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This training manual introduces “Aadhaar Enrolment Client”, the UIDAI Client Application
package.

The module is meant to give all it's users a firm grounding on how to use the Aadhaar Enrolment
Client software. The manual starts with the key concepts of Aadhaar Enrolment Client. Features
of demographic and biometric data are discussed in detail. A major portion of this material
revolves around step-by-step guide to complete enrolment process using the Client. The next
part of this manual covers data backup procedure and guidelines for deleting data. Final part of
this book deals with the KYR+ data integration. The material also offers in-depth coverage of the
matter related to import & export of data and syncing with CIDR. It contains related screen-shots
and real life examples.

Target Audience

Enrolment Operators

Enrolment Agency Supervisors

Technical Support Staff

Registrar's Supervisors

TCA Staff

Any one who wants to know about Aadhaar Enrolment Client

Dependent or Related Modules

To read this manual, only basic knowledge to operate computers is required. To try out the steps
explained in this module, you should have a system with Aadhaar Enrolment Client installed and
configured.

Related Modules need to read before starting this module:

UIDAI & Aadhaar

Aadhaar Enrolment Process
Setting up an Enrolment Centre
Basics on Hardware Devices
Working with Biometric Devices
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Objectives

At the end of this module, you will learn to:
Get an overview of Aadhaar Enrolment Client Software
Understand steps for enrolment related to Aadhaar Enrolment Client Software
Know the import and export process in Aadhaar Enrolment Client Software
Understand various form fields related to demographic data
Work with demographic data capturing process in the Application

Work with biometric data capturing process in the Application

Overview of Aadhaar Enrolment Client System

UIDAI Client Application package, named Aadhaar Enrolment Client , is used to record
demographic & biometric data of Residents.

After logging into the Aadhaar Enrolment Client, you need to capture Resident’s demographic
data and different biometric data viz., photograph, Iris and fingerprint. In case any of the fingers or
iris is missing for a resident, you need to also record the biometric exceptions of the Resident.
Importing the pre-enrolment data file and exporting the captured data is also be done through the
client. After completion of data capture, the application generates Acknowledgement Slip and
Consent Letter.

The Enrolment Client supports some features necessary to enable the enrolment capture process
in a well defined manner. Some of the key features fully supported by the enrolment client are:

Allow user to login to the system after verifying U ser ID and Password: The
Aadhaar Enrolment Client has the capability to allow users (Enrolment Agency Operator,
Supervisor, Administrator etc.) to enter into the client application after verifying their
Registrar/Operator ID (User ID) and Password .

Pre-Enrolment Support:  Envisages using pre-existing electronic data, especially
demographic, required either fully or partially, by the Client application. The databases
that may be used for this purpose include PDS, NREGA, RSBY, Passport etc.

Demographic Data Capture: Textual data entry of the Resident based on supportive

documents like Proof of Identification (Pol) / Proof of Address (PoA), in the absence of
pre-enrolment data.
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Basic Transliteration:  Conversion of the demographic data capture from English
(dominant language of Aadhaar client) to any Indian official languages (such as Hindi,
Tamil, Telegu etc.) supported. The language to be converted to is selected as a process
of configuration. You will find details of transliteration process in this document later on.

PIN code to Region Code Mapping: Supports the Client with master data file so that the
mapping from the PIN code to the state, district and village/town/city is correctly done.

Local Data Validation: The Client software is able to run a data validation check based
on some business rules on Date of Birth, Address & Relationship fields.

Biometric Data Capture, Quality Check:  The Client is integrated with the biometric
devices to capture three pieces of biometric information - photograph, Iris and fingerprint.
The Client is capable of running a vendor neutral quality check at the back end to ensure
that the quality criterion set by UIDAI is met.

Enrolment Number and Enrolment Receipt: A Resident is provided with an enrolment
receipt with the details of the capture. The receipt bears the system generated Enrolment
Number. The Enrolment Number can be used by the Resident, to ascertain the status of
the Aadhaar allocation through Contact Centre and also to track the UIDAI letter once it is
dispatched by India Post.

Data Storage, Data Transfer: The Client ensures a tamper proof transfer of data
collected on the field to the CIDR through an offline device like memory stick. The data
written to the offline device is encrypted.

Details of Demographic Data & Biometric Data

Demographic data : Demographic data is data about the Resident that is related to name,
address, gender, date of birth, relationship, mobile number, email, etc. Details will be discussed
later.

Biometric data : Biometric data is data about the Resident that is related to face (photo), Iris and
fingerprints. Details will be discussed later.

Demographic Data

The demographic data fields and their standards along with the verification process have been
prescribed by the Authority and you need to know those properly to capture Resident’s
demographic data. There are few mandatory fields, some conditional fields and few optional fields
for collection of demographic data. You must ensure that these items are captured with utmost
care and as per the data type which is indicated in the table below.
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The data is captured either by:
1. The process of pre-registration based on data collected from the Registrars, or

2. Collected during the process of enrolment.

In all the cases it is necessary that the data is verified on the basis of the documents produced
or through the system of Introducers . The demographic data shall be collected in the KYR
(Know Your Resident) Form prescribed by the UIDAI. [Please see Appendix A for KYR form].

Please note that the accuracy of the demographic data is important for the overall integrity of the
database and will lead to a smooth process of allocation of Aadhaar numbers.

Table below shows KYR standards for collecting demographic data.

Information Verification Verification Procedure
Required
Name Yes - Any of the Pol documents
- Introducer for Residents who
Perspnal have no documents
Details Date of Birth ## No
Gender No
- Any of the PoA documents
- Introducer for Residents who
Residential Address have no documents
. (For Aadhaar letter - Address will be physicall
Address Details delivery and other Yes verified during Agd)%aar I)étter
communications) delivery. But resident’s
physical presence not required
during letter delivery
Father's/  Mother’s/ | Conditional - No verification of father/
Husband's/  Wife's/ husband/ guardian in case of
Parent/  Spouse/ | Guardian’s Name* adults
Guardian Details Father's/  Mother’s/ | Conditional - No verification of mother/ wife/
Husband's/  Wife's/ guardian in case of adults
Guardian’s UID*
Introducer Details | Introducer Name** Yes - Introducer’'s name, Aadhaar
Introducer’s UID** number on the form
- Introducer’s thumbprint
endorsing the Resident in the
Review tab of the enrolment
software.
. Mobile Number No
Contact Details Email Address No
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## A flag is maintained to indicate if date of birth (DoB) is verified, declared, or approximate. In
case exact DoB is not known, Resident should indicate only the age. Enrolment software has the
provision to capture age and calculate the year of birth.

