BIOMETRIC ATTENDANCE SYSTEM
(NODAL OFFICER MANUAL)

The Ministry/Department nominates a Nodal Officer to make the implementation and operation of the
Attendance system easier.
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The Nodal can login into its own attendance portal andlownload Desktop Application and export
Employee Data.

Employee Cormer m

Hi! skbas Logout

L Sofmware Download for Android/Desktop |

Installation Guide for BA S sofbware:

1. Please download the BAS software for Deskiopftablet -
2. After installation the software will ask to enter a dewvice activation code.
3. Select the entry point and authenticate with the Biometric admin.

Mote:
Biometric Admin - are designated person who can register the Aftendance Software on the BAS devices (Tablets &
Deskiops).

Figure: 2



The Nodal Officer can perform the following activities on the portal
Manage Masters
Nodal can manage Master details of therganization like Division, Employee Designation, Office Location,
Device Location etc.
1. ADD DIVISIONS
Nodal Officer can search and add new divisionExisting divisions can also be Activated/Deactivated
through this functionality. [For steps to get Divisinadded in the list, please refer useanual]

SikkimAttendance: =

Manage Masters @ Home ~ Wanage Masters

Division/Unit within Organization

3 Add Division/U

5. No Division ID Division/Unit Name Creation Date Status

1 000006 bas 2017-11-28 12:19:03 Active

2 000004 demo 2015-01-20 15:27:03 Active

3 000002 Hars-Genral Admin 2015-01-18 12:41:11 Active

4 000003 Hagrs-Personnel 2015-01-18 12:24:10 Active
Figure: 3

2. EMPLOYEE DESIGNATIONS
New designations can be added and also Activated/Deactivated through this functioBgligficking on
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SikkimAttendance = All complaints may be addn
Back to Employee Comer

Manage Masters & Home - Manage Masters - Employee Designation

Employee Designations

Eaa T

5. No Employee Designation Creation Date Active Status

1 Administrative Officer 2015-01-18 13:03:09

2 cgo 2017-11-29 15:32:59

3 Deputy Director 2015-01-18 16:1451

4 tester 2017-11-28 12:19:58
Figure: 4
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list, please refer user manual]

*All complaints may be addressed to ServiceDesk % 1800 111 555 & https:/servicedesk.nic.in

Back to Employee Comer

@ Home - Manage Maslers EmD\w‘,eeDes\gn,\‘\\rn

Sikkim Attendance’ =

@ Dashboard Manage Masters

Add an Employee Designation

Designation Type *

Select v

Designation *

- Select Designation -

Figure: 5



3. OFFICE LOCATION
To Add (Mapping),Activate/ Deactivate the office location (building).

SikkimAttendance =

Back to Employee Comer
Manage Masters orice Locations @ Home - Manage Masters - Offce Locafions

Office Locations (Building)

Search Office Locations @
: Add Office Location

Location Office Location Name Creation Date Status Action

centra central 2018-03-15 11:29:27 Active Deactivate
000063 cgo 2017-11-28 12.21:33 Active Deactivate
000035 CGO Complex Block 3 2017-11-20 15:33:44 Active e ]

000062 Chandigarh 2017-12-04 17:45:26 Active Deaclivate

Figure: 6
By clicking on "Add Office Location"; Nodal Officer can map the location within the organization.

Select an "Office Location" from the droglown and then click on Submit.

Add a Office Location (Building)

Office Location®

Select Office Location

Select Office Location
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Figure: 7

4. DEVICE LOCATION
Nodal Officer can Search, Update, Deactivate and Add new Device Locatidavice Location is
entered and Office Location selected from the drop down to add the device location.

Add a Device Location

Device Location Name *
Enter Device Location

Office Location*

- Select Office Location -

Figure: 8



5. OFFICHIMINGS
Office In and Out timings can be set or updated by the Nodal Officer.

Sikkim Attendance = *All complaints may be addressed to ServiceDesk ‘.

Back to Employee Comer
@ Dashboard Manage Master & Home - Manage Waster

Edit Organization Timings Instructions to edit Organization Office Timings:

1. Chaose Office Start Time.
Office In-Time Office Out-Time * 2. Cheose Office End Time.

3. Please review the form before submission.

09:45 o] 18:00 o]

Note:

& For any other assistance please get in touch with the Attendance Helpdesk or wiite to us at helpdesk-
attendancefatjgov(dotlin

£ shift Group

Figure: 9

6. DAILY ATTENDANCE HOD/HOG MAPPING
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The status and email id oHOD and HOG can be edited.
1 ServiceDesk t. 1800 111 555 & https://servicedesk.nic.in

SikkimAttendance =
Back fo Employee Comer
Manage Masters & Home - Manage Masters - Daily Atlendance HOGHOD Magging

)

Daily Attendance HOG/HOD Mapping View

S.No  Division/Unit Name HOG Email HOD Email Daily Mail Status
1 bas bas suppori7@govin Yes m
2 demo bas support7@govin Yes
3 Hars-Genral Admin bas.support7@govin Yes m
4 Hars-Personnel bas support7@govin Yes m

Figure: 10

New email id of HOD/HOG can be added by going @ettings) click on @ttendance Summary by
Mail/SMS&button. On the new screen Nodal can add new HOD/HOG.

