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PHARMACY COUNCIL OF INDIA
(Statutory body under Ministry of Health & Family Welfare)
Government of India
1-300, 3rd floor, Tower-I, World Trade Centre,
Nauroji Nagar, New Delhi-110029
Telephone No. 011-65218900-01

E-mail: registrar@pci.nic.in

Circular

File No-1T-12/3/2025-1T Date: 13.06.2025

To All,

a. Approved Pharmacy Institutions
b. Examining Authority (Universities/Boards)
c. State Governments

Subject: Guidelines for Nodal Admin and User for further process at the end of
Institutions for the Biometric Attendance System (AEBAS) in all PCI Approved
pharmacy institutions.

Ref:
a. Council’s circular No. 14-264/2020-Faculty Module/5527 dated 13.12.2023
b. Council’s circular No. 14-264/2020-Faculty Module/5556 dated 24.01.2025
c. Council’s circular No. 14-264/2020-Faculty Module/5874 dated 14.02.2025
d. Gazetted Notification Number So. 1362 (E) dt. 21.03.2025
€.

Sir/Madam,

This has a reference to the subject matter cited above where Council has already initiated the
process for the implementation of AEBAS across all Pharmacy Approved Institutions and
directed all institutions for the following:

a. To purchase the AEBAS device as the first step for the implementation of this scheme
across all institutions. (dt. 24.01.2025).

b. To initiate the onboarding process for AEBAS through the portal at
https://central.pci.ac.in.

In this connection, it’s re-iterated that all institutions must complete the cited activity on
immediate basis to avoid any withdrawal of decision letter due to non-compliance.

Once institution has completed their onboarding steps, specific URL for each institution will
be shared on their registered email id to proceed ahead for the user (faculty) registration and
set up of nodal admin in the AEBAS Portal. Therefore, the user manual for the same is attached
herewith this circular for the nodal admin role (Annexure A) and faculty as (Annexure B).

This issues with the approval of the Competent Authority.

Yours Faithfully Digitally signed by ANIL
ANIL MITTAL S
Date: 2025.06.13 10:24:29
+05'30'
(ANIL MITTAL)

Registrar-Cum-Secretary


https://central.pci.ac.in/

Annexure-A

BIOMETRIC ATTENDANCE SYSTEM
(NODAL OFFICER MANUAL)

The Pharmacy Council of India (PCI) nominates a Nodal Officer to make the implementation and
operation of the Attendance system easier.

HOME SCREEN

17:57

Figure: 1

DASHBOARD

e Total organizations registered with PCIL.

e Organization wise registered employees.

e Number of employee’s present organization wise.

e Organization wise active devices.

e Attendance Activity graphs, Attendance Statistics, In-Time Statistics Pie chartand Today's Trend Graph.

The Nodal can login into its own attendance portal and download BAS Application and export
Employee Data.

E—— ]

Hil skbas Logout

L Sofmware Download for Androidi/iDeskitop |

Installation Guide Tor BA S sofftware:

1. Please download the BAS software for Desktopftablet
2. Aafter installation the softvware will ask to enter a dewvice activation code_
3. Selaect the entry point and authenticate with the Biometric admin.

MNOte:

EBiometric Admin - are designated person who can register the Attendance Software on the BAS devices (Tablets 2
DeskKiops ).

Figure: 2



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]

Manage Masters

@ Home ~ Manage Masters ~ Division/Unit within Ory

Division/Unit within Organization

[ s | cear |
S. No Division ID Division/Unit Name Creation Date Status
1 000006 bas 2017-11-28 12:19:03 Active
2 000004 demo 2015-01-20 15:27:03 Active
3 000002 Hars-Genral Admin 2015-01-18 12:11:11 Active
4 000003 Hars-Personnel 2015-01-18 12:24:10 Active
Figure: 3

2. EMPLOYEE DESIGNATIONS
New designations can be added and also Activated/Deactivated through this functionality. By clicking on
‘Add Designation’, the Nodal Officer can map the designation within the organization.

Back to Employee Comer
Manage Masters e ® Home > Monage asiers > Enployee Desigalon
)
Employee Designations
EJE3 T

S. No Employee Designation Creation Date Active Status

1 Administrative Officer 2015-01-18 13:03:09 m

2 cgo 2017-11-29 15:32:59

3 Deputy Director 2015-01-18 16:14:51

4 tester 2017-11-28 12:19:58

Figure: 4

Select designation from the drop down and click on ‘Submit’. [For steps to get designation added in the
list, please refer user manual]

Manage Masters @ Home

Add an Employee Designation

Designation Type *

Figure: 5



3. OFFICE LOCATION
To Add (Mapping), Activate/Deactivate the office location (building).

Back to Employee Comer
Manage Masters ofice Locations @ Hone - arsgltasirs - OfeLcsis

Office Locations (Building)

Add Office Location

Location Office Location Name Creation Date Status Action

centra central 2018-03-15 11:29:27 Active

000063 cgo 2017-11-28 12:21:33 Active

000035 CGO Complex Block 3 2017-11-29 15:33:44 Active

000062 Chandigarh 2017-12-04 17:45:26 Active

Figure: 6

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.