* For infants, father/ mother/ guardian’s name (at least one) and Aadhaar number is mandatory .

* For children under a particular age, biometric de-duplication will not be done. Hence their
Aadhaar number will be flagged as such until they are biometrically de-duplicated at a later age.

Their Aadhaar number will be linked to at least one of the parent’s Aadhaar number.

* In case the adult is not in a position or does not want to disclose name of father/ mother/
husband/ wife/ guardian, select the flag (by clicking “Not Given” field in the Aadhaar Client
Application) in the Enrolment software to indicate that Resident has not given the relationship
details.

** For Residents with no document proof, an Introducer should certify his/ her identity.

Detailed Guidelines for Recording Demographic Data

Name

1. The Enrolment Agency, with help of Registrar’'s Supervisor should verify the proof of
identity documents produced by the individual before recording the name.

2. The name of the person should be entered in the field provided for this purpose.
3. ltis very important to write the person’s name very carefully and correctly.

4. Find out from the Resident the expansion of her/his initials and check the same in the
documentary evidence produced before recording the name.

5. In case of differences in the name declared and the one in document (Pol), the name as
declared by the Resident may be recorded by the Enrolment Agency provided the
difference is only in spelling.

For example, Manish vs. Maneesh, Vikas vs. Visash, Verms vs. Varma etc.

Spelling should be as desired by resident both in English and the regional language.

6. If two documentary proofs produced by the enrollee have variation in the same name
(i.e., with initials and full name), the enrollee’s preferred name should be recorded.

7. Sometimes infants and children may not have been named yet. Please try to find out the

intended name for the child by explaining to the enrollee the importance of capturing the
name of the individual for allotting Aadhaar number.
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8. In case of non-availability of supporting documents for Pol, the name should be recorded
with the assistance of the Introducer.
Date of Birth (DoB)

1. Write date of birth of Resident, indicating day, month and year in the relevant boxes
provided. Record the day (2 digits), month (2 digits) and year (4 digits).

Gender

1. Gender has to be recorded by the Enrolment Agency as declared by the enrollee in the

box provided by recording Male, Female or Transgender respectively.
Residential Address

1. Record the Residential address in the fields provided.

2. The address should be recorded as available in the documentary evidence produced by
the enrollee. Leave space between two words. Please ensure that the particulars are
filled up correctly.

3. Inline 1 of the address capture field “care of” persons name, if any. Usually this has to
be captured for children and old age people living with parents and children respectively.

If not available, leave the Address line 1 blank.

4. Generally in rural areas, Building number, House number, etc. are not available. If so
leave the Address line 2 blank.

5. Write the Street Name, if any, in Address line 3, otherwise leave it blank.

6. Write major/minor landmark if any in Address line 4, otherwise leave it blank. Point out to
the Resident that the landmark will be printed as a part of the address, and hence should
contain some additional information. So, something like “Near Roxy Cinema”, not “Roxy
Cinema”.

7. Write name of Mohalla/Locality/Post Office in Address line 5, otherwise leave it blank.

8. Name of the village/town/city is to be written in Address line 6.

9. Write the name of District and State in Address line 6 and 7.

10. Ascertain the Postal Index Number Code (PIN code) and record in the boxes.
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The above sequence is applicable when filling paper-based form. In the Aadhaar Enrolment
Client, the PIN is to be recorded first, which pre-populates state, districts etc.

Parent/ Spouse /Guardian Information (Conditional)

1. Fill the Father / Husband / Guardian or Mother / Wife / Guardian field. If they are enrolled
their Aadhaar number or Enrolment number, whichever is available, should be recorded.

2. In case of children below the age of 5 years one of the parents’ or guardian's name is
recorded and Aadhaar or Enrolment Number is recorded. It is mandatory .

3. For a child below 5 years, if the child’s father /mother / guardian has / have not enrolled
and / or do / does not possess an Aadhaar number, the enrolment of that child cannot be
done.

Relationship type (Conditional)

1. This field is mandatory if the information in the above field is available; otherwise leave
this field blank.

2. Here the relationship type of the above field to be recorded as Father, Mother, Husband,
Wife and Guardian.
Introducer’s Name (Conditional)

1. Name of the Introducer has to be recorded in this field in case where enrollee is not able
to produce any documentary evidence such as Pol and PoA.

2. When the enrollee depends on Introducer for proof of verification, the Aadhaar number of
the Introducer is mandatory .

Mobile Number (optional)

1. If the enrollee possesses and is willing to provide his/her mobile/landline number, this
optional field can be filled in.
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Email Address (optional)

1. If the enrollee possesses and is willing to provide his/her e-mail ID, this optional field can
be filled in.

Importance of sharing mobile number / email address is to communicate with the Resident
regarding status of their enrolment request. Aadhaar number can be shared with resident
electronically if these details are given.

Biometric Data

The UIDAI has decided to collect the following pieces of biometric information from the
enrollees/Residents:

Facial image

Iris - both eyes

Finger prints of all fingers.

Finger prints are captured in the following sequence:
o Left hand four finger slap
o Right hand four finger slap

o Capture of both the thumbs

You need to capture the above pieces of biometric information of the enrollees using Aadhaar
Enrolment Client and the attached biometric devices.

