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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.
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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

» Regisiration

Emp

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.

B

Employee Registration

@& Home Empioyee Registr:

. L ) Instructions for filling the Employee On-boarding request form:
Personal Details Organization Details

1. Enter your Full Name.
Employee Name * 2. Enter date of birth (format DD-MM-YYYY)
3. Select your Gender
Enter Employee Name 4. Please provide your 12 digit Aadhaar number
5. Enter your email
. 6. Enter your 10 digit mobile number.
Date of Birth Gender ™
7. Hitthe "Next" button or click on Crganization details tab to complete the second part
dd-—-yyyy Gender . of the form.

@

. Selectthe name of your Crganization, it will assist you in completing the name as
you key in, if the name is available in our database.
Ifyour organization does not list, please get in touch with your Crganization's Modal
Officer to get your organization listed.

. Select Employee Type

Enter Aadhaar Number *

Enter Aadhaar Number

=)

10. Enter the name of your Division/Unit within the Organization (you ¢an choose from
E-Mail * suggestions)
o 11. Selectyour Designation (only when Emplayee Type is Government)
E-Mail 12. Selectyour office location.(e.g. your office building name)
13. Upload your scanned/digital picture in " jpg” format of max file size 150KB
Mobile No. 14. Please enter the captcha code.

15. Please review the form before submission

eg 98 Not
ote:
a. If your Organization does not feature in the Crganization list, please getin touch with your
Modal officer for getting the Crganization on-boarded in the Attendance system.
Next
b. [f any of the pre-requisite information is not available in the form (select options only),
please getin touch with the concerned officer in your department to get the details updated.

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

Employee Corr

Instructions for using Employee Corner:
Attendance ID *
1. Enter the & digit Attendance/Reqistration 1D
Enter Attendance ID 2. Enter Captcha code as displayed inimage.
3. Generate OTP to sign in to employes comner

; . . .
Enter the code exactly as it appears: lnuelm Not readable? Change text. Login to the Employee corner to update employee information, set reminders , add leave and

tour records.
Confirmation Code
Note:
a. The OTP generated will be valid for one calendar day, the employee can use the same OTP

N to login to the employee corner multiple times in a day
Generate Login OTP

b. After Generating the Login OTP wait for 5 mins to receive the same, if OTF is not delivered
in 5 mins then you can try again to regenerate another otp

¢. Ifyou have already generated an OTP which is valid, you can try to login directly using the
same

d. For any other assistance please get in touch with the Attendance Helpdesk or write to us at
v[dot]in

Have an OTP, Click Here to Login

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

Employee Corner B e -
Hit VWhat cas be dome in the Employee Corer:
1. Update Bve Gemographic sfomation submuied on BAS pontal
Welcome 1o Blometric Alendance Systern (BASY Employee Comer 2 Satreminder 1o receie SMS aledt for 2 0 & closng -

3 View Employee Alendance Repsier

4 A0 FUBHaN day Laave records. (requires venfication by nodal oficer 10 be asplaed
on Allendance register)

5 AS3 Tour recoros, (reQuires warimcation By noda ORCH 10 54 Cisgiayed on Atencance

Q =4 G 74 toguster)

Upaate Remes4r Ragister Leave Feacmacx

Note:
3 ASAng Ledve and Toor Records will halp in displaying appropriate representasion on the
ABnGance Registec

B Update your Dasignanon, Dasionunt of Organizason in Case of changs so that
ARENGINCE NPOMS e DEAErANNG COMESDY 300 yOUr NIME FINNES IN THe COMECt Crpanizaton
unit

. You can view historical 32endance repister data Dy sel9cting the monm and year below the
photograph

@ For any ohar assistance please get in fouch with the Allendance Helpdesk or wifte 10 us at
elafjgovidothin
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3.1 Update Information: To update your Personnel and organization details.

Employee Registration

& Home # Empinye "
Porsons Details Cupanizabon Details
user
Employes Mame "
Photo
UsSEr name
stk e —
10 digit mobile no.
InstruCtions b update Employee InSomaton.
oMl *
1. Asdhaar number is nol allowes fo be sdbed
valid email id 2 Comact oy T Salds wheE yoU Phauirs Comecion
1 Sy Mg cofrected minmasen
4 Upload pour scannd JPG pic of max Sle size 1004
“ £ Plaash i e leem Mofbughly beters sUBMILLIon

Bl
& Plaase snsune hal tha daky is updated carefully f joa ane unatis 12 0o it yoursel plesse
gt PO COnCHmad oo Br suppo

& I @y of the pre-tequisite inlormation ks not availabie in the fom (sHec cpbons only)
plaase oaln 1ouwch wilh e Concemed ofced in pour Sepanment 1o ool T details updaied

< For afy olhed a38istance please el in ludh with the ABendancs Helpaesk of wite 10 us al
Beipdesk-atiendancelaljgovido)s

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

Load Register

time details. Using

Employee Corner

i Home  Employes Corner Ve Afendance Regele

FaE ity GGl Organizanon Hatisnal Informatics Canatre (HC) Dy
User Designation (HRers D iUt
Phato E-lail ga" EgmaiLcom OfceLocstion €GO Comphex & Block
Moty zxxxx x 4403 Actnety Today
Dala for Month In Tirne LR Brag PRy v L]
B 10200 putims

Awwrage
Response

CONact Foas Concamed SRl KN SURRON

& I any of the pre-requisile infoemation ks not avalatie in this fmm (Seect spbions only)
please oplin foudh with the concemed oMol in pour Sepanmaén 10 et e details updated

« For any oiher as3istance please gl in Buch with e ARenIncs HElpSesk or wiile 10 28 5
Beipde sk atlendance] aljgoscd]m
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3.2.1 Graphical view:

Graphical Register Details
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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
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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
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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
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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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