Add a Office Location (Building)

Office Location*

Select Office Location

Select Office Location
Akbar Bhawan

andhra

api

arunachal

assam

August Kranti Bhawan
Baba Kharag Singh Marg
bihar

Cabinet Secretariat

cag

central

cgo

CGO Complex

CGO Complex Block 11
CGO Complex Block 12
CGO Complex Block 3
chandigarh

Chandralok Building
chhattisgarh

Figure: 7

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.

Add a Device Location

Device Location Name *

Office Location*

Figure: 8



5. OFFICE TIMINGS

Office In and Out timings can be set or updated by the Nodal Officer.

Manage Master

Edit Organization Timings

Office In-Time

09:45

Update Timings

£4 shift Group

Office Out-Time *

18:00

Back to Employee Comer

& Home - Manage Master

Instructions to edit Organization Office Timings:

1. Choose Office Start Time.
2. Choose Office End Time.
3. Please review the form before submission.

Note:
a. For any other assistance please get in touch with the Atiendance Helpdesk or write to us at helpdesk-
attendancefat]gov[dolin

Manage Devices

Figure: 9

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.

@ Dashboard

Manage Device

Biometric Admin

S. No. Office Location
1 cgo
2 cgo
3 g0
4 cgo

Aadhaar

Admin Name

Avinash Sharma

anil kumar gupta

Kulshrestha Neeraj

Rajveer Singh

Back to Employee Comer

@ Home - Manage Device Blnme‘ncﬁ;{{n
2)

Add Biometric Admin

Mobile E-Mail Status Action

@amail.com Active

00000 3279 057

2

000X X 0980 an**@gmail.com Active m
00000 X 0811 ba**@nic.in Active @

50000 X 0661 ba*@govin Active  [EFR0

Figure: 10

Click on ‘Add Biometric Admin’ button and on the new screen information of the new biometric

admin can be added.

Manage Device

Add a Biometric Admin
Office Building Location *

- Select Office Location -
Admin Aadhaar *

Admin Name *

Admin Mobile

Admin Email

Back to Employee Comer

@ Home ~ Manage Device -~ Biometric Admin

Instructions to add Biometric Admin in BAS:

1. Select the Organization Name.

2. Select the Office Building Location

3. Enter the Aadhaar number of the Biometric Admin to be white listed for device activation.
4. Enter Biometric Admin Name.

5. Enter a valid 10 digit mobile number

6. Enter a valid E-mail address.

7. Please review the form before submission.

Note:
a. Biometric Admin - are designated person who can register the Attendance Software on the BAS devices (Tablets &
Desktops!

b. Please add authenticated users only, The Aadhaar number and Name wil be verified with UIDAI for validity
Biometric Admins with incorrect information will be de-activated automatically.

c. Biometric Admins should have valid aadnhaar number before addition

Figure: 11



ACTIVATION CODE

Nodal Officer will generate an Activation Code for Device Installation.

Manage Device

Office Building Location *
- Select Location -

» Biometric Admin
Biometric Admin *

Activation Code
- Select Biometric Admin -

» Active Device
Device Type *  Fixed * Mobile
» Inactive Device

ued Device

> Installed Device

» AMC Requested Status

Generate Device Activation Code

Back to Employee Comer

@ Home - Manage Device - Activation Cade

Instructions to Generate Device activation code:
1. Select the Office Building Location.
2. Select the Biometric Admin.
3. Check the device physical type. Which type of device, i.e Fixed or Mobile.
4. Please review the form before submission

Note:

a. After you press "Generate Activation Code", a six digit activation code is sent to the e-mail and mobile of the
selected biometric admin only.

b. Device Activation Code is required to register the devices (Tablets & Desktop) software in the Attendance System

ric admin is also required to authenticate his/her
ice being activated for Biometric Attendance System

¢ To complete the registration of the device software. the bios
biometric credentials with the Aadhaar system, through the D
(BAS).

d. The activation code is valid through the generation date only. (e.g a activation code generated on 15-09-2014
will be valid for the same date only)

ACTIVE DEVICE

The Nodal Officer can view all the Active Devices

Device Id, Device Type etc.