[For biometric data capture standards and detailed guidelines, please read “Working with
Biometric Devices " manual]
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Working with Aadhaar Enrolment Client — Step by Ste p
Guide

UIDAI Client Application package, named Aadhaar Enrolment Client, is used to record various
types of data about Residents. The roles involved and steps followed with this application are:

Step 0: Collecting and integrating pre-enrolmentda  ta — by Registrar, EA and Admin
Step 1: Logging into the Aadhaar Enrolment Client — by Enrolment Operator

Step 2: Importing the pre -enrolment data file into the application — by Enrolment
Operator

Step 3: Capturing resident’s demographic data and biometric exception (if any) - by
Enrolment Operator

Step 4: Capturing resident’'s photograph with biometric exception (if any) — by
Enrolment Operator

Step 5: Capturing resident’s Iris data — by Enrolme  nt Operator
Step 6: Capturing resident’s finder data — by Enrol ~ ment Operator

Step 7: Reviewing and confirming the capture data — by Resident

Step 8: Confirming the collected data — by Enrolment Operator and Verifying the
biometric exceptions (if any) — by Enrolment Superv isor

Step 9: Generating Enrolment Slip & Consent Form — by Enrolment Operator

Step 10: Exporting the captured data at the end of the enrol ment session - by
Enrolment Operator
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Step 0: Collection and Integration of Pre-enrolment Data

NOTE: This step isn’t part of the core process for enrolling a Resident but needs to be performed
so that Resident data is available to the Operator when she/he begins enrolling Residents. 1t is,
therefore, Step O of this process.

This happens before the actual enrolment of Residents and is taken care of by the
Registrar and Enrolment Agency (EA).

The Registrar and EA collects (whenever possible) the Resident demographic data from
people in that location, verifies it, and saves it into the pre-enrolment database folder
location of the Operator’s computer.

Pre-enrolment of residents may also involve a web-based UID registration that the
residents will do themselves.

To collect Resident data, the Registrar may also use existing data from Public
Distribution System (PDS), the National Rural Employment Guarantee Scheme
(NREGS), etc.

The Registrar or a representative of the Registrar performs these set of tasks before the
Operator begins the capture of Resident data at the enrolment station. Also, the Registrar
or a representative of the Registrar with administrative privileges configures some basic
parameters of the Enrolment Client before Operator starts work. [For more details, please
read “Setting up an Enrolment Centre " module]

Next, Enrolment Operator logs into the Aadhaar Enrolment Client application to capture Resident
data.

Step 1: Logging in to the Aadhaar Enrolment Client

The first step in the process of capturing Resident data is to login to the Aadhaar Enrolment
Client.

Launch the Aadhaar Enrolment Client by selecting any one of the following two ways:

1. Click the AADHAAR Enrolment Client icon on the desktop.
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Enrolment
Client

Figure 1: AADHAAR Enrolment Client icon
OR
2. Click Start  All Programs UID Authority of India AADHAAR Enrolment Client

You will see the following screen:

Aadhaar - Login

1. Enter
Windows

User
Registrar / Operator ID Name

A

A

=3
> N o =
ASSWOT . Enter
' q\‘ Passwgrd
‘ 'ﬂ ‘. Login Cancel

AADHAAR 3. Click

~ the Login
button

2 UIDAT

Figure 2: Aadhaar Login Screen

Enter your Windows User Name as Operator ID and Password and click the Login button. The
following screen appears after a successful login:
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AADHAAR new enrolment export data import data configuration 03 August 2010
| () Demographic | () Photograph | () Iris Sean | () Fingerprints | () Review
Pre-Enrolment ID | Application No
Personal
Neme * | A
Gender * () Male () Female () Transgender fofar
AgeorDOB * @ © |oommpvvry BBl [ Verified Ser ad ar At
Simple Contact +  []Save Address
PinCode % [EcEaEd
cho I | itich
Landmark I | T g
Area/Locality/Sector I | ESIE]
Vilage /Town/City * [ <] 3l / FEar
District and State % | -1 -] St 3 Tt
Mobile and Email Hiaga 3RS -Fa .
Verification
POland POA %  [Not Auailable v]  [Not Available - /e T T
Introducer Name and UID = = TR T & A R T
Relationship To Resident [T Not Given
Parent/Spouse/Guardian weg
Relation Name [ AH
Enralment ID or UID @, ; s/ /OoEEN AT FGST AT IS
NPR Recsipt Number
Bank Account Number
e X 8 E; Siometric Excaption Capture Nest
‘Government 1t of Andhra Pradesh AP Enrolment Agency 10480 2BC9AGEF-3B20-AZSA-230B-12563AASDE2A Version 1.0.4.0 (Beta)

Figure 3: Demographic Data Capture Screen

Step 2: Importing Pre-enrolment Data

The next step in the process of enrolling Residents is importing pre-enrolment data into the
Aadhaar Enrolment Client, if the pre-enrolment data is available (It is based on the specific
Registrar / EA, whether the data is available or not). The data stored (about some Residents) in
this file will allow you to auto-fill some or all the demographic fields (for those Residents) when
enrolling them.

This is a pre-enrolment file from a system that already has resident’'s demographic details
available, and that this process is being done to reduce the amount of time spent on typing, and
to reduce errors in data entry.

Click the ‘import data ' menu option from the top of the application to open the Import

Pre-Enrolment Data screen.

Unique Identification Authority of India
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AADHAAR new enrolment export data import data configuration 03 August 2010

Import Pre-Enrolment Data

Select File * Start Import

Click the
Browse
button

Government of Andhra Pradesh AP Enrolment Agency 10430 2BC3AGEF-3520-A25A-2308-12563AASDEZA Version 1040 (Beta)

Figure 4: Import Pre-Enrolment Data Screen

Click the Browse button to select the pre-enrolment data file. The following Open dialog
box will appear:
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Select Pre -

Enrolment
Data File
(.csv file)

AADHAAR
Cpen M
Look: in: I . UID_Import j = IfF '
== Marne ’ Date modified Type
oy
= LB PreEnrolmentData.csv 6/27/2010 5:27 PM_ Microsoft
Recent Places

; §34 FULL PreEnrolmentDatal .csv 6/27/2010 5:27 PM Microsoft
- | UID_Credentials Import.bet 6/17/2010812PM  Text Docu
Desktop | UID_PinCode_Import.bd 6/23/2010 2:16 PM Text Docu

1 ] | 3

File name: IFLILL PreEnrolment Data.cav j Open I
Files of type: ICnmma Separated Files () ;I Cancel |
A

Figure 5: Open Dialog Box

Go to the appropriate folder from the Look in drop-down field.
Select the pre-enrolment data file and click the Open button.

