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1.1 Organization (Training Centres): Total Training Centres registered in the system with their details.
1.2 Registered Students: Training Centre wise Registered Students

1.3 Present Today: Training Centre wise present students.

1.4 Active Devices: Training Centre 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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2. Console: To download Desktop application and Export Student Data.

L Download for Deskitop

Installation Guide for BAS software:

1. Please download the BAS software for Deskopftablet .
2. After installation the software will ask to enter a device activation code.
3. Selectthe entry point and authenticate with the Biometric admin.

Hote:
Biometric Admin - are designated person who can register the Attendance Software on the
BAS devices (Tablets & Desktops).

3. Manage Master: To manage the Master details of Training Centre as Division, Student Designation,
Center Locations, Device Location and office In time and Out Time.

3.1 Division/Units: It provides the provision for searching and adding the new division and also update
and Deactivate existing division

Manage Masters ousicn/urrtuwizin crganizato B Homd - MEnage Wagiers - Dwsionlis wiinin Oroenizaior

Diivision/Unitwithin Organization

o B Add Divisiondnit

£ Hao Divisiom I Davizion/Unit Mams Craatian Dato Status
1 000144 #41 Sachion 0140210 03:41:42 At m
? 00148 &I S=ction 2014-08-10 034203 Artes Deactiale m

3 00330 Aarnin 2014-08-20 06:29:22 Active w
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3.2 Student Designation: It provides the provision to add the new designation and update the existing
Designation of the Training Centre.

Emplovee Designations

il LSk nakion

5. Ho Employae Designation Creaiion Dale Actie 5tatus

3.3 Office Locations: To create, update and Deactivate the Training Center (building).

Office Locations {Building)

Searh Office ations »
& Aod Office: Location

o Location Oifice Locanon Name Creanon Date Statws

1 000018 Rajn Gananl Bhawan F014-13-23 122612 Arthe

3.4 Device Location: To search, update, Deactivate and Add new device location.

List Device Location

Add Device Location

S.Mo. {HTCe LOCALon Desioe LOCEan Marme Edit Sralus

1 Rajiv Eandhi Bhawsn ASEFA -REE Ird Fr m m

3.5 Training Center Timings: To Set or update the office In and Out timings.

Manage Master o @ rome - Wanage Vst

Edit Organization Timings Insinections io edit Organization OMice Timings:

1. Chegse Office Sar Tima.
Office In-Time: Cfice Out-Time * 2. Cheose Offica End Tima.

1. Pleaze resiew the Torm belare eubmig=zion.
oEron o 17-30 a . e ==

Hute:

3. For &y offer 253513008 please gt in louch with the Atendante Halpdesk ar wite to us 1
Update Timings hedpdesk-attendance[atflpov [datlin
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4. Manage Device: To manage Training Centre Devices.

4.1 Biometric Admin: To search, edit, deactivate and add new Biometric Admin.

Biometric Admin

Search Biomelnic Admin Mame 0, Search m

5. Ho. Office Location Aadhaar Admin Hamea Muobile E-Mail

1 Rajiv Ganthi Bhawan 209348841132 Mohit Kumar Dagar BR10445845 mohit kdagang gmail.com

4.2 Activation Code: To Generate the Activation code.
Generate Device Activation Code Instructions te Ganerate Device activation code:
1. Zelect tha Organizatan Mama

Crice Bullding Location * 2 Select the Office Buiking Lacation.
3 Select the Biomatric admin.