Figure: 12

within the organization, with information like

Manage Device »

Active Device

S.No Organization Name

1 skbas new

Device ID

Back to Employee Comer

@ Home - Manage Device - Active Deyice

Office
Location ~ Entry Name Device Type cPUID MAC Bio. Device ID Last Active
cgo Cipha Leb Desktop 2018-05-01 11:28:22 @

INACTIVE DEVICES

Figure: 13

All the Inactive Devices in the Organization can also be viewed by the Nodal Officer.

@ Dashboard Manage Device

Inactive Device

# Console

S.No Organization Name

o Manage Master

Manage Device

4 Monitoring Group

(9 Shift Group

1 National Informatics Centre (NIC) -DeitY

A National Informatics Centre (NIC) -DeitY

Device ID

Office
Location  Entry Name

CGO DrMahes Desktop
Complex  Chandra(DDG) A3B3
A-Block

National Hod Desktop
Data

Center

Shastri

Park

Device Type CPUID MAC

Back to Employee Comer

@ Home - Manage Device - Inactive Device

Bio. Device ID Last Active

2018-04-26 15:38:20 [N

2018-04-26 08:30:56

Figure: 14




Manage Employee

This functionality helps to manage the new employee request, check his Aadhaar Status, verify the employee in
attendance system active, Inactive and transfer of the employee.

1. ACTIVE EMPLOYEE
All the Active employees will be visible here after Nodal officer "Process" the profile from Aadhaar Verified
Employee section. The Active employees can be Deactivated and Transferred using Details’ tab.

— e

@ Dashboard Manage Employee @ Home
Active Employees on (BAS)
# Console
£ Manane Devics Attendance  Aadhaar Reporting Officer
. SNo. 1D Number Employee Name  Name Mobile No.  Designation Division Office Location Detail
Monitoring Group 1 291242 AP Raju X000KK Tradesman H(Tech) General Infrastructure CGO Complex A- Block
6720
9 Shift Group 2 078549 A. Jenishly X00000¢ Programmer (NG) NIC Delhi State Unit CGO Complex A- Block I QM
1139 oy
LR 3 716317 Aabhas Bhardwaj ~ Rama Hariharan ¥00000¢ Operation Manager(NG)  Panchayat Raj Informatics DMRC Building, Shastri Park
9044 e
4 350110 Aabhas Johar 000X Sr. Network Admin Web Hosting And Cloud Computing National Data Center Shastri [r
9004 Services Park iy
Leaves
5 774531 Aakanksha Singh  Anil Bansal 00000 Assistant Programmer Pension And Pensioners Welfare Lok Nayak Bhawan m
1644 (NG) S—
Tours
6 160877 Aakash Kumar Sr. Network Admin CollabCAD Development Group CGO Complex A- Block @ gw
4345 (s
Holidays
7 272674 Aamir All Hakim JOO00KK Senior Programmer (NG NIC Delhi State Unit CGO Complex A- Block m
0059 el
& User Manager
999991 Aanchal 00000 Others CGO Complex A- Block @ Detail
Satfinae 2853 PN,
___
Figure: 15
Employee Detail
Asdmase Nurmbor
Employes Nome AP
e (NIC) - MaerY
Desigranon Teade
Division within Orgentzeton Generat mfrastructurs l' SR _. l e .
OfMce Locason CGO Complex A- IHoch
poB oL 0P 1983
Geader Mate
Motsse N xxxxx 6720
E-Man .
Asdmar States Asanar Verted

Figure: 15(a)



2. IN-ACTIVE EMPLOYEE

All employees who are rejected by Nodal from the Aadhaar Verified Employee section will be visible
here. Nodal officer can also activate and get the list of In-active employees

@ Dashboard Manage Employee

In Active Employees on (BAS)

Console

% Manage Master

£ Manage Device SNo.  Attendance ID
1 038775

% Monitoring Group
2 433251

4 Shift Group 3 e

& Manage Employee

E2E

Aadhaar Number

Employee Name

Shalu Chaudhary

Shilpy Singhal

Girish Chander

Mobile No.

00000 7073

00000 3515

X00000¢ 2656

Designation

Programmer

Assistant Programmer (NG)

Team Leader(NG)

Division

Pension And Pensioners Welfare

Transferred Emp Division

Transferred Emp Division

Back to Employee Comer

@ Home

Office Location Detail

Lok Nayak Bhawan

Transferred Emp Location

CGO Complex A- Block

3. TRANSFER EMPLOYEES

Figure: 16

Alist of Employees transferred from other organizations can be viewed here.

& Dahioud Manage Employee

Transfer Employees on (BAS)

# Console

% Manage Master < S.No.  Attendance ID
1 820330
Manage Device
2 848304

£4 Monitoring Group

Aadhaar Number

Employee Name

Mahendra Narayan Singh

Lokesh Singh

Mobile No.