Click the Start Import button to complete the import. The following screen will appear
after completing the import.
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AADHAAR new enrolment export data import data configuration 03 August 2010

Import Pre-Enrolment Data

501 Records Imported.

Select File * CAAADHAARENre!

6 records are not importad.
P re_ Line Number Error Message Document ID Full Name Gender Date Of Birth Pin Code c/o Building Locality Street Landmat
o Multiple rows with same DocumentlD 0044 Mohammad Aarit 00000020 520010 57.15-19 NEW POSTAL PATAMATA
Enrolment exist. COLONY
10 Multiple rows with same DocumentlD 00, Konery Jagadeesh Bzbu 00000020 520010 57.15.2211 Mew postal  Patamata
Data < exist, colony
352 Multiple rows with same DocumentlD Bathulz Mallesha 00000020 502334 8711 Tupran Veniatapur- Venkatapur-A
consisting o
478 Multiple rows with same DocumentiD Garta. Krishna 00000000 502334 42379 thuperan Venkatspur- Venkatapur-3
f exist, ag
oT errors 478 Multiple rows with same DocumentiD 0 H EMA RAJAMMA 00000020 8-88/1 Tugran WVenkatspur- Venkatapur-A
exist. AG
480 Multiple rows with same DocumentiD  00A4_AP- Charzlzpally. Mutyzlu 00000000 502334 40427 thuperan Venkatspur- Venkatapur-3
exist, WAP174302900155 ag

. .

Government of Andhra Pradesh AP Enrolment Agency 10480 2BC3AG8F-3520-A25A-2308-12563AASDE2A Version 1040 (Beta)

Figure 6: Record Details — After Importing Pre-Enro  Iment Data

If there were errors importing some records from the pre-enrolment data file, the list of
such records is displayed on a screen.

Click the Generate Report button to generate a report. This report will be sent to the
Registrar. Send this report to the team that actually supplied the pre-enrolment data, so
that they can fix the errors.

The demographic data which are imported in this step are now available in the Aadhaar
Enrolment Client application.

The pre-enrolment data file has to be imported only once by the enrolment operator before
starting the Resident enrolments.

Once the data is uploaded, until new upload happens the data will remain in the system.
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Step 3: Capturing Resident’s Demographic Data

The third step in the process of enrolling Residents is the capture of Resident’s demographic data
in the Aadhaar Enrolment Client.

To begin doing this, click the New Enrolment option (if you are presently not in the
“Demographic” screen). This will take you to demographic data capture screen.

AADHAAR

w enrolment

¢ e

export data import data

S

configuration

=lE

03 August 2010

Click the
'new
enrolment’
option

/ | () Demographic | () Photograph | () Iris Sean

|OF"n9erprims |O“Hi='~

Name
Gender

Age or DOB

Jple Contact +

Pin Code
C/io

Landmark
Area/Locality/Sector
Village / Town / City
District and State
Mobile and Email

Verification

Intraducer Name and UID
Relationship To Resident

Parent/Spouse/Guardian

Relation Name

Enralment ID or UID

NPR Receipt Number

Bank Account Number
e X X =

Government  of Andhra Pradesh AP Envolment Agency

*
*
*

*

*

*

POland POA *

/ Pre-Enrolment ID |
Lo

©) Male © Female @ Transgender
@ © |oommpyyyy BE| [ Verified

[C] Save Address

[Not Available v]  [Not Available

[C] Not Given

SELECT w

® | ;s s O

10430  28C3AG8F-3820-AZ3A-2308-13363AASDEIA

Apglication No

ffar
e ad T fafer

ot
iRtach

T gt
aMd / T
[ECiE e
Hiase 3RS Fa

TR T & A R T

weg

AT FGST AT IS

e —

Version 1040 (Beta)

Figure 7: Demographic Data Capture Screen

The Enrolment Operator can capture the Resident's demographic data in the following two ways:

By entering the Pre-Enrolment ID that was provided to the Resident when the pre-enrolment

data was collected by the registrar (refer step 0).

OR

Manually entering the Resident’s data from the KYR form filled-up by the Resident or from the
documents provided by the Resident.
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Filling paper forms is not mandatory and may not be required at all in case of prefilled data.
Unless Registrar suggests otherwise, this enrolment form can be given back to the Resident after
enrolment data is captured in UIDAI enrolment software.

1. Capturing Resident’'s demographic data (by enteri  ng Pre-enrolment ID)

Where applicable, Registrar shares the pre-enrolment data / beneficiary database (depending on
the registrar — this could be the Ration Card, or an NREGA job card, EPIC etc.) with Enrolment
Agencies for carrying out the enrolments. Enrolment Agency load and test beneficiary database
on enrolment centre laptops / desktops and ensure it is accessible / searchable.

[To know how the pre-enrolment data was created please read “Pre-Enrolment Data
Integration " section of “Setting up an Enrolment Centre " module]

If the Resident’s data is present in the pre-enrolment database, then she/he needs to bring the
same valid documents (like Ration Card, NREGA job card etc.) that were shown and noted during
the pre-enrolment drive (refer step 0). This allows you to use the pre-enrolment ID to auto-fill the
fields on the demographic data form.

In the demographic data capture screen, enter the Pre-enrolment ID. Pre Enrolment ID
is the document ID for the document which the resident has. For ex. Ration Card
number, Passport number etc. Then click GO. This will automatically fill the available
Resident’s demographic data from the pre-enrolment data file.

2. Click the
GO Button
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AADHAAR new enrolment export data import data configuration 03 August 2010
‘ () Demographic | () Photograph | () Iris Scan | () Fingerprints | () Review
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ale () Transgender felar
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Figure 8: Displaying Pre-Enrolled Demographic Data
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After auto-population, you can manually add or change any data, if required.

