Aadhaar Enabled Biometric Attendance System

(Online Nodal Officer Change Request Manual)
ONLINE NODAL OFFICER CHANGE REQUEST FORM

The New Nodal officer will follow the below mentioned procedure to change
nodal officer of organization.

e On the Attendance portal, select ‘Request Nodal Update’ from the side
menu.

e The New Nodal Officer fills up the Mobile No and Official Email Id for
authentication.
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Central Attendance =
All Login Passwords have been reset and the New Password has been ser

@ Dashooard Manage Nodal Form () G2

@ Employee Registration

B Request Nodal Update New Nodal Officer Mobile No.
Steps to start nodal updation:
1. Please enter the New Nodal Officers Mobile Number and Email 1D, It will be used in Nodal Updation form
2. Ciick on Generate OTP. OTP will be valid for 10 minutes
3. 11 you are already submitted the nodal updation form. Click here for further action with request number.

Employee Login

? FAQ

a Logn In case of any difficulty please contact at & https:/iservicedesk.nic.in

Enter the code exactly as it appears: * P
4 GoTo central attendance.govin I11dac

Generate OTP

Figure 1.1

e After Submitting Captcha Code and form, below screen appears.
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Central Attendance =

& Dashboard OTP Verification O (D = @

& Employee Registration

Instructions:

B Request Nodal Updale New Nodal Officer Mobile No. *
. Enter One Time Passwiord (OTP) as received on new nodal officers mobile.
9767939021 2. Enter One Time Password (OTF) as received on new nodal officer’s email id.
Emmles 3. Please ener ihe capichs code.
Enter OTP Received on Mobile * 4 Press Submit button

? FAQ

For any otfer assistance please get in touch with the NIC Service Desk at (https:/iservicedesk.nic.in)
@ Login

New Nodal Officer Email ID (Please enter official e-mail id only) *

1 GoTo central aftendance gov.in Sandesp@govin

Enter OTP Received on Email *

Enter the code exactly s itappears:* (] [ A S retrescaver cransote

Figure 1.2
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e Submit OTPs received on Mobile and in Email, for successful authentication.
e Now The Nodal Officer fills up the online form shown in the figure 1.3 and 1.4.
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ords have been reset and the New Password has been sent on registered Email Ids.

Central Attendance

All Login Pas:

& Home

Dashboard Organization Nodal Form

Employee Registration

Nodal Officer Details NIC Coordinator Steps to follow for Online Organization Nedal Change :

Request Nodal Update
Emloyea L 1. Fill the form with the required information and print out the form. Signed by the Nodal Officer of the
mployee Login : ' ) .
Organization Name * with the stampiseal
2. Scan the filled, signed & stamped form and save itin " jpg” format of max file size 300 KB. The scanned file should
be uploadsd along with the web form
3. Please review the form before submission

FAQ National Informatics Centre (NIC)-Pune
o Nodal Officer Name (As on Aadhaar) * Note:

a. After submitting the form, Take print out.
nadhaar Number - b. After your submission you can edit the data f require using OTP & temporary request number. Click here
adhaar Number c. For any other assistance please getin touch with the NIC Service Desk at https:/iservicedesk.nic.in

Go To central attendance govin

Mobile No * Landline Phone *

9767939021

E-mail (Please enter official e-mail id only) *

san@gov.in

Figure 1.3
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All Login Passwords have been reset and the New Password has been sent on registered Email Ids.
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Central Attendance =

& Home

Dashboard Organization Nodal Form

Employee Registration

Reauest Nodal Update Nodal Officer Delails | NIC Coordinalor Details Steps to follow for Online Organization Nodal Change :
State * 1. Fill the form with the required information and print out the form. Signed by the Nodal Officer of the
Employee Login iment, with the stampiseal.
- Select State - v 2. Scan the filled, signed & stamped form and save itin "Jog” format of max file size 300 KB. The scanned file should
be uploaded along with the web form
3. Please review the form before submission

FAQ
NIC Coordinator Details *

Lo Note:

- Select State First- v
WIE Coordinator Name - a. Afler submitiing the form, Take print out
oordinator Name b. After your submission you can edit the data if require using OTP & femporary request number. Click here
c. For any other assistance please get in touch with the NIC Service Desk at https://servicedesk.nic.in
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Figure 1.4
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Having submitted the form, the system generates a Request Number and sends
it on Nodal Officers mobile number. The details such as Organization Name,
Nodal Officer's Name, Nodal Officer's Email, Nodal Officer's Mobile, Request
Status and Creation Date will reflect on the screen along with the Actions that
can be taken- Print, Upload File and Exit. A Request Number is sent through
SMS/E-mail. Keep the Request Number safe as it will be required to login for
Edit/Upload/Print of nodal details before approval from our Helpdesk Team.

Then the following screen will appear-
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Central Attendance = o X e
All Login Passwords have been reset and the New Password has been sent on registered Email Ids.
G E=imm Nodal Updatlon Form & Home Nodal Updation Form
& Employee Registration
B RequestNodal Update Nodal Change Request Saved. Temporary Request Number is : 6996286915
Erreie Organization Name Nodal Officer Name Nodal Email Nodal Mobile Status  Creation Date Action
National Informatics Centre (NIC}-Pune san san@govin 9767939021 Pendng  December 22, LUpload Fiie [l @Exit
g < ol - =
& Login
1 GoTo central attendance. govin
Figure 1.5

Print- The user will take a Print out of the form and get it signed and stamped,

sothat it can be uploaded.