- Select Location - T 4 Plazse revigw tha form before suamission
Bieametric Admin ° Hote:
- Select Biometic Admin - * 2. Ater you press "Gemerate Activation Code”, & stz digit activalion code 15 sem o the e-mall

and mabile af the selected bamalric admin only.

b Diavica Adivation Cada is requirad 1o registar tha devices (Tableds & Deskop)softwars in
ihe dltendance Spstem,

t. To complete the ragistration of tha devica softears, the biometric admin is also requirsd o
authenticate hisher biometic credentials with Ihe Aadhaar system, through the Dedce being
aclivaled for Biometiic Altzndance Syslem (BAS)

d The activation code is valid through the generation date oady. (e.ga aclhaion code
genaraied on 15-08-2014 will be validTor the same dabe onily)

4.3 Active Device: To get the details of Active Devices.

Device Location

S.ho  DeviesD Oryg Hame Ofice Location Eniry Mame Addmin LD Device Type Creation Date
1 D Tes1Omanizations G50 Complex Block 3 Third Floar, 3081 B1T155TI16GE Deskiop 2014-09-08
2 anamT Teel Organizatior GO Comples Block 3 Aadhaar Room 1T5ETI1658 Tablat 2014-08-08
3 0Do0ie Tezi Organizatior CGOComplexBiock 3 #adhaar Room S0043950 5996 Deskiop 2014-09-08
4 Tasi Organization CGOComplax Block 3 #adhaar Room 2FI0I02ET I Daskiop 2014-09-08
L ananzo Deparimar of Elecironics and Elnctranics Mikstan Third Floar, 3081 531155356533 Daskiop 2014-09-10

Information Tachmmogy (CEMTTS

g anonz1 Ceparimaem af Eledronics and Elnclranics Hiketan Third Floar, Lt 14 2, G31135356533 Taulat 2014-08-10
Information Tachmoiogy (CETT Y Sacrelary Side

4.4 Inactive Device: To get the details of Inactive Devices.
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5. Manage Students: To manage the new student request, check his Aadhaar Status, verify the student
in attendance system and active, Inactive and transfer of the student.

5.1 Student New Request: To view and edit the details of requested student.

Employee Mew Request

5Ho attendance D Aadhaar Humber Emiployes Hame Mabile Ho. Designation Diviskon Cifice Lecation

9 GA5E08 SEELAROZEE0G FRATEEK BAIRAI §E01520048 Assistant A Saction Reajiv Gandhi Bhaman

5.2 Aadhaar Rejected Student: To check Aadhaar Rejected status of Requested student
#Aadhaar Rejected Employees

Search by ¢ e

SN, Attendance D Aadnaar Number Empilyee Name Dasignaton Division Ormce Location Aadnaar status

5.3 Aadhaar Verified Student: To check Aadhaar verified Status of the Requested student.

Azdhaar Verified Employes

5.Hio, Attendance 1D Aadhaar Numbsar Employas Name Mobils Ho. Dasignation [wasion Dffice Location

5.4 Active Student: To manage the details of active Student and also deactivate the student using
Details Tab:

Active Employees on [BAS)

5.Hno. Anendance 10 Aslhaar Number Emplyes Name Modiie Mo, Designaton Divisian CMTICE Locaton Dl
1 fE1124 ZTAREIGA1124 et Mam QG7ATREE21  Assisfani AD Sachion Raiiv Ganchi Bhaven | [ERET] ([EEREED

2 792803 E7GT4BTEZE93 AltSingh Sarpal | 9971377332 Persongl Private Secretary Gl Secretary Rajiv Gandhl Bhawan m £ Dietall
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5.5 In Active Students: To activate and get the list of Inactive students.

In fctive Employvees on (BAS)

Search by Na v )

5.M0, Attandance 1D Aadhaar Humbar Emiplcyas Hama Mabile Ko, Designation Divisicn

Record Mot Found

5.6 Transfer Students

5.7 Search Students: To Search students and get their Details.

Employee --.

Employee Hame *

Enter Employee Name

Attendence 10

Enter Attencence 1d

Offica Location Datail

6. Reports: To get the various reports as attendance register, Advance Report, Date wise Attendance

and Weakly/Monthly report.