If the Resident wants to change some data (from what was captured during pre-enrolment), then
also she/he is required to bring the documents to validate that change of data.

The Aadhaar Enrolment Client application will automatically transliterate the data from English to
the official language of the state in the corresponding fields.

Transliteration and Translation — The difference between transliteration and translation can be
explained by the following example. The English phrase “Near Roxy Cinema” can be

transliterated into Hindi as “ ". The same English phrase “Near Roxy Cinema ”

”

can be translated into Hindi as *”

In case of manual entry, you need to press Tab button to get the transliterated version. If
the cursor is currently in the English field, press the Tab button to move to the
corresponding Regional Language Field. You can also click on the corresponding
regional language field directly. The application will then automatically transliterate the
data from English to the regional language.

These fields are editable. After transliterating in regional language, if you find any error
like spelling mistake etc., you can modify the same manually.

You must check the transliterated text for errors. For instance, not all text in the address
must be translated; some of it must be translated, and repositioned. For example, when

capturing landmark, “Near Roxy Cinema” is transliterated into Hindi as “ ”
You must force to pay attention to this transliterated text and modify it to “

”

Enrolment operations need knowledge of English and the local language.

2. Capturing Resident’'s demographic data (manually filling-in Data)

If the Resident did not participate in the pre-enrolment drive (done by Registrar, Enrolment
Agency — as discussed Section 1), his/her data will not be available in the pre-enrolment data file.
In this case, the Resident’'s data has to be filled in manually using the KYR form (Know Your

Unique Identification Authority of India 17




Aadhaar Enrolment Client

)

AADHAAR

Resident form — A form prescribed by the UIDAI to collect resident’s demographic data. See
Appendix A for the form) and supporting documents.

Registrar's Supervisor will verify the Pol (Proof of Identity) and PoA (Proof of Address) against
original documents produced by the Resident. You must accept documents verified by Registrar's
Supervisor for the purpose of Pol / PoA. Since these are to be used to check demographic data
(ex. Name from Pol), you should take these at the start of data entry.

In the “Demographic Data” screen, enter the following details of the Resident:

Personal Details

o

Name: Enter the name of the Resident. Please note, that the name field requires
at least one character and special characters like ‘.’ (dot) or space cannot be
repeated. For example Adrijit K (dot). Basu is correct, but you cannot enter Adrijit
K.. (dot dot) Basu

[Please keep in mind all the points discussed earli er at “Detailed
Guidelines for Recording Demographic Data - Name” se  ction, as it is very
important to write the person’s name very carefully and correctly]

The name must NOT contain salutations, titles, or others. For instance Mr. / Mrs.
/ Miss / Dr / Major / ... are not a part of the name, neither Retd. or D.Lit. etc.

You can do minor variations in the name from what the Pol document contains,
including

a) Change in order — For example, if Pol contains the Resident’s name is
V. Vijayan and the Resident insists to record as Vijayan V., then you are
allowed to do the change.

b) Small changes in spellings - ex. Varma/ Verma

c) Dropping some name component — For example, if Pol contains the
Resident’s name is Arun Kumar Arora and the Resident insists to record
as Arun Arora, then you are allowed to do the change.

d) Expanding initials, or using initials — For example, if Pol contains the
Resident’s name is Arun K. Arora and the Resident requests to record as
Arun Kumar Arora, then you are allowed to do the change.

Mame =*

After entering the name, politely ask the resident to verify the name on the
screen.
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0 Gender: Select the gender of the Resident. Gender has to be recorded as
declared by the enrollee in the box provided by recording Male, Female or
Transgender ‘M’ or ‘F’ or ‘T’ respectively.

.

Gender * @ Male (O Female () Transgender

0o Age/Date of Birth: In this field you can either enter the age or date of birth of the
Resident.

AgeorDOB #* @ O pomamyyyy B Verified

If the Resident is unable to provide the exact date of birth, select the first

radio () button and insert the age of the Resident.

If the Resident provides the exact date of birth, select the second radio
(’--::) button and insert the age directly in the form of DD/MM/YYYY

format or choose the same by clicking the calendar (m) icon.

Click the Verified check box, if Resident has provided valid age proof.
Verify the Date of Birth from the Resident’s document and then check the
Verified check box.

Following are the acceptable supporting documents for proof of DoB of the Resident:

Birth Certificate

Secondary School Leaving Certificate (SSLC) Book/Certificate

Passport

Certificate of Date of Birth issued by Group A Gazetted Officer on letterhead

PwnNhpE

1. You cannot enter more than three digits in the Age field

2. Month cannot be greater than 12

3. The application will automatically check the number of days in a month. For example it
will not accept 30/02/2005, since February 2005 has only 28 days

4. The application also verifies leap years automatically. For example it will not accept
29/02/2005, since 2005 is not a leap year and February would have only 28 days.

5. Enter the dates using the DD/MM/YYYY format. (Two digits each for the date and month.
And four digits for the century and year)
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Contact Details

Extended Contact - [] save Address

Fin Code

Clo |

House

Street/Road/Lans

Landmark

Area/Locality/Sector

|
|

Village / Town /[ City * [ v]
District and State [

) )

o0 There are two ways of capturing contact details: Simple Contact and Extended
Contact . The Extended Contact form may be used when information like street
name, etc is available. A Simple Contact form may be used in more remote/rural
places where information like street name, etc. isn’t available.

o The difference between Simple Contact, and Extended Contact, is that the
Simple Contact is designed for villages, and rural locations where the address is
simpler. This part of the form can be customized in the “configuration” section.
For example, field name “House” can be changed as “Building”, if required.

o You can toggle by clicking the + and — buttons between Simple Contact and
Extended Contact .

0 Some additional contact details such as building name, street/road/lane. Email
address will be present in the Extended Contact .

o Enter the following details in the Contact section.

PIN Code *

C/O

Building
Street/Road/Lane
Landmark
Area/Locality/Sector
Village/Town/City *
District and State *

Unique Identification Authority of India 20




Aadhaar Enrolment Client

)

AADHAAR

In the Landmark field, you must put a "near / behind / ...", or other string - since that is
how landmarks show up in the address. For example, don't just type "Ganesh Temple".
In any real address, it would be "Near the Ganesh Temple", or something similar.