00000 9982

00000 6807

Designation
Deputy General Manager

Programmer

Back to Employee Comer

& Home

Q Search Old Transfered Employe

Detail

Division Office Location

NBCC Towers, Bhikaji Cama Place DMRC Building, Shastri Park

National Informatics Centre(NIC, Electronics Niketan

4. SEARCH EMPLOYEE

Figure: 17

This functionality helps to search the details of a single Employee by entering Employee Name and

attendance id.

@ Dashboard Employee

Employee Name *

# Console

N Attendence ID *
% Manage Master

O Manage Device

&=

f9 Monitoring Group

e )

@ Home

Figure: 18



5. BLOCK EMPLOYEE
Nodal Officers can Block Employee from marking attendance. Enter the Employee Id and click on
Block Employee button. On the pop-up screen select the reason for blocking- Retire, Resigned,
Expired, Registered Under Incorrect Organization, Armed Forces Personnel posted out of their
respective unit and Employees Transfer from other station.

Employee

@ Dashboard

# Console

@ Manage Master

Attendence ID*

Employee Comer

@ Home

6. VIEW BLOCKED EMPLOYEES
The Nodal Officer can view a list of all the Blocked Employees. The employee can be unblocked as well

by clicking on the Unblock button.

Figure: 19

@ Dashboard

# Console

©f Manage Master
O Manage Device
£9 Monitoring Group
4 Shift Group

% Manage Employee
& Reports

9 Leaves

X Tours

@ Holidays

Manage Employee

Blocked Employees on (BAS)

Attendance ID

496637

282990

541845

568750

573808

763617

421529

526518

798849

737752

EEA B3

Aadhaar Number

Employee Name

Alka Aggarwal

Preeti Jain

D. A CHANDEKAR

Vimal Roy

Dr Brij Bhushan

R ARUL MOZHI VARMAN

SHEFALI SUSHIL DASH

ASaravanambika

LEKH RAJ MALIK

Harish Bhatnagar

Mobile No. Designation

%0000 5554 Scientist F

0000 5570 Tradesman-G(Deo)

%0000( 6686 Tradesman-G(Deo)

oot 4039 (Deo)

Back to Employee Comer

Division

NIC Cell, Niti Ayog

NHPS, MCTS, NHP, IHIP, MISAG

Ministry Of Statistics & Programme Implementation

Unique Identification Authority Of India (UIDAI)

X000 0490 Scientist F

,,,,,, 1431 Scientist-E

0000008528 Scientist-G

xx 0809 Scientist-D

00000( 3373 Scientist F

%0000 7252 | Tradesman- F (DEO)

Ministry Of Statistics & Programme Implementation

Information Technology

Financial Analytics Unit

Ministry Of Health And Family Welfare

& Home

Office Location

Yojana Bhawan

Nirman Bhawan,New Delhi

Sardar Patel Bhawan

Jeevan Bharti Building

CGO Complex A- Block

Sardar Patel Bhawan

€GO Complex A- Block

Lok Nayak Bhawan

CGO Complex A- Block

Shastri Bhawan

7. ALL EMPLOYEE

Figure: 20

Alist of all the employees can be seen by clicking on the ‘All Employees’ button. The list shows details
such as Attendance Id, Employee Name, Mobile Number, Designation, Division, Office Location and Status
i.e.if the employee is in Active, New Registration or Blocked.

Figure: 21



Reports
Various reports such as s Attendance Register, Advance Report, Date wise Attendance and Weakly/Monthly

report can be generated for the organization.

1. ATTENDANCE REGISTER
One can get the Attendance Register Report between the date ranges by selecting the office location

and division/unit.

—

Attendance Register @ Dashboard

@ Dashboard

Instructions for generating the Attendance Register

Office Location ANl Location 1. Select the Office Location
# Console 2 Select the Division/Unit
- Select Office Location - v 3. Select Month and Year for which the register has to be generated

4. Please review the form before submission.

K Manage Mastor Division/Unit within Organization Al Division Note:
your Of tion, Division/Unit does not e Junit for your
_ Select Division/Unit - . f your Office Location, Division/Unit does not appear, please add Office Locaion and Division/unit for you
O Manage Device Organization from your Nodal Officers login
Dats range: b. After creating Division/Unit, please ensure employee information is updated accordingly by tagging employees to

9 Monitoring Group ) their correct Division/Unit within the Organization.

4 Shift Group

# Manaae Emplovee

c. For any other assistance please get in touch with the Helpdesk at 1800 111 555 (Toll free no.)

Figure: 22

2. ADVANCE REPORTS
Attendance reports can be generated based on parameters such as- daily, weekly, bimonthly and
monthly and the data can be exported in Excel.