*All complaints may be addressed to ServiceDesk % 1800 111 555 & htips://servicedesk nic.in

SIKKim Attendance =
Back to Employee Comer
Settings =
Hi skbas!
Attendance Summary by Mail/SM$
“Your Current Daily SMS Service iz Active. “our Current Daily Email Service iz Active,
Click below icon to change your status Click below icon to change your status.

9 Monitoring Group

£9 shift Group

0
Daily SMS Daily Email

Figure: 11
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Manage Devices
This enables Nodal Officeto manage the Organization Devices.

1. BIOMETRIC ADMIN

A Biometric Admin can be added by clicking on the Add Biometric button. Fill up the details like Office

Building Location, Aadhaar No, Name, Mobile No and Email Id of the designated Employee for

Biometric Admin. Click 'Add Biometric Admin' button.

SikKim'Attendance

Manage Device

Biometric Admin

] [e2]

Back to Employee Comer

@ Home - Manage Device Blcmemcﬁjﬂn

S. No. Office Location Aadhaar Admin Name Mobile E-Mail Status Action

1 cgo o000 X 1504 Avinash Sharma 300000 X 3279 09*+**@gmail.com Active m

2 cgo o000t X 0816 anil kumar gupta so060: % 0980 an**@gmail.com Active m

3 oo 3000 X 0955 Kulshrestha Neeral 00000 X 0811 ba™@nicin Active m

4 cgo 30000 X 7699 Rajveer Singh 30000 X 066 ba**@gov.in Active m
Figure: 12
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admin can be added.
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SikKim Attendance

@ Dashboard Manage Device

Add a Biometric Admin

Office Building Location =
- Select Office Location - v

Admin Aadhaar *

Admin Name *

Admin Mobile * Admin Email

Add Biomelric Admin

*All complaints may be ac
Back to Employee Comer

@ Home - Wanage Device - Biomeic Admin y
)

Instructions to add Biometric Admin in BAS:

1. Select the Organization Name.
2 Select the Office Building Location

3. Enterthe Aadhaar number of the Biomeiric Admin to be white listed for device activation
4, Enter Biometric Admin Name.

5. Enter a valid 10 digit mobile number

6. Enter a valid E-mail address.

7. Please review the form before submission

Note:
a. Biometric Admin - are designated person who can register the Attendance Software on the BAS devices (Tablets &
Deskiops.

b. Please add authenticated users only, The Aadhaar number and Name will be verified with UIDAI for valicity
Biometric Admins with incorrect information will be de-activated automatically

c. Biometric Admins should have valid aadhaar number before addition

Figure: 13

2. ACTIVATION CODE

Nodal Officer will generate an Activation Codéor Device Installation.

0 111 555 & https:/servicedesk.nic.in

SikKimAttendance =

Manage Device

Generate Device Activation Code

Office Building Location *

- Select Location - v

» Biomelric Admin
Biometric Admin *

- Select Biometric Admin - v

Device Type * ' Fixed () Mobile

d Device

> Installed Device

Generale Activation Code

» AMC Reque:

Back to Employee Comer

@ Home - Manage Device - Activation

Instructions to Generate Device activation code:

1. Select the Office Building Location.
2. Select the Biometric Admin.

3. Check the device physical type. Which type of device, i.e Fixed or Mobile
4. Please review ine form befare submission,

Note:

a. After you press "Generate Activation Code’. a six digit activation cede is sent to the e-mail and mobile of the
selected biometric admin only

b. Device Activation Code is required to register the devices (Tablets & Desktop) software in the Attendance System
c. To complete the registration of the device software, the biometric admin is also required to authenticate his/er
biomstric credentials with the Aadnaar system, through the Device being activated for Biometric Attendance System

(BAS

d. The activation code is valid through the generation date only. (¢ g a activation code generated on 15-08-2014
will be valid for the same date only)

Figure: 14



3. ACTIVE DEVICE
The Nodal Officer can view all the Active Devices within the organization, with information like

Device Id, Device Type etc.

