  — — —]| —]

9:26:47 91445 9247 4.4

08:00

06:00

04:00

02:00

00:00
2014-10-01 2014-10-07 2014-10-09 2014-10-13
2014-10-02 2014-10-08 2014-10-10

2014-10-15 2014-10-17 2014-10-21 2014-10-27 2014-10-29 2014-10-31
2014-10-14 2014-10-16 2014-10-20 2014-10-22 2014-10-28 2014-10-30

[l Presence Graph (in Hrs)

Attendance.gav.in

3.2.2 Register View:

Graphical Register Details
oPresem oAbsent °HOIiday OLeave oTour Invalid/Future Date
Employee Name 2 3 4 5 22 23 24 25 26 27 28

Gaurav Singh

3.2.3 Details:

Graphical Register Details

5. No Date Location {In) Location {Out) In Time Out Time Stay (in Hrs) Status
1 01-10-2014 CGO Complex A- Block CGO Complex A- Block 01-10-2014 09:30:50 01-10-2014 17:38:09 08:07:19 Closed
2 02-10-2014 CGO Complex A- Block CGO Complex A- Block 02-10-2014 09:56:58 02-10-2014 1212221 02:15:23 Closed
3 07-10-2014 CGO Complex A- Block 07-10-2014 09:26:47 00:00:00 Open
4 08-10-2014 CGO Complex A- Block 08-10-2014 09:14:46 00:00:00 Open
5 09-10-2014 CGO Complex A- Block CGO Complex A- Block 09-10-2014 09:24:07 09-10-2014 14:24:58 05:00:51 Closed
B 10-10-2014 CGO Complex A- Block CGO Complex A- Block 10-10-2014 09:00:33 10-10-2014 17:55:07 08:54:34 Closed
i 13-10-2014 CGO Complex A- Block CGO Complex A- Block 13-10-2014 09:18:20 13-10-2014 17:45:45 08:27:25 Closed
3 14-10-2014 CGO Complex A- Block 14-10-2014 09:18:10 00:00:00 Open
9 15-10-2014 CGO Complex A- Block CGO Complex A- Block 15-10-2014 09:21:13 15-10-2014 17:46:47 08:25:34 Closed

© 2014 attendance.gov.in. All rights reserved
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3.3 Reminders: Set Opening and Closing attendance reminders.
3.3.1 Opening Attendance Reminder

Employee Corner -

@& Home Employee Corner

Select Opening Attendance Reminder Time: Instructions for setting up reminder
02:00 o] 1. Selectthe time for Opening Attendance marking alert.
2. Enter the message you want to receive
Reminder for in-time not set 3.In case updating your reminder please check whether the senvice is active/inactive.

Reminder Message * Note:

a. Employes can set custom reminders with custom message, these messages are delivered
on mobile through SMS senvice.

Reminder Active Reminder De-activated

b. For any other assistance please getin touch with the Attendance Helpdesk or write to us at
helpdesk-attendance[af]gov[dof]in.

3.3.2 Closing Attendance Reminder

Employee Corner -

o & Home Employee Corner - Re

Select Closing Attendance Reminder Time: Instructions for setting up reminder
00-00 o 1. Selectine time for Closing Attendance marking alert
2. Enter the message you want to receive.
Reminder for out-time not set 3.In case updating your reminder please check whether the senice is active/inactive

Reminder Message * Note:

a. Employee can set custom reminders with custom message, these messages are delivered
on mobile through SMS senvice.

Reminder Active Reminder De-activated

b. For any other assistance please getin touch with the Attendance Helpdesk or write to us at
helpdesk-attendance[atlgov[dof]in

3.4 Leave: To add and view your leaves
3.4.1 Add Leave

Add LeaVe EE ZEHn & Home Employee Corner
Leave Type * Instructions for adding a leave record
- Select - - 4. Select Leave type
2. Select Leave category
Leave Category * 3. Enter the leave start and end date in dd-mm-yyyy format
4. Enter the leave description
- Select - v
Hote:
a. Employee leave record added in the leave register will be represented accordingly in the
Description employee attendance register.
Reason

b. For any other assistance please getin touch with the Attendance Helpdesk or write to us at
helpdesk-attendance[atlgov[doflin

© 2014 attendance.gov.in. All rights reserved



Biometric Attendance Authentication System
(Employee User Manual)

3.4.2 View Leave: To view and search your leaves.

Leave employee leave record & Home Employee Corner Leave Recor
Start Date |Z| B2 | Search by Date
SLno. Leave Type Leave Start Date Leave End Date Description Action

3.5 Tour: To add and view your Tour.

3.5.1 Add Tour

Add TOU I emp Clyee tour record @& Home Employee Corner AddTi
Tour Start Date Tour Start Date Instructions for adding a tour record
B | Select Tour Start Date B | Select Tour End Date 4. Enter the tour start and end date in dd-mm-yyyy format
2. Enter the tour description.
Description Note:
Reason a. Employee tour record added will be represented accordingly in the employee attendance
- register.
b. For any other assistance please getin touch with the Attendance Helpdesk or write to us at
helpdesk-attendance[at]gov[dot]in.
3.5.2 View Tour: To view and search your Tours.
TOU I emp EE EIITEEDT @& Home Employee Corner Tour Records
SLno. Tour Start Date Tour End Date Description Action

© 2014 attendance.gov.in. All rights reserved
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3.6 Feedback: Submit your feedback if any to attendance.gov.in

Employee Corner -

@& Home Employee Corner Feedba

Subject* Instructions to send Feedback.
Subject 1. Enter the Subject of the Feedback.
2. Choose Feedback Type from the drop-down list.
Feedback Type * 3. Enter the description.
4. Please review the form thoroughly before submission.
- Select - v
Note:
a. For any other assistance please get in touch with the Attendance Helpdesk or write to us at
Description * helpdesk-attendance[at]lgov[dot]in.

Not more than 200 words

3.7 Logout: Logout from the employee corner and redirected to attendance .gov.in Dashboard.
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