= e ==

Attendance Reports PR—

Figure: 23

|

Attendance Reports PR -

CIganization National Informatics Centre (NIC) - MerY Won COO Complex A- Blook VIRONAIA  Administration-| Je 0310112018 - 03/31/2018

=

Figure 23 (a)

3. DATE WISE ATTENDANCE REGISTER
Date wise attendance reports can be generated by the Nodal Officer by selecting the date for

which report is sought. The data can be exported in Excel.



4. CUSTOMIZED ATTENDANCE REPORTS
Nodal Officers can generate customized reports for different employee categories
(Government/Non-Government) in a division/Unit. Employee name, employee code,
designation; attendance marked during working days, attendance not closed during working
days, average in time, average stay per day, tour/leave and stay during holidays are displayed.

5. WEKLY/MONTHLY REPORT
Weekly or Monthly attendance reports can be generated for employees. The user is required to
set the date range for the report.

6. BAS REPORTS
Attendance Reports can be generated for different attendance portals i.e. for different sates,
Delhi Central and Central governments individually as well. The user selects the URL, types the
nodal officers email id and password and clicks on submit button. Various report links are
available for the user to choose from-

i. No.ofemployees Vis- a- Vis Attendance Hours
ii. Employee registered but never marked attendance since registration
iii. No. of employees working less than 4 hrs excluding Saturday, Sunday & holidays
iv. Employees Date of Birth is null, less than 18 years & greater than 60 years
v. Employees coming Sat, Sun & holiday
vi. Employee Division wise Report
vii. Date and Time Wise Reports
viii. Employee Total Stay Hrs, In Time Average & Out Time Average in a month
ix. Employee Attendance by Attendance Id
x. Attendance Report Name Wise
xi. Attendance Report Designation Wise
xil. Repeated Late Comers List
xiil. Attendance log of Employee

NOTE: The user can click on the Details tab and view the graphical representation of the employees daily in
and out time. Clicking on Register allows the user to view the page where the presence, leaves, tours and
holidays of the employee can be viewed. The details of his/her work hours can also be seen in terms of in-
location with time, out-location with time, total number of in hours and status can be viewed by clicking on
the Details tab.



Leaves
Leaves of the employees can be managed by the Nodal Officer through this functionality.

1. ADD LEAVE RECORD
The Nodal Officer has the option of adding the leave record of an employee. He can accept or reject
the leave, by clicking on the Cancel button. The system will ask for a confirmation. If confirmed the
leave request gets cancelled.

== o

Leave

@ Dashboard @ Home - Leave

Employee Name Instructions for adding a leave record of an employee

SUNITA YADAV (000035) 1. Select the name of Employee

# Console 2. Select Leave type
Leave Type 3. Select the Division/Unit
4. Enterthe leave start and end date in dd-mm-yyyy format
% Manage Master X CL v 5. Enter the reason
Note:
& Manage Device Leave Category * a. Employee leave record added in the leave register will be represented accordingly in the employee attendance
register.
Full Day ?
™ Monitoring Group b. For any other assistance please get in touch with the Helpdesk at 1800 111 555 (Toll free no.)
Leave Start Date * Leave End Date *
) Shift Group 2 02052018 8 | 04052018
Reason

% Manage Employee
‘ travelling

& Reports

£4 Leaves

Figure 24

2. APPROVED LEAVES
The user can view a list of all the already approved leaves. The reason for which leave was
requested is mentioned. Nodal Officer has the authority to cancel the leave if it is not availed.

I
e —— =3
Leave @ Home
1 203919 Amit Kumar Centre (NIC) Full day EL 27042018 27-04-2018 Goint to Jammu m m
— m m
4 637024 Mahendra Pal N Full d cL 01-03-201 Visit m m
607221 Alka Gupta ire (NIC) Full day cL 13-02-2018 13-02-2018 Not feeling well due to fever and cold m m
A BINDH REEKESH N Full L 7-01 P " m
Cancel

Figure: 25



3. LEAVE REQUESTS
Fresh leave requests of the employee are reflected in this report. Details of leave request include

the employee id, employee name, organization name, leave category, leave type, leave start date,
leave end date, reason for leave and the action taken (Accept/Reject) on it can be seen here.