After filling up atleast the mandatory fields, click the Save Address check box.

The * indicates the fields are mandatory. You canno t proceed without filling these
fields.

At the time of capturing address of Resident, note that:

1. Incorrect PIN code makes the State and District fields blank
2. Correct PIN code auto-populates the State, District fields
3. The application can auto-suggest Village/Town/City fields

At the time of capturing Resident’s mobile number, note that:
1. You cannot enter more than 10 numeric digits in the Mobile field

2. Do not use 0 or +91 before the mobile number
3. No special characters like ‘+', ‘-* are allowed
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The following screen will be displayed after entering personal and contact details:

1. Enter
Name of 3. Enter
the Age or
Resident . 7 Date of
v Birth of
 ___ the
2. Select Resident
the Gender
4. Enter /
Contact
Details
5. Enter /
POI and / 6. Enter
POA § < Relation
details shlp
details

Figure 9: Demographic Screen — Personal and Contact  Details

Follow the steps below to capture the verification details such as Pol and PoA, and Relationship
details.

After being verified by the Registrar's Supervisor, enter the information of ‘Proof of
Identity’ and ‘Proof of Address’ documents of the Resident in the Pol and PoA field by
selecting the corresponding document name from the drop-down list If the Resident does
not have any valid documents, enter the Introducer's name and Aadhaar number in the
corresponding fields..

Enter the relationship details in the corresponding fields, if available. This is compulsory
in case of enrolment of minors.

o Parent/Spouse/Guardian: Select the appropriate value from the drop-down
menu. The available options are:
Mother
Father
Husband
Wife
Guardian
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0 Relation Name: Enter the full name of the selected person.

o Enrolment ID or Aadhaar number (UID): If the Aadhaar number or Enrolment
ID of parent/guardian of the Resident is available, enter that data here. Enter the
Enrolment ID by clicking the first radio (round) button or Aadhaar number by
clicking the second radio button.

This data is compulsory in case of child/infant enrolment.

In case of children below the age of 5 years one of the parents’ or guardian’s name shall be
recorded and Aadhaar or Enrolment Number (either of the two numbers) shall be recorded. This
is mandatory .

If the child is being enrolled along with his father /mother / guardian, first enrol the parent /
guardian and record the parent’s enrolment no. in the child’s form.

If the father /mother / guardian of the child has either not enrolled or does not possess Aadhaar
number at the time of enrolment, the enrolment of that child cannot be done unless the above
requirements are fulfilled.

You should check with the Resident if the RGI (census) officials have visited her/his household
for the census survey. The RGI official would have provided a Temporary Identification Number
(TIN) / schedule no. to the household / individual. Capture the same in the NPR Receipt Number
field. You can inform the Resident that this will be used for sharing Resident’s Aadhaar number
with RGI.

For each entry, after entering data in the English field, press the Tab button to move to the
corresponding Regional Language Field. You can also click on the corresponding regional
language field directly. The application will then automatically transliterate the data from English
to the regional language.
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After entering all the relevant data the Demographic Form will be displayed as follows:

Figure 10: Demographic Data

Specifying Exceptions

If the Resident has any deformity , the information has to be recorded on the Demographic
screen.

Politely ask the Resident to show her / his hands / eyes to determine suitability for capture, before
clicking on the “biometric exceptions”. Verify carefully whether the Resident has permanent
deformity on her / his fingers / eyes.

To specify any biometric exceptions, click the Biometric Exception Capture  button on
the Demographic data screen.
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Click the
Biometric
Exception
Capture
button

v

Figure 11: Biometric Exception Information capture

The following pop-up window will open.

Figure 12: Biometric Exception Capture — Before Ide  ntifying the Exception
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Here, all exceptions are to be captured together.
Specify the Resident’s biometric exceptions by clicking on the specific part of the image.

If the Resident has extra finger/s, ignore the extra finger (this will not be captured as a
Biometric exception).

1. Click
on
specific
part of
the image

to |<
indicate

biometric
exception

2. Click
the Ok
button

A 4

Figure 13: Biometric Exception Capture — After Iden  tifying the Exception

Click the Ok button after capturing the biometric exception.

After all the demographic data are captured click the Next button to go to the Photograph screen.

Step 4: Capturing Resident’s Photograph

”

[At this stage, it is assumed that you have read the module “Working with Biometric Devices
If not, please read that module first and then come back here]

The next step after collecting demographic data is capturing the Resident’s photograph and
saving it. The background while capturing the photograph should be white.
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The resident should be instructed to be seated properly with their back upright and their face
towards the camera.

Figure 14: Preview video of the photograph
Preview video is available. You can visually verify facial image quality on the photograph screen.

Apart from this in-built quality checks in the software indicate the quality of biometrics at each
stage.

The photograph is captured using a camera attached to the computer.
Guide the resident to an acceptable position, and click the 'Force Capture ' button.

Irrespective of the labels on the buttons, here are some terms that you must know:

a) Manual Capture — where the operator must press a button to capture the image.
Example is the photograph capture

b) Auto Capture — where the device automatically captures the image. Happens in almost
all IRIS devices, and Fingerprint devices

c) Force Capture — where the autocapture fails, or does not happen for an unacceptably
long period of time, and the operator must revert to Manual Capture.

Unique Identification Authority of India




0

AADHAAR

Please note that, you have to get an acceptable quality to make progress from here.
Face capture is mandatory for all residents including infants.

[For detailed guidelines regarding Facial Image Capture (Enrollee Position, Focus,
Expression etc.), please read “Working with Biometric Devices " manual]

A

Captured
Photograph

Figure 15: Capture Photograph of the Resident
If any biometric exceptions have been specified in the Demographic screen, capture
them as photographs on the Photograph screen. Use the Capture Exception button.

Specification of the Exception Photograph - palms facing the camera (the position of the hands),
face and both hands in the frame,
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Photo of
Biometric
Exceptions

A

Figure 16: Capturing Photograph of Biometric Except ion

Click the Next button when photograph and biometric exception of the Resident are
captured. The Iris screen will be displayed.

