
BIOMETRIC ATTENDANCE SYSTEM 

(NODAL OFFICER MANUAL)  

 

 
The Ministry/Department nominates a Nodal Officer to make the implementation and operation of the 

Attendance system easier.  

HOME SCREEN 
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DASHBOARD 

¶ Total organizations registered with BAS. 

¶ Organization wise registered employees. 

¶ .ÕÍÂÅÒ ÏÆ ÅÍÐÌÏÙÅÅȭÓ ÐÒÅÓÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎ ×ÉÓÅȢ 

¶ Organization wise active devices. 

¶ Attendance Activity graphs, Attendance Statistics, In-Time Statistics Pie chart and Today's Trend Graph. 

The Nodal can login into its own attendance portal and download Desktop Application and export 

Employee Data. 
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The Nodal Officer can perform the following activities on the portal- 

Manage Masters 

Nodal can manage Master details of the organization like Division, Employee Designation, Office Location, 

Device Location etc. 

1. ADD DIVISIONS 

Nodal Officer can search and add new divisions. Existing divisions can also be Activated/Deactivated 

through this functionality. [For steps to get Division added in the list, please refer user manual] 
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2. EMPLOYEE DESIGNATIONS 

New designations can be added and also Activated/Deactivated through this functionality. By clicking on 

Ψ!ŘŘ 5ŜǎƛƎƴŀǘƛƻƴΩΣ ǘƘŜ bƻŘŀƭ hŦŦƛŎŜǊ Ŏŀƴ ƳŀǇ ǘƘŜ ŘŜǎƛƎƴŀǘƛƻƴ ǿƛǘƘƛƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΦ  
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{ŜƭŜŎǘ ŘŜǎƛƎƴŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ{ǳōƳƛǘΩΦ [For steps to get designation added in the 

list, please refer user manual] 
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3. OFFICE LOCATION 

To Add (Mapping), Activate/ Deactivate the office location (building). 
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By clicking on "Add Office Location"; Nodal Officer can map the location within the organization. 

Select an "Office Location" from the drop-down and then click on Submit. 
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4. DEVICE LOCATION 

Nodal Officer can Search, Update, Deactivate and Add new Device Location. Device Location is 

entered and Office Location selected from the drop down to add the device location. 

 
Figure: 8  



5. OFFICE TIMINGS 

Office In and Out timings can be set or updated by the Nodal Officer. 
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6. DAILY ATTENDANCE HOD/HOG MAPPING 

!Î !ÔÔÅÎÄÁÎÃÅ ÒÅÐÏÒÔ ÇÏÅÓ ÔÏ ÔÈÅ (/'ȭÓ ÏÒ (/$ȭÓ ÏÎ Á ÄÁÉÌÙ ÂÁÓÉÓ ÁÎÄ ÔÈÅ ÄÁÉÌÙ ÍÁÉÌ ÓÔÁÔÕÓ ÃÁÎ ÂÅ ÖÉÅ×ÅÄȢ 
The status and email id of HOD and HOG can be edited. 
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New email id of HOD/HOG can be added by going on ȬSettingsȭ, click on ȬAttendance Summary by 

Mail/SMSȭ button. On the new screen Nodal can add new HOD/HOG. 
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Manage Devices 

This enables Nodal Officer to 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. 
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#ÌÉÃË ÏÎ Ȭ!ÄÄ "ÉÏÍÅÔÒÉÃ !ÄÍÉÎȭ ÂÕÔÔÏÎ ÁÎÄ ÏÎ ÔÈÅ ÎÅ× ÓÃÒÅÅÎ ÉÎÆÏÒÍÁÔÉÏÎ ÏÆ ÔÈÅ ÎÅ× ÂÉÏÍÅÔÒÉÃ 

admin can be added. 
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2. ACTIVATION CODE 

Nodal Officer will generate an Activation Code for Device Installation. 
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3. ACTIVE DEVICE 

The Nodal Officer can view all the Active Devices within the organization, with information like 

Device Id, Device Type etc. 
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4. INACTIVE DEVICES 

All the Inactive Devices in the Organization can also be viewed by the Nodal Officer. 
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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 user is able to view 

details like Device Id, Created By, Creation Date, Status and Action t be taken. User can View, Print 

and Upload Signed Document. 
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6. ISSUED DEVICE 

A summary of the devices that have been issued can also be viewed. This Summary includes details 

such as Device Type and Number of Devices. 
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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. 
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8. AMC REQUESTED STATUS 

The status of AMC 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 can be 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 found here. 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. 
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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 members of the group for that day. Details of the group members can be 

edited as well.  
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