Leave

>

~ Approve

v Approve Reject

~ Approve

Rajoct

v Approve

~ Approve

Reject

BEEBEBEEBBERE

Figure: 26



Tours

Employees on tours have to be accounted for, so that they are not considered absent. This can be done

through this functionality.
1. ADD TOURS
To add the tour of an employee into the records

Tour

Employee Name *

lect Employee Name

Tour Category

Tour Start Date Tour End Date

Tour Date Timo Pariod

] After Noon

s =i

Figure: 27

2. APPROVED TOURS
To get approved tour details of an employee.

TS ===l

jumbai for IT Committes Meeling of the O/

2
H

BEEBEREAAE

Figure: 28

3. TOUR REQUESTS
To get the Tour Request details of an Employee

Tour

<
2
H
i
H

BEABRRREEE

F

Figure 29

1




Holidays
This functionality helps to add holidays in the records.

1. ADD HOLIDAYS
Nodal Officer is authorized to add holidays in the system, if they are not already added or have been
declared later.

@ Dashboard Holiday & Home

Holiday Date Instructions to Add Holiday Information.
# Console
B s 1. Select Holiday Category
2. For holiday category as Other Holiday, Select Organization Name from the dropdovin list
% Manage Master Holiday Name 3. Enter Holiday Date
4. Enter Holiday Name
5. Enter Holiday Description
L Manage Device
Note:
Description * a For any other assistance please get in touch with the Helpdesk at 1800 111 555 (Tollfree no.).

£9 Monitoring Group

49 Shift Group m

& Manage Employee

Figure: 30
User Manager

The Nodal Officer admin roles and adding a new user as a new Admin can be managed from here.
1. ADD USER
A new user can be added by the Nodal Officer.

— | |

_ = AL m
@ Dashboard Add User @ Home - Manage User -~ Add User

Username *
# Console

Email *
% Manage Master
O Manage Device User Type

— Select Type —

4 Monitoring Group
4 Shift Group m

Figure: 31

2. VIEW NODAL ADMIN
User can view a list of all the Nodal Admin here along with the last IP address and last login time
and date.

= 2 aebastest ~

Registered Users

@ Home  Dashboard ~ Console — Registered Users

Sno Username Email LastiP Last Login Action

1 acbastest kn=+-@gmail com 20180502 11:48:20 @ Edt Email
2 nicstate ak"@govin 2018-04-12 13:12:15 m @ Edit Email
3 rajesh_saxena ra"@nicin 2018-03-07 12:38:01 @ Edit Email @ Reset Password
4 dgnic net@nicin 2017-11.27 15:10:24
5 nic ra*@nic.in 2014-09-18 12:33:19  Reset Password [ © Delete |

Figure: 32



3. VIEW NODAL REPORT VIEWER
A list of all the Nodal Report Viewer along with the last [P address and last login time and date can
be viewed. The nodal report viewer can be deactivated and in addition his email id and password
can be reset through this screen. The Nodal Report Viewer can also be deleted.

Registered Users

L aebastest v

@ Home - Dashboard - Console - Registered Users

B B
Sno Username Email LastIP Last Login Action
1 vsn_nodalviewer va"'@nic.in 2015-05-11 12:20:47
2 Ir_malik dn****@gmail.com 0000-00-00 00:00:00 @ Edit Email ( Reset Password
Figure: 33

Settings

Nodal Officer can Activate or Deactivate the daily SMS and Email service using this functionality. He may
want to send SMS or Email or both related to attendance marked. This can be done by clicking on the Add
New button, entering the Name, Email Id and Mobile Number of the concerned person. Select if SMS and
Emails have to be sent and if the services have to be Enabled or Disabled.

Settings

& Home

Back to Employee Comer

@ Dashboard

Hi aebastest!
Attendance Summary by Mail/SMS
Console

Your Current Daily SMS Service is Active.
Click below icon to change your status

Your Current Daily Email Service is Active.
Click below icon to change your status

Daily Email

% Manage Master

O Manage Device

# Monitoring Group

Figure: 34

Change Passwords
The Nodal Officer can reset his Password by entering the Old Password and then the new one. Confirm the
new password. Click on Submit.

Ensure logging out after completing all activities.



Annexure-B

Aadhaar Enabled Biometric Attendance System
(Employee User Manual)

1. Dashboard

® Pharmacy Council of India  someirc Atendance system 2

* AadhaarFACERD has been upgraded. In case of ERROR 904, kindly update your AadhaarFACERD from PlayStore/AppStore.

Today's Attendance Summary Date: April 11, 2025
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2. Registration

For employee login and registration open your organizations attendance portal as received on

the registered mail id of your nodal officer. Sample attendance portal URL: xyz.pci.ac.in




— & A A A+ Registered Date - February 10, 2025

g Pharmacy Council of India  siometric Attendance System

% User Registration

R Today's Attendance Summary Date: April 24, 2025

9 Announcement NEw

Registered Users

FAQ

Login

More info ©

Further, click on user registration on the menu bar on left hand side of the web portal to

proceed for filling up the form.