SikkimAtiendance! =

O E=fam Manage Device & Home - Manage Device - Active Deyice

Active Device

Office

8. No Organization Name Device ID Location  Entry Name Device Type CPUID MAC Bio. Device ID Last Active

1 skbas new 000040 cgo Cipha Leb Deskiop BFEBFBFF000306C3 34 1TEBE1FAQ2 Manira@269475 2018-05-01 11:28:22 Detail

£9 shift Group

Figure: 15

4. INACTIVE DEVICES
All the Inactive Devices in the Organizatiocan also be viewed by the Nodal Officer.

I

Manage Device @ Home - Manage Device - Inaclive Device

@ Dashboard

Inactive Device
# Console
Office
S.No  Organization Name Device ID Location ~ Entry Name Device Type cPUID

BFEBFBFFO00206A7  4CT72B%437448 Mantra211340 2018-04-26 15:38:20 @

MAC Bio. Device ID Last Active

o Manage Master

1 National Informatics Centre (NIC) -DeitY 000378 CGO DrMahes Deskiop
Complex ~ Chandra(DDG) A3B3

O Manage Device A- Block

BFEBFBFF000106E5 ~ 40°61:86:CTATAE Morpho293613987- 2018-04-26 08:30:56 m

2 National Informatics Centre (NIC) -DeitY 002419 National  Hod Deskiop
14201049787

4 Monitoring Group i
Center

Shastri
£ Shift Group ¢ Park

Figure: 16

5. UNDERTAKING FOR OLD DEVICE

Nodal Officer gives an undertaking for old devices which do not meet the standard RD service
guidelines issued by UIDAI. These devices are however allowed by UIDAI. The useable to view
details like Device Id, Created By, Creation Date, Status and Action t be taken. User can View, Print

and Upload Signed Document.

Issued Devices & Home

@& Dashboard

Issued Devices Summary

# Console

o Manage Master §.No. Device Type No. of Devices
1 Desktop

O Manage Device
2 Tablet E

4 Monitoring Group 3 e =]

4 Shift Group 4 wifi 6]
Total 2188

& Manage Employee

Figure: 17



6. ISSUED DEVICE
A summary of the devices that have been issued can also be viewed. This Sumnmaciudes details
such as Device Type and Number of Devices.

@ Dashboard Issued Devices

@ Hom:

Issued Devices Summary

# Console

o Manage Master S-No. Device Type No. of Device
1 Deskiop

O Manage Device
2 Tablet m

9 Monitoring Group < 3

M Shift Group 4 wi B
Total

Figure: 18

7. INSTALLED DEVICE

A summary of all the installed devices can be viewed along with their status i.e. if they are Active or
Inactive.

I

@ Dashboard Installed Devices

& Home

Installed Devices Summary

S.No. Device Type Active Inactive

1 B D

z B o

; ] o

4 Mobile n E

: B

o B
Figure: 19

8. AMC REQUESTED STATUS
The status ofAMC request can be viewed by the Nodal Officer. Details like Bio Device No., Device Id,
Building Name, Entry Point, CPU Id, Request Date, Status and Action are displayed.

9. AMC CONFIRMED DEVICE
Details of the devices for which AMC has been confirmed for cée seen here. Click on the AMC
Confirmed Device and details like Device Admin, Email Id, Contact No., Bio Device ID, Device Mac, CPU
Id, Location and Confirm Date are displayed.

10. AMC DONE DEVICE
Information about the devices for which AMC is done are fouhhere. Details like the Device Admin,
Email Id, Contact No., Bio Device ID, Device Mac, CPU Id, Location and Confirm Date can be viewed.



11. DEAD DEVICE
All devices that are not functional and are in Dead Status can be seen here.

Dead Devices & Home

@ Dashboard

Dead Devices Summary

# Console

# Manage Master S:No. Device Type No. of Devices
1 Tablet
O Manage Device
2 Deskiop =
4 Monitoring Group < Total
Figure: 20

Monitoring Group
The Reporting Officer creates a group, which includes all people reporting to him, so that he is able to view
their attendance.
1. MANAGE GROUPS
A name is assigned to groups and the user can click on the group name to view the
attendance of all membersof the group for that day.Details of the group members can be
edited as well.

B

Monitoring Group

ol

=
=
o hatwas
==
=

Figure: 21

Meonitering Group #® Home  Moni

@ Dashboard

1 (NG)-7034
0
wl 28.07-2015
Avinash Sharma
Change Owner *
1By Avinash Sharma
Avinash Sh r Manager(NG)-371594)
sno Attendance d Employes Name Mobile Designation Office Location Status View Register

Figure: 4(a)