6.1 Attendance Register: To get Attendance Register report between the date range.

Attendance Register

& Dsshboard b 5 Rag
Instructions kor generating the Atendance Ragister
Omffica Location * 1. Selectine OMoe Locaton
2. Selactihe Diisiondinit
- Select OMce Location - " 3. SElect MOMN SN YaEr for which e ragister Nas i be gensratad,
4. Please review the farm before submission.
DiwisianAnit within Croganization Hoite:
- Select DivisionUnit - . a |f your Office Locabion, Division/Unit does nal appear, pleass add Office Location and

Drsisianfunit for pour Organization from pour Hodal Cffio=rs login

Date range: b. Afler creating Dhizion/Unit please ensure amployes information |s updated accondingly by

=] Select Dale

tagging employses 10 heir cormect DivisionUnitwithin 1he Qiganization.

c Far any other azsiglance please getin fouch with the Allentance Helpdesk or wite 1o us al

Ielpediesb atiendan cefatiov[dedin.

Generale Allendance




6.2 Advance Report: To generate the advance report and export the data into Excel.

Advance Reports - -
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& Dashboard

Advance Repo

Dince Location *

- Select Office Locafion -

DnvisionUnit within Organization *

- Select Divislon/Unit -

Date range:

=]

Instructions

1. Seled the rame of your Jrganizaion

2. Geleci the Office Location
3. Gelec the Dideion/Unit

4 Select Month and vear for which the regiater has to be genaraied
5. Plaase reviews the form before submission

Hote:

Dilaniunit for your Organization fram your Nodal OMicers login

a. Wyour Office Location, Divizion/Unit does not appear, please add Cffice Location and

b. Aftar realing Divsion/Uni, pleass ansure emploves information is updaied accordingly by
tagging emplkovees to heir comed DivisionUn wiihin the Organization.

« For any alber assistance please getin louch with the stendance Helpdesk or wiie 1o us at
helpdesk-attendance[atjgovidod]in.

Advance Reports - ouz0n & Daansoard
Organization: Ministry of Chvil Aviation  Office Location: Rajiv Gandhi Bhawan  Division/Unit : A Section Date Range 1104012014 - 117052014
Repart
= Mame Total Working Total Days Total Davs Came After Total Dars Going Betors Total Hours Mot
Mo daye Prezent 08:00:00 17.30:00 Speni Clazed
1 Kl Chugh 28 16 2 o 74811 2
2 Lallt Kumar 25 5 5 o 3340z 1

© 2014 attendance.gov.in. All rights reserved

6.3 Date wise Attendance Report: To get the date wise report and the data into excel.

Organization: Ministry of Civil sviation  Report Date: (4-11-2014  Office Timmgs: 090000 17:30,04

Frezent Ahsant

3ng Mameg

1 Hem Chardar Thakur
2 fdanza Ram

3 Rap

Dezignation
Multitasking Staft
Multitasking Stafl

Mulll Tasking Stat

Cihizion
CJo Dsis)
Cun Jz(as)

Crinit

Saluz

In Time

20141104 1009513

2014-11-04 114812

2M4-11-041T95:54

Ol Time

0000-00-00 C0:00:00

2014-77-04 183300

D00-00-00 00:00:00

In Time_3haor Fall

e3

0zad 2

DE1ES4

Cut Time_3hor Fall

W EA D0

Duraion

044543
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6.4 Weekly/Monthly Report: To generate the weakly/monthly report and export data into excel.

Insirecsions
Tisie range: 1. Swbact e name af yaur Organtaian
2. Sukdt e Ofica Locston
B | 11012014 - 1052014 3. ek e Divisioniint

4. Select Month and Yearfor which the repisterbes fo be genemaied
4. Pieaan redaw T4 i gakire submession

- Kov 2014 - - Mo 2014 -
B

S0 Mo Twu We Th Fr 5a 50 Mz Tu We Th Fr 353 . IFyaur Dffica Location, Divisiondin doss nok appear, pleses add Ofics Locaiion and Divisianiunit for pour

. : : g 1 9 Onganication from your Hodal (icens lagin

2 5 4 5 B T B 2 3 4 ﬂ E 7 & . A1 CBEING ChtzioniniL please enaurs eenpiope s inkmation is upoaies acoordngl iy 150G smelness
Io their conedt Civisian®Unil within hz Drganizaian

g M 1M 17 13 14 15 a 10 12 13 14 15

. ) ) . Forary other az=islance pleazs ged intwuch with the Abendance Helpdesior wiile 1o us o1 helpdesk-

16 17 16 19 2 21 22 16 17 1B 19 20 21 2 aSendance aijgovidodin,

23 24 % 26 7 & 29 b B R (. D

30 a0

FROU ™

e HRE2014

m e

7. Leaves: To manage the leaves of the student.
7.1 Add Leave Record: To add the leaves requested by student into record which will reflect into his

attendance Register.

