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Preface 
 

 

 

"ÉÏÍÅÔÒÉÃ !ÔÔÅÎÄÁÎÃÅ 3ÙÓÔÅÍ ɉ"!3Ɋ ÉÓ Á ÐÁÒÔ ÏÆ ÔÈÅ Ȱ$ÉÇÉÔÁÌ )ÎÄÉÁȱ ÐÒÏÇÒÁÍ ÏÆ 'ÏÖÅÒÎÍÅÎÔ 

of India that was implemented in the Central and State Government Offices. The system 

enables the employees to register attendance by simply presenting their biometrics (finger 

print/Iris) in the installed biometric devices, that is authenticated online from the bio-

metrics (Aadhaar) stored in Unique Identification Authority of India (UIDAI). 

 

The purpose of this document is to serve as a handbook for the Government (Centre and 

State) agencies that use and are to use BAS for their ÅÍÐÌÏÙÅÅȭÓ presence. 

 

 

Targeted Audience  
 

 

 

 

This document is intended for the following envisaged Agencies; 
 

¶ Ministries and Departments of Central Government organizations. 
 
¶ Autonomous Central Government bodies, institutions and offices 

 
¶ States, Districts and other Semi Government bodies like municipalities 

 
¶ Central Public Sector Units 
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 Biometric Attendance System 
 

 

Government of India employs several thousand officials working across Ministries, 

Departments and various organizations under itself. The management of attendance for 

employees is a complex but necessary task, since the presence of officials in offices directly 

impacts productivity and efficiency. Traditionally, attendance was managed through registers 

where officials marked their attendance upon arrival in office. However, supervision of this 

system was difficult and liable to incorrect information being entered into the system. Late 

arrival and early departure of employees was a common occurrence across organizations and 

created a situation where the sincere and punctual employees felt  discouraged and de-

incentivized. 

 

Several offices have implemented electronic attendance systems in recent times, where the 

manual entries into the registers have been replaced by electronic-attendance marked 

through smart-cards or biometric systems. These systems have allowed easy compilation and 

scrutiny of attendance data leading to better supervision and monitoring. However, such 

systems are often stand-alone systems and do not permit easy sharing of attendance data 

across various levels within the system, except with the officials authorized for monitoring 

the attendance information. Such systems are also often implemented independently by 

various offices leading to duplication of cost and effort. 

 

Therefore, it became imperative to develop and implement a centralized system for 

monitoring attendance in all government offices. Such system should leverage on existing 

identity infrastructure created by Aadhaar which will result in cost, efficiency and scalability 

advantages.  Not limited to this, the system also encourages Green India by abolishing paper 

usage there by making it  environment friendly. 
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The Traditional  Attendance System 

 

The traditional attendance monitoring systems faced the following challenges: 

¶ Largely manual ɀ register based systems 

¶ Electronic systems are implemented in silos, uneasy to monitor across various levels 

¶ Card-based systems are liable for misuse or proxies.  

¶ Several officials work across multiple locations, or move elsewhere for official duties to 

different locations. Standalone systems cannot collate their presence in such cases and 

are registered absent during such instances.  

¶ Compilation and monitoring of attendance data in standalone systems is difficult. 

¶ No proper MIS facilities available for future use. 

¶ No real time check available in traditional systems. 

¶ Employees stay duration hours not properly reflected over productivity.  

¶ More wastage of Papers and environment unfriendly. 
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Evolution of BAS  
 

 

 

 

BAS was started as the 1st Digital India Project during September 2014, to prune the 

conflicting effects of traditional attendance system.  Its operations started from Central 

Government Offices in Delhi and scaled up horizontally henceforth.  Organizations on-

boarded the system with the front end devices (Android Tablets / Desktop devices) installed 

in their premises and the same was co-ordinate by the BAS Helpdesk in getting all tasks done 

in a speedy and smooth mode.   

 

The employees registered their attendance by presenting their biometrics that is 

authenticated real time from UIDAI.  The objective of bringing transparency in employee's 

presence and their work duration hours was effectively realized through this mechanism.   

Surveys that were carried out during the time reflected a steady increase in the performance 

ÏÆ ÅÍÐÌÏÙÅÅȭÓ ÐÒÅÓÅÎÃÅȢ  

 

In the first phase of implementation, approximately 150 central Government organizations 

on boarded more than 40,000 employees on common attendance portal i.e. attendnace.gov.in. 

1000 wall mounted bio-metric attendance terminals, 5000 finger print scanning devices and 

200 IRIS devices were procured by NICSI which were installed in around 100 Government 

Bhawans/buildings. 