Step 5: Capturing Resident’s Iris Data
In the fifth step of this process, the Iris camera is used to capture the Iris data of the Resident.
On the Iris screen capture the Iris data of the Resident using the Iris camera.

The camera will automatically capture the images of both the eyes.
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There are three possible devices that may be used to capture the Iris data:

The first one does a single eye capture
The second one captures Iris data of both eyes at the same time
The third one points to both the eyes but captures only one at a time

[For detailed guidelines regarding Iris data Capture, please read “Working with Biometric
Devices” manual]

Figure 17: Preview video of the Iris
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Captured
Iris of both
eyes

Figure 18: Capturing Iris Images

If the quality of data captured meets the quality threshold specified in the system, it will
accept and save the data.

If automatic capture does not happen even after few attempts, you can use the force
capture by clicking the Force Capture button.

Please note that, you have to get an acceptable quality to make progress from here.

Iris capture is mandatory for all Residents above 5 years.

Click the Next button when finished.
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Step 6: Capturing Resident’s Fingerprint Data

In this step, the slap scanner is used to capture the fingerprint data of the Resident. This may be
normal data or with the specified exceptions.

Capture the Resident’s fingerprint data. This is done by asking the Resident:
o0 to place the four fingers of left hand
o then four fingers of right hands
o and then the two thumbs

on the slap scanner separately.

[For detailed guidelines regarding fingerprint data capture, please read “Working with Biometric
Devices” manual]

Figure 19: Preview video of the fingerprint
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Figure 20: Fingerprint Capture

If the quality of data captured meets the quality threshold specified in the system, it will
accept and save the data.

If automatic capture does not happen even after few attempts, you can use the force
capture method by clicking the Force Capture button. The software forces re-captures for
a fixed number of times when quality is not OK.

Please note that, you have to get an acceptable quality to make progress from here.

Fingerprint capture is mandatory for all Residents above 5 years.

Captured
fingerprints
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Note that the Client software helps the operator by automatically moving from capture to capture
while the captures are successful. Only in the event of quality problems, or other exceptions, will
the user be asked to intervene, and provide more information, or perform a manual capture. This
is extremely important, and covered in “Working with Biometric Devices " module.

Click the Next button when finished. The Review screen will be displayed.

Step 7: Review and Confirmation of Captured Data

After the data capture has been completed, the data has to be reviewed and confirmed with the
Resident.

Also check the colors next to the screen-names at the top bar of the screen to verify the
completeness of the data capturing process. The colors indicate a screen-level validation of the
completeness of data (on that screen).

Figure 21: Color Scheme

Red - Red indicates that there are errors on the screen, including missing mandatory
data, (or other data validation, or data quality) and that the enrolment cannot be
completed at this time.

Green -Green implies that the required data is captured, and all quality checks have
passed, and that there is nothing on that screen which would block the enrolment from
completing.

Grey — Grey indicates that we are on this screen but haven't completed the capture on
this screen.

After capturing all mandatory data (i.e., all screen-names are green), ask the Resident to observe
and verify the recorded data.

Read out the text on the screen if Resident can't read/is blind to confirm that the data is right.
After the concerned Resident reviews and confirms the data captured, check Resident’'s Consent
to participate in Financial Inclusion (FI). Check with Resident if she/he wants to participate in the

scheme of Financial Inclusion (FI) by linking his current bank account number to her/his Aadhaar
number or by opening a new bank account on the basis of her/his Aadhaar number.
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Below are the lists of example of the questions that you should politely ask the Resident:

a) “Do you permit the UIDAI to share this data you have provided with other government
departments, and private agencies for the purpose of service delivery?”
b) “Would you like us to open an Aadhaar enabled bank account for you?”

If the Resident has consented with a “Yes”, then click the consent check boxes (Bank
A/C Opening Consent, Information Sharing Consent) provided to take the Resident’s
approval on information sharing.

Figure 22: Review and Confirmation of Captured Data by Resident
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Step 8: Operator and Supervisor confirmation for da  ta collected

Operator confirmation for captured data
All Resident data captured by you (Enrolment Operator) have to be confirmed by yourself by
providing your biometric data. After collecting data from every Resident, you are required to
confirm the data by providing your biometric (your fingerprint). This is mandatory .
In the Review screen, capture the Operator’s (i.e., your own) fingerprint in the Operator’s
Confirmation section by clicking the Capture button. It may be any one of your fingers.

Supervisor Verification for Biometric Exceptions

Biometric exceptions captured by the operator have to be verified by the Supervisor by providing
her/his biometric.

Remember, Supervisor confirmation is required for any biometric exception.

To verify deformity or deformities for a Resident, the Supervisor needs to give her / his fingerprint
of one finger.

Click the Capture button to capture the fingerprint of the Supervisor. You will get the
following screen:
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Capture your
] own fingerprint

For biome tric
exceptions,
\ capture
Supervisor's
fingerprint

Figure 23: Capturing fingerprint of Operator and Su  pervisor
After that, click the Finish button to save the capture and generate Enrolment ID and
receipt.

You cannot make any further changes to the data after click on “Finish ”. So you should be very
careful at this point.
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Step 9: Generate Enrolment ID and Print Acknowledge  ment Slip
& Consent-for-Enrolment

After clicking the Finish button in the Review screen, the following confirmation dialog-box with
the Enrolment ID and the option to print a receipt will be displayed.

Click the
Print
-« Button

Figure 24: Enrolment completion Confirmation Window

Click the Print button at the confirmation message box to generate an Acknowledgement
Slip and Enrolment Receipt / Consent-for-enrolment.
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Figure 25: Displaying Acknowledgement Slip & Consen  t Form
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The Acknowledgement Slip (Resident's copy) and Enrolment Slip (Office copy) contain
information like Reference number, Bar Code etc.

Tear the page and separate the Acknowledgement Slip, and Consent slip.

Ask Resident to sign / give thumb impression on the Enrolment Slip (Consent-for-enrolment /
Office copy) and safely file it.

