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ONLINE ORGANIZATION ONBOARDING FORM
The Nodal officer will follow the below mentioned procedure to onboard his
organization.
e On the attendance portal https:/kamataka.attendance.gov.in->Goto ‘Organization
Registration’ from the side menu.

e The Nodal Officer fills up the online form shown in the figure 1.1 and 1.2.

(I Attendance govin. B3 n
Organization Onboarding Form -~ n
i

Orgenlzaton Dstlls

ampets thsOrgniaten Ondosnding Fam

. ou e, Sed by e Hoadof bz
2 S ol st st o and v g ot of s e size 200KR. s

Orgentzation Typs 3 Pease rven e fom be

T —— s

Organization Nam* b Afer your submission you dit e it i requieusing OTP.

4 Announcement New
felces. prToendoadsskicin

Parent Orgnlzaton {Fany)
1 -

- Seec Parrt rgizatin-

Ot Orgetzaton Communlaton Addrses*

Sate* Disfict*
- Select State - - Select State First:
Pincots * Landling Phong *

NE T Coartilr ame*
WE T Coordingtor Mabls *
WE T Co-ordingtor E-nal*
Organtzaton il i any)
humbar ofEmpoyess
Offce Y g

(a0

Oftes End Time
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Figure 1.1
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(J/Attendance.govin. =
Organization Onboarding Form

Organization Details  Hodal Officer Detals Steps to complete the Organization On-boarding Form :
1. Fillthe form v the required information and print outth form Signed by the Head ofthe organization/department,vith the

[ Organization Registration

0 Attendance Reports Nodal Officer Name {As on Aadhaar) * organization stampisedl
2. Scan the filled, signed & stamped form and save it in " jpg” format of max file size 300 KB. The scanned file should be
uploaded along with the web form.

o Login 3. Please review the fom before submission

Aadhaar Number Note:
2. After submiting the form, Take printout
4 Announcement NEW
. Afer your submission you can edit e data f require using OTR

Designation
. IFyour organization type does not feature in he ist, please getn fouch viththe Atiendance helpdesk. hitps:/servicedeskic.in

? FAQ
& All Dashboard Mobile No*
£ HU service e Sy £.mail {Please enter offcial &-mailid only)

Enter the code exactly s it appears:” g ]Nja(,

Figure 1.2

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 through SMS/E-mail. 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.

» 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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Figure 1.24

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

Figure 1.25

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, so
that it can be uploaded.
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Figure 1.26

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

Upload file

Instructions to upload file:
Upload file only jpgipeg format and size upto J00KE)

Choose File | Nofile chosen

men

Figure 1.27

Upon submitting the form, the following screen will appear-

Figure 1.28

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

Number and sends it on Nodal Officers mobile number.

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



Aadhaar Enabled Biometric Attendance System

(Online Organization On-boarding Manual)

[ Attendance.govin’ 155 m

Manage Onboarding Form @ Home OTP Require

E Organization Registration

OTP Require
Steps to manage On-boarding Form:
1. Please enter the Temporary Regisiration Number.
Temporary Registration No.* 2 Please enter the Nodal Officer's Mobile Number.
. 3 Toget OTP.

O Attendance Reports
& Login

Mobile Number * In case ofany dificulty please email us at helpdesk-attendance[atlgovdot]in

#) Anncuncement NEW

? ma ’ Enter the code exactly as itappears: = A § A BA 4 et sssaner crange e

8 All Dashboard

O RD Service Drivers ~wew m

Figure 1.29

In case the user wants to edit some information provided in the form earlier it can be
done as shown below-
e Enter the Temporary Registration Number’ which is sent on Nodal Officers
mobile as SMS.
e Enter Mobile Number.
e Type the Security Code shown.
e Click on Submit

\6ABAY

Figure 1.30

e Enter the OTP sent on the mobile of the Nodal Officer.
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e Click Submit.

4} Attendance:govin| I3 m

Organization Onboarding Form @ Home

& Employee Registration QTP Form
+ Please enter Ihe OTP numbef received on moble.
« OTP numbervalid for 10 minutes

“ Announcement NEW Please enter your OTP number received on mobile.

‘ 614894

? FAQ

8 All Dashboard m

Figure 1.31

The following screen will appear.

Figure 1.32

A system generated confirmatory mail is sent on Nodal Officers Email.

+tien -

e "™ i o
; g - b 0
. w” e

Figure 1.33
The Nodal Officer clicks on the link sent through mail. The following screen will

appear-

L} Attendance gov.in| ==
Confirmation organization on-boarding Request -

& Employee Registration © Confirmation organization on-boarding completed successfully. = Further Process:

Dear SirMadam, 1. The submitted info

4 Announcement - NEW Note:
organizafion on-boarding form for the organization * abcd * is completed.

Confim
For any other assistance please: get in fouch with Helpdesk on 1800 111 555

e vil progess your request shortly.

? FAQ
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Figure 1.34

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

attendance URL and nodal credential are shared. This process may take 2-3 days.

Thereafter Nodal Officer can login into its own attendance portal and get employee

registration and other modules ready accordingly.