 

Since users were not fully aware of handling and installation of biometric attendance devices, 

workshops were conducted to educate the users.  Feedbacks were taken regularly to improve 

the system in the path of smooth attendance marking. 

 

The BAS's success helped in extending the hands to State bound offices.  Till date, over 7440  

Central and State Government Organizations have on boarded about 9 Lakh Central and 17 

Lakh State employees in the system (attendnace.gov.in/central.attendnace.gov.in/ 

"state".attendance.gov.in) with 80K  active devices.  
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BAS & i ts Salient Features  

 

 

The management of attendance for employees is a necessary task for all organizations 

because ÏÆÆÉÃÉÁÌÓȭ presence in offices directly impacts productivity and efficiency. Since the 

supervision of traditional attendance system was difficult and liable to incorrect information 

being entered, the government decided to implement a common biometric based attendance 

system across India with a basic requirement, an Aadhaar number.  

 

BAS Features : 

¶ Cloud-based software & hardware installed operated from NIC National Data Centre. 

¶ Dedicated secure connectivity between National Data Center and UIDAI. 

¶ Real time monitoring and user friendly online registration. 

¶ Works in Simple Android, Windows based Devices. 

¶ Built -in Leave Management features. 

¶ Integrated with SMS & Email facilities.  

¶ Access to the system through simple Internet setup. 

¶ Connectivity of terminals / devices established through Wi-Fi/GPRS. 

¶ The system has comprehensive MIS. 

¶ No Hardware lock-in for devices. 

¶ Centralized dashboard facilities in attendance portals broadcasted.  

¶ Marking of Attendance anytime / anywhere. 

¶ Access to past attendance records anytime. 
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How BAS Works  

 

 

The Front End System would be any device (Tablet or Iris or a desktop) having hardware 

and client attendance application. The device would wait for the user to enter his/her 

attendance id. Once the attendance id is captured, the application would prompt the user to 

provide the biometric data required for Aadhaar online authentication.  

 

Then, the system encrypts the request as per the security standards and sends it to UIDAI 

for real time authentication and gets a simple "Yes" or "No" or an error message, if any, in 

response.  

 

The Back End System or attendance server then accepts the response and records the 

response as "In-time" or "Out-time" or "Error codes" in to the Attendance Database that is 

reflected in the screen of that person who marked attendance.  

How BAS Works ?

National Informatics Centre 1

UIDAI SERVER

INDEX ::

Attendance marking cycle 1

Communicating back from outside Servers

Internal DB communication between API/APP to DB

AEBAS rewriting to DB

AuA/AsASERVEREND POINT DEVICE

DATABASE 
On Master Slave Model

 

Figure: 1 
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Bringing BAS to Your Organization  

 

 

Figure:  3 BAS Application Overview 
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On-boarding guidelines  

 

 

Organizations interested in using BAS are required to follow process guidelines for smooth 

switchover to the modern and futuristic BAS. 

 

Identification of Nodal Officer  

 

 

To facilitate the implementation and thereafter operate the Biometric attendance system, it 

is desired that the Ministry/Department shall nominate a Nodal Officer for acting as a Single 

Point of Contact (SPoC) for driving the Bio-metric attendance initiative. The Nodal Officer 

shall be responsible for: 

 

¶ Monitoring and coordinating with the stakeholders for smooth functioning of the Bio-

metric attendance system 

¶ Providing update facility for biometric updating in case of poor bio-metric capture 

during enrolment process. 

¶ Generating attendance reports. 

¶ Installation of device. 

¶ Appointing a biometric admin for managing device registrations in Organizations. 

 

The agencies may use the format placed at !ÐÐÅÎÄÉØ Ȭ!ȭ for capturing the details of the 

organization as well as Nodal Officer. 
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Registration of Organization  

 

 

The Organizations are required to register online (once) on the portal for using 

attendance.gov.in/central.attendance.gov.in/Haryana.attendance.gov.in by giving number of 

employees and their existing website name. Once the registration of the organization is 

complete, the organization will be listed in the portal for the enrolment of the employees 

and generation of various types of reports pertaining to the organization. The steps for on-

ÂÏÁÒÄÉÎÇ ÏÒÇÁÎÉÚÁÔÉÏÎ ÉÎ ÔÈÅ ÁÔÔÅÎÄÁÎÃÅ ÐÏÒÔÁÌ ÃÁÎ ÂÅ ÆÏÕÎÄ ÉÎ !ÐÐÅÎÄÉØ Ȭ"ȭȢ 

 

ORGANISATION ON-BOARDING: 

The Attendance process is initiated by the Nodal Officer when he sends a request to BAS for 

registering an Organization.   