Sign and seal the Acknowledgement Slip. Give the Acknowledgement Slip (Resident’s copy) to
the Resident and tell her/him that she/he will receive a letter containing her/his Aadhaar number
at the address she/he provided to you within 2 or 3 weeks of submitting his/her application. Also
tell her/him that the Acknowledgement Slip (Resident’s copy) can be used for future follow-ups,
future reference, etc.

Once the Print button is triggered, Create New button is enabled. You can either print
once again or press Create New to start new enrolment. The option of printing again is
provided to deal with possible printer issues (like jammed).

Click
Create

New
button to

< start new
enrolment

Figure 26: Starting of New Enrolment

Step 10: Export Resident Data File

At the end of the enrolment session (which may be a given time of day or end-of-day), the folder
containing the Resident data files should be exported to a Memory Stick (4 GB USB pen drive).
This is done from the Export screen. Export means coping packets from station to USB. It is
incremental export (it makes copies only of files that have not yet been exported).

To begin exporting the directory containing the Resident data files, click the export data
option from the top panel (if you are not in the Export Enrolment Data screen). The
Export Enrolment Data screen will be displayed.
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A

1. Click
the ‘export
data’
option

2. Click
the Select
Location
button and
select the
Memory
Stick
location

3. Click
the Start
Export
button

Figure 27: Export Enrolment Data

Click the Select Location button to select the directory.
Select the directory.
Click the Start Export button. This will export the data file to the Memory Stick.

Each Resident’s enrolment data takes about 5 MB data-space which includes Photos, Finger
prints, Iris scanned copies. Exporting to a USB stick should be done daily and post the same to
CIDR through India Post.

You may export data from multiple enrolment stations to the same memory stick. After the export
is complete, you need to give the memory stick to the EA Supervisor, who will place the stick in a
bubble packed, water resistant envelope, label it with a pre-printed, pre-addressed sticker and
deliver it to the local post office. The EA Supervisor may decide to use the same memory stick to
export from different stations, or to bundle multiple sticks in the same envelope.

[For detailed steps and guidelines regarding Logistics process (Pack and Dispatch, Maintain
reports for track and trace etc.), please read “Aadhaar Enrolment Process ” module]
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Data Backup at Local Level

Data backup of each station to an external hard disk drive is required at least twice a day, one
should be at mid-day and another end-of-day. UIDAI will give list of files to be backed up.

CIDR may ask for a backup of data in the following cases:
1. Loss of Memory Stick, checked against the tagging on the manifests
2. Loss of data in the Memory Stick, checked against the manifest
3. Corrupted data in the Memory Stick checked against the manifest

4. Delay of more than 10 days in receipt of package from the day of dispatch

Syncing with CIDR, Deleting Data, Extracting Backup
from Enrolment Station

The enrolment station must be connected to CIDR online at periodic intervals of 2-3 days. So you
need to connect Aadhaar Enrolment Client to CIDR online at periodic intervals of 2-3 days.

Connect the computer system to the internet, and start Aadhaar Enrolment Client. It will
automatically connect Aadhaar Enrolment Client to CIDR (syncing). The CIDR/Client will
communicate with each other to manage the data (deleting data, extracting backup if
required etc.).

Registrar will be deleting the data of the registrar packets only.

KYR+ Integration

Aadhaar Enrolment Client software collects basic Aadhaar fields which are known as KYR (Know
Your Resident) fields where as Registrar collects additional fields known as KYR+. Aadhaar
Enrolment Client software provides a loosely coupled way to integrate KYR data into Registrar’s
software.

KYR+ data collection is between the Registrar and the EA to determine. In particular, this adds
on to their process with the resident.
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The Aadhaar Enrolment Client application captures the KYR (Know Your Resident) data. The
registrars may require capturing some other registrar specific fields related to Residents called as
KYR+ data. For example, In case of PDS data, information such as APL (Above poverty line),
BPL (Below poverty line), Family Details, etc. may be collected as part of KYR+ data.

Following diagram depicts the relation between Aadhaar Enrolment Client and Registrar's KYR+
Application and data integration.

Aadhaar KYR+ data file
(kyrplus.dat) |« KYR+ Application

w

Enrolment Client

Enrolment Station

Figure 25: KYR+ Data Integration

The typical process to integrate the KYR data file of the Aadhaar Enrolment Client application
with the Registrar’s KYR+ application is as follows:

Steps:

Resident comes to enrol

The enrolment operator finishes the KYR data capture using Aadhaar Enrolment Client of
the Resident

The KYR data, requires for KYR+ field, gets saved into a .dat file (name-value pair) at a
pre-defined location on the enrolment station

The operator switches to the KYR+ application with the help of Alt+Tab key

The KYR data of the Resident can be pulled to the KYR+ application with the help of a
function key for e.g. F5.

KYR+ data (other than KYR data) is captured and saved by the KYR+ application

Run KYR+ application provided and mandated by the Registrar

You should switch between the 2 applications after printing the receipt from the Client,
while the resident is still at the centre.

Capture the data required by the Registrar’s application, and any process steps required
there.

Finally, switch back to the Aadhaar Enrolment Client.
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Appendix A

Figure: KYR (Know Your Resident) Form
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Abbreviations / Acronyms

Term \ Definition
CIDR Central Identities Data Repository
CSO Civil Society Outreach
NREGA National Rural Employment Guarantee Act
UiD Unique Identification
UIDAI Unique Identification Authority of India
DoB Date of Birth
PoA Proof of Address
Pol Proof of ldentity
KYR Know Your Resident
RSBY Rashtriya Swasthya Bima Yojna
PDS Public Distribution System
LIC Life Insurance Corporation
MLA Member of the Legislative Assembly
MP Member of Parliament
MoU Memorandum of Understanding
RDPR Rural Development and Panchayati Raj
PAN Permanent Account Number
ID Identity
NREGS National Rural Employment Guarantee Scheme
ATM Automated Teller Machine
CGHS Central Government Health Scheme
ECHS Ex-Servicemen Contributory Health Scheme
SSLC Secondary School Leaving Certificate
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