On click shall open a new screen to register the profile. Read the instructions and fill the
registration form. Registration is divided into two parts. Personal Details and Organization
Details. Candidate ID is the BH-P Number of the Faculty and Institution must ensure that
Faculty available in their faculty tool need to be onboarded on this portal and any other BH-
P Number having not mentioned in the SIF should be rejected by the institutions.

=& /T ‘T "as | sase of ERROR 904, kindly update your AadhaarFACERD from PlayStore/AppStore. m

User Registration create on-boarding request & Home

Instructions for filling the User On-boarding request form:

i User Registration

Personal Details Organization Details
1. Enter your Full Name.
2 Face Al 2 Enter date of birth (format DD-MM-YYYY)
. ~ 3. Select your Gender
® Asdhaar Ovirtual ID !
4. Please provide your 12 digit Aadhaar number.
. . 5 User's demographic data: Name, Date of Birth, Gender and Aadhaar Number should match with
ARROUNCaMe Candidate Id
4 Announcement New VIDAI data.
E e 6. Enter your email
7. Enter your 10 digit mobile number.
8. Hit the "Next” button or click on Organization details tab to complete the second part of the form.
User Name * S
9. Select User Type.
Enter User Name 10. Select the name of your Division/Unit within Organization within the Organization
& Login 11. Select your Designation
‘ 12. Select your Office Location.(e.g. your office building name).
Date of Binth Gender 13 Upload your recent scanned/digital picture in " jpg” format of max file size 100 KB.
14 Please enter the captcha code
Gender v
15. Please Check the consent box.
16. Please review the form before submission
Enter Aadhaar Number *
Note:
E \adhaar Ni a If any of the pre-requisite information is not available in the form (select options only), please get in touch
with the concerned officer in your department to get the details updated
E-Mail
b. Please ensure that you have filled the form with comect information and have uploaded a recent
E-M photograph, as the information submitted will check for correctness and quality. Incorrect data will be rejected
and will require re-registration.
Mobile No. ¢ For any ofher assistance please get in fouch at aebas[doflpifatjgmail[dotjcom

nttps://headoffice.pciacin/register/myemp

Personal Details Form Layout



* AadhaarFACERD has been upgraded. In case of ERROR 904, kindly update your AadhazrFACERD ul

User Registration

& Home

- Instructions for filing the User On-boarding request form:

Organizatio

ersonal

1. Enfier your Full Name.

2 Enter date o it format D-MN-YYYY).

3 Select your Gender

4 Please provide your 12 digit Aachaar number

5. User's demographic data: Name, Date of Bith, Gender and Azdhaar Number shouid match with UIDAI data.
6 Enterjou
7 Enteryour 10 digk mebile pumber.

8 Hit e "NexT buon or ik on Organization detals tab fo complee the second part of he form

Organization Name:

Phamacy Councl of India

User Type* Division/Unit within Organzation

9. Select User Type.
. 10, Select the name ofyour Divsion/Lntwithin Qroznization witin the Organization.
Designation 1. ur Designaion.
your Offce Locaiion (2.9, your ofice buiding rame)

District” 15. Please Check the con: 3

16. Please review the form before sul
Office Location * . P . -

i the pre-requishe information is noé available in he form fselect opfons anly), please gef in fouch wéh the concemed offcerin your
depariment io gel he detais updated
o " B . Please ensure thal you have flled te form with comect informalion and have uploaded & receni photograph, s the informaiion submiied wil
atograph fonty g fermat and e upto 150 KB check for comeciness and qualiy ata il be rejecied and wil requie re-fegiiration

Choose File | Nofile chosen

 Forany olher asistance please getnfouch at

Entr the coue exacty s it appears: 7 ] [ 5a

Disclaimer: |, owner of above Aadhaar Number, agree that the Aadhar Enabled Biometric Attendance System (AEBAS) uses my Azdhaar
Number for on with for ereating 1 have no objection to the same as per Aadhaar Act
2096, MeitY 1 NIC haweinformed me that my biometrc data will not be stored or shared except s per provisions of Aadbaar Act 216

Organisation Details Form Layout

Select the disclaimer and click on submit to complete the registration process. Post this,

faculty/student need to confirm with their institutions for the onboarding approval.

3. Employee Login

* AadhaarFACI

=& a |l a A

Login to Biometric Attendance System (BAS) - Delhi Central

Instructions for using Login:
1.To access e Empioyee Comer, you Can kogin using the § g AttsndanceRegisiaton ID.