Print 1 page

Appendix ‘8" - Application format for Organization Nodal Change
Destination I saveasPDF -

Pages Al -

Layout Portrait -

More settings ~

Figure 1.6
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Upload File and EXxit- The user will upload the document and submit the form
for processing. When the user clicks on Upload File and Exit, the following screen will

appear:
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All Login Passwords have been reset and the New Password has been sent on registered Email Ids

@ Dashboard Nodal Updation Form ne=d ote aton o

@ Home - Nodal Up

Central Attendance =

OTP Require

@ Employee Registration

OTP R
B Request Nodal Update eaquire

Steps to Manage Nodal Updation Form:
1. Please enter the Request Number.
2 Please enter the Nodal Officer’s Mobile Number.
3. Please enter the captcha code:

Enter Request No. 4. Press submit button fo get OTF.

Employee Login

Request No. *
? FAQ

Note:
Login Mobile Number *
In caze of any difficulty please email us at (https:iservicedesk.nic.ini)
Enter Nodal Mobile Numbe:
Go To central attendance. govin

Enter the code exactiy asitappears:* Bl a E 8 a

Figure 1.7

Form can be uploaded as shown below-

e Enter the Request Number’ which is sent on Nodal Officers as SMS/E-

mail.
e Enter Mobile Number.

e Type the Security Code shown.

e Click on Submit
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All Login Passwords have been reset and the New Password has been sent on registered Email Ids

Central Attendance =

& Dashboard Organization Nadal Form o7 vericaion 0 o » @

@ Employee Registration

OTP Form

Instructions :
B Request Nodal Update
« Please enter the OTP number received on mobile.

E el Please enter your OTP number received on mobile. + OTP number vaid fo 10 minutes
= Press submit button,

? FAQ

& Login

4 GoTo central.attendance govin

Figure 1.8

e Enter the OTP sent on the mobile number of the Nodal Officer.
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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. The following

screen will appear.
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Central Attendance

All Login Passwords have been reset and the New Password has been sent on registered Email Ids.

Nodal Updation Form

Dashboard
= ; & Home

Nodal Updation Form - Organiza
@ Employee Registration

B Request Nodal Update

Organization Name Nodal Officer Name Nodal Email Nodal Mobile Status  Creation Date Action
Employee Login National Informatics Centre (NIC)-Pune San san@gov.in 9767930021 Pending Decerver2.  EEE) X EUEED

? FAQ

& Login

4 Go To central.attendance.gov.in

Figure 1.9

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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Central Attendance

@ Dashboard Organization Nodal Updation Form

& Home

@ Employee Regisiration

|eOrganization Nodal Change file is not uploaded yet

B Request Nodal Update Organization Type Qrganization

Organization Name National Informatics Centre (NIC)-Pune

Employee Login
Organization Communication Address NIC, Ganesh Khind Road, Pune 411007

2 FAQ

& Logn

4 GoTo central attendance gov.in

Phone

District

State

NIC Coordinator Name

NIC Coordinator Mobile

NIC Coordinator E-mail

Website

Number of Employees

024265897458
Fune

Maharashtra

Antony Thomas A
9420207623
aathomas@nicin
nicpune.attendance.gov.in

120

Office Timings 09:45:00 - 18:30:00

Nodal Officer Name San

Designation Admin

Aadhaar Number 562356897458

Nodal Mobile 9767939021

Nodal Email san@gov.in
Figure 2.0

The user can select Back to go to the previous screen.
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Edit- In case of an incorrect entry in any of the fields, the information can be
editedby clicking on the Edit button. The following screen will appear where

changes can be made.

Aadhaar Enabled Bio-metric Attendance System(AE-BAS)  version 20

All Login Passwords have been reset and the New Password has been sent on registered Em

Central Attendance =

@ Dashboard Edit organization nodal form @ rome

#® Employee Registration
Nodal Officer Delails | NIC Coordinator Details E
B Request Nodal Update odalDiicer el oordna

Employee Login

Organization Name

7 FAQ < National Informatics Centre (NIC)-Pune

& Login Nodal Officer Name (As on Aadhaar) *

Sandeep Dond
4 GoTo central attendance gov.in

Aadhaar Number =
587458562231

Designation *

Admin
Mobile No * Landline Phone
9767939021 024265874587

E-mail (Please enter official e-mail id only) *

sandeepdondi1@gov.in

Figure 2.1
Once the details in the screen are corrected, the form can be submitted, so that it

can be processed.

Print- The user will take a Print out of the form and get it signed and stamped,

sothat it can be uploaded.

Print 1page
Appendix & — Application format for Organization Nedal Change
Destination B saveasPDF -

Pages Al -

Layout Portrait -

More settings v

Figure 2.2
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Upload File- The user will upload a picture and submit the form for processing.

=
Central Attendance — o = a0

@& Dashboard Upload file @ Home - Upload fie

Upload file (ont

[ Choose File

oo |

Figure 2.3
Upon submitting the form, the following screen will appear-
_ Aadhaar Enabled Bio-metric Attendance System(AE-BAS)  version Z
Central Attendance 53 e ° ! 7 ol
Al Login Passwords have been reset and the New Password has been sent on registered Email Ids.
@ Dashboard Nodal Updation Form @Home - Nodal Updation Form - Organization Nodal Fo
& Employee Registration
B Request Nodal Update v
Success! Organization Nodal Change file uploaded successfully.
Employee Login
2 FAQ Organization Name Nodal Officer Name Nodal Email Nodal Mobile Status  Creation Date Action
A G National Informatics Centre (NIC)-Pune san san@gov.in 9767939021 Pending ;)szc:mherlz m m
4 Go To central attendance gov.in
Figure 2.4

The form is uploaded successfully.

The request is then sent to the Helpdesk Team. Once the Nodal Change request
is approved, an email is sent along with the new password for Nodal Officer’s

Login. This process may take 2-3 working days.