 

¶ Visit the attendance portal, select Ȭ/ÒÇÁÎÉÚÁÔÉÏÎ 2ÅÇÉÓÔÒÁÔÉÏÎȭ (Registration forms can 

be filled and submitted offline and online) 

¶ In case of offline registration, Download the On boarding form, from the portal. This form 

is shown in Appendix A. 

¶ The Nodal Officer fills up the form and gets it signed and stamped by the Head of the 

Organization. The scanned copy of the form is then forwarded to the BAS Helpdesk. 

¶ The Helpdesk adds the organization and replies to the Nodal Officer informing him/her 

the organization added. 

¶ Helpdesk provides a URL of the Organizations attendance portal to the Nodal Officer. 

User Id and Password are sent on his email id and mobile number through SMS. 

¶ The Office Location and Designation is sent to the Helpdesk. 

¶ Helpdesk adds the Office Location and Designation and again replies to inform Nodal 

Officer about it. 

 

The Online form is different from the offline form and the user is required to fill up the 

following form accordingly. The fields in the form are self explanatory and response is 

mandatory for most of the fields. 
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Figure: 4(a)  

 

 
Figure: 4(b)  

 

¶ The form shown in figure, 4(a) and 4(b) is filled by Nodal Officer online. 

¶ A Temporary Organization Number is sent to the Nodal Officer on his email id and 

registered mobile number. 

¶ By clicking on the Manage Organization On-boarding Form button, the information 

provided in the form can be edited multiple times before it is sent to the Helpdesk. 
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The Temporary Organization Number  and OTP are required to edit the information 

on the form. 

¶ Helpdesk has the option to review all new and under process requests. 

¶ The Organization and Domain registration request goes through 2 levels before it is 

approved. Once the verification is done it goes to the helpdesk for final processing. 

The information about the approval or rejection is sent to the Nodal Officer. 

 

 
Figure: 5 

 

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. A Temporary Registration Number is sent on the 

mobile/email. Keep the temporary registration number safe as it will be required to login for 

Edit/Upload/Print of organization details before approval from our Helpdesk Team. If 

required the details can be edited and once it is done, the form can be submitted for 

processing. Upon submitting the form, the following screen will appear- 

 

 

Figure: 6 

 

The form is uploaded successfully. The system generates a Temporary Registration Number 

and sends it on Nodal Officers mobile number& Email. 

When the user clicks on Exit, the following screen will appear- 
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Figure : 7 

 

The information provided in the form earlier can be edited entering  

¶ TemÐÏÒÁÒÙ 2ÅÇÉÓÔÒÁÔÉÏÎ .ÕÍÂÅÒȭ sent on Nodal Officers mobile  

¶ Mobile Number. 

¶ Typing the Security Code shown. 

¶ Clicking on Submit 

Another screen will appear which will ask the user to enter the OTP sent on the Nodal Officers 

mobile. Having entered the OTP, a system generated confirmatory mail is sent to the Nodal 

Officer, which has a link. When he clicks on the link the following screen appears- 

 

 

Figure: 8 

 

The request is then sent to the Helpdesk Team. Once it is approved; organization attendance 

URL and nodal credential are shared. This process takes 2-3 days. 

Thereafter; nodal can login into its own attendance portal and get employee registration and 

other modules ready accordingly. 
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Registration of Employees  

 

 

Once the organization is registered with the attendance portal, the Nodal Officer will log on to 

attendance.gov.in with the user name and password provided to him and create a master list of 

Office Location along with Designation, Divisions/Units within the organization. The 

employees of the organization are required to register online on attendance.gov.in portal for 

enabling them to mark attendance. 

 

The Employees have ÔÏ ÆÉÌÌ ÁÎ ÏÎÌÉÎÅ ÆÏÒÍ ÕÓÉÎÇ ÔÈÅ ÌÉÎË Ȭ%ÍÐÌÏÙÅÅ 2ÅÇÉÓÔÒÁÔÉÏÎȭ ÏÎ ÔÈÅ 

attendance portal. Once the details are filled, the employee data goes to the quality check 

team of UIDAI/Nodal Officer of the organization for verification. After the approval from the 

nodal officer, the employee becomes active in the attendance portal and can mark his 

attendance through the devices installed. The details are required for on boarding of 

employees in the attendance portal can be found in !ÐÐÅÎÄÉØ Ȭ#ȭȢ 

 

 EMPLOYEE REGISTRATION: 

 

In order to Login and Register, the user will visit the organizations attendance portal. The 

Employee will register as explained below- 

¶ Click on Employee Registration and the following form registration form will be 

displayed as shown in figure below. 

 

 

Figure: 9 












































