Pizase follow the below b n account
1.Ch ck Hare

Enter the code exactly s tappears: (G [§] 1@ coaes e Forget

rom . and the system would weicome you ta the Employes comer and you ¢an switch the view to the

Note:
a.Ifyou have airesdy generated an OTF which s valld, Trvs OTP I Now your PaSSWord for ogin to BAS

Forgot Password

. Contact - +§1-8315009021 & Email - aebas[dotjpeifatjgmail[doticom
©2014 - 2025 Attendance gov.in. All served.

semmant of lndia.

designed and hosted by National knformaics

First time Employee needs to click on “Don't have an account? Click here” as shown in

above screenshot.

Further, the below added screenshot will pop up after clicking on “Don't have an account?

Click here”.



Login to BAS

Attendance ID *

3 Announcement NEW

Enter the code exactly as itappears: *  §] B E ce d

‘Generaie Login OTP

Enter your Attendance ID and Generate login OTP to reset your password as received on

your registered mobile number/email.

Fill the attendance Id and password. On successful Logged-in will take employee to Home

Screen to reset the password.

PGl —

Please Change Your Password

Old Password *

New Password *

Confirm New Password *

Caont

Note: If you are facing problem in change password, please click on "Forgot Password" to reset password by SMS.

Beta Version | Best viewed on Chrome, Firefox, Explorer 11 and above @ 2024

Post this, user will be redirected to login page and use your details to login on your portal.



4. My Home

You can view and update your profile using available links i.e. Update Profile, Reminder,

Feedback etc.

User Corner

Hil SHORABH KUMAR

Welcome o Biometric Aliendance Sysiem (BAS) User Comer

@ Q ] *

pdate Profile Reminder Reqister Leave

Nodal Officer Details

& Home

Wha can be done in the User Comer:

phic mformation submitied on BAS portal
ve SMS alert for marking opening & closing attendance.

jon by nodal officer to be dispiayed on Afiendance register)
icer {0 be displayed on Afiendance register)

Note:

afion, Division/Units of Organization in case of change so that Aftendance reports are generated comectly and your
tures in the comect organization unit

i by selecting the month and year below the phatograph.

e please get in fouch with he Atfendance Helpdesk or write to us at aebas{dofjpcifafjgmail{doficom.

4.1 Update Information: To update your Personnel and organization details. Kindly note that

the Employee Name cannot be edited.

PG|

i My Home

Face Authentication

Update Information

Aftendance

1 Leave

7 L

Tour

9 Tour (Subordinates)

# Feedback

“hange

Logout

4.2 Attendance Register

Employee Registration

Personal Details Organization Details

Employee Name *

Mobile No. *

E-Mail

To check your attendance status of the month and punch in and out time details. Click on

Attendance Register on the left menu bar and user needs to choose the month and click on

“load register”.




Employee Corner

Pharmacy Council of India Head Office)

Profile

Sice Logaton | Tawer, 3nd Floar, Worid Trade Centre

Picture - -

4.3 Attendance Register View Options:
User can view their attendance register in three different forms i.e. Graphical view, Register

view and Detailed report view as shown below.

Presence Graph (in Hrs)

Graphical View

Q@ Fesent osent Q@ o O Lewe Q™ InvaigFuiure Date

Employes Name

12 4 5 6 7T B 8 W M 12 13 14 15 6 7 18 18 20 M 2 23 4 2% 26 ¥ 28 2 W 3

Register View

™ vate Location (in) ocation (0u) in Time out Time stay (nrs) status
01042025 Towst, ¢ Fioor World Trade Cenrs 01042025 095154 01042005 18:4458 08530 closed

2062025

2 2042025 wsea
. osed
§ osed
02042025 Closed

1042025 Closed

Closed

0 Cioser
1 17042025 Closea
2 21042025 Closad
3 Closed

Detailed View



5. Leave

This section allows user to add or view the leaves of a specific employee.
5.1 Add Leave

Add Leave

Leave Type

Instructions for adding a leave record
Leave Category

Description

d in the leave register will be represented accordingly in the

ase getin tou
govidotin

ch with the Attendance Helpdesk

5.2 View Leave

Leave

& Home Employee Come:
Start Date F 2 QSearch

Skno.

Leave Type Leave Start Date Leave End Date Description Action
6. Tour:
This section allows user to add and view your Tour.
6.1 Apply Tour: To add tour by selecting tour category and input of description.
Add Tour P Emoloyee Comer
Tour Category Instructions for adding a tour record
clect - ¥ 1. Enter the tc rtand end date in dd-mm-yyyy format
2.Enter the I« criptior
Description Note:
a. Employee lour record added will be represented accordingly in the employee altendance
For any other assistance please get in touch with the Attendance Helpdesk o write to us at
helpdesk.-attendancefafjgov[dotin

6.2 View Tour: To view list of added tours by employee.

Tour

asee ] o]

Description

sLno. Tour Category  Tour Start Date Tour End Date

Action
No Records

orwrite to us at