Leave =-n oyee leave reoond & Heme - Leave - &4

Empioyee Name * IRSERUCTIONS Tor A00ING @ lva rACond of an ampioyes
- Select Employee Mame - - 1. Select the name of Employes
2 SalectLeave bjpe
Luzva Type- 3. Selecithe DivsiandIni
4. Enter the leave slert and end date in do-mm-pey farmat
3

- Select - v . Enter the reason.
Hote:
Loave Start Date Leave End Diate a Employes leaye record added in the leave regizter will be reprazenied accortingly in he
8 | select Date & | selctDate employes Etendance rzolzter
b FOr Mg e 3351213008 Peas e Q8 IN tUch WIlh T8 SNentance Helpaass ar wria 1o us &1
Aoason halpdask-attandancalat]govidat]in,
2ason

7.2 Approved Leaves: Search approved leaves of a student and take necessary action.

Leawve cmpimee zae e @ Home - Leave - Emgloyes

Zearch Employes Mame m Clear

LETS Employes id Employes Hama Organization Hame Leave Typa Leawa Start Date Leave End Date Reason Mection
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7.3 Leave Request: To get the leave requests of a student and take necessary action.

Leave

& Home Leawe

Search Employee Hame Q Search m

Sl Emiployes Id Employes Hame Organization Hame Leave Typs Leave Start Dats Leave End Date Reason

8. Holidays: To add holidays into repords.

Holiday

& Home » \iew holday

Search Holiday Mame m

Add Holiday

SLna. Holiday Category Holiday Date Holiday Hame Description Action
Hollday add haliday & Home = AddHole
Holiday Category * Inzdmuctions o Add Holiday Infarmation,
-Select- o 1. Select Holiday Category.
2 Forholiday category s Ciher Holiday, Selec Organizalion Mame fram the drogdown
Heliday Date list.
3. Enter Holiday Dabe
B | Select Date 4. Enter Haliday Nams
5 Enter Hollday Descripton.
Huliday Hame Mate:
- a Forarny olher assistance please getin louch with the Alendancs Helpdesk ar wrile to us at
dy hnipdesk-attendance [at]goddar]in.
Description *
Jescription

9. User Manager: To Manage the Nodal officer admin roles and add new user as Admin.

Action

9.1 Add User: To add the user and assign the Nodal Admin or Nodal Report Viewer Role to the user.

Add User

Username *

Enter Username
Emall =
Enter Emai

User Type®

— Selec! Type — T
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10.2 View Nodal Admin: To deactivate and reset the password of the Admin user.

Register@d Users nedaladmin & Home - Dashbvard - Consok

Search Lsername

Clear

sno Usemnama Email Last IP Last Login Action
1 civilaviation 250k kuman@nic. in 10113232 2014-11-05 13:26:1 L Reset Fasswond
3 cwilaviation_nic cjairsthg@nicin 10.24 11768 2014-08-27 1254:58 — 14 Reset Pasaword

10.3 View Nodal Admin Report Viewer: To view and Manage the Nodal Admin Report viewer.

Registered Users rodz zam nrenen vzwer @ Home - Dashboard

Console

ano Uzername Email LastIP Last Logim Action
© 2014 attendance.gov.in. All rights reserved

11. Change Password: To change your Password.

Change Password

0ld Password *

Old Password

Hew Password *

MNew Fassword

Confirm New Password ©

Confirm New Password

12. Logout: Logout from the application.



