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PREFACE

The module is meant to give all readers a firm grounding on Aadhaar Seva Kendra using Online Enrolment Client
Multiple Platform (ECMP) Version 5.5.5.9. The Target audience to this manual will be Registrar, Enrolment
Agency and Operator/Supervisor engaged in Aadhaar Enrolment and Update Process UIDAI.

The purpose of this manual is to provide the Aadhaar Enrolment and Update Staff knowledge of using the Online
Aadhaar Enrolment Client ECMP, pre-requisite to install the client, daily activities and their roles and
responsibility. In addition to this, the manual contains Quality Check related errors and other important
information.

This publication (and any extract from it) may not be copied, paraphrased, reproduced, or distributed in any
manner or form, whether by photocopying, electronically, by internet, within another document or otherwise,
without the prior written permission of UIDAI.

© 2018 Unique Identification Authority, All rights reserved
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Chapter 1: Introduction to UIDAI and Important
Terminology

The Unique Identification Authority of India (UIDAI) is a statutory authority established under the provisions
of the Aadhaar (Targeted Delivery of Financial and Other Subsidies, Benefits and Services) Act, 2016 (“Aadhaar
Act 2016”) on 12" July 2016 by the Government of India, under the Ministry of Electronics and Information
Technology (MeitY).

Prior to its establishment as a statutory authority, UIDAI was functioning as an attached office of the then
Planning Commission (now NITI Aayog) vide its Gazette Notification No.-A-43011/02/2009-Admn.l) dated 28"
January, 2009. Later, on 12" September 2015, the Government revised the Allocation of Business Rules to
attach the UIDAI to the Department of Electronics and Information Technology (DeitY) of the then Ministry of
Communications and Information Technology.

UIDAI was created with the objective to issue Unique Identification numbers (UID), named as "Aadhaar", to all
residents of India that is:

(a) Robust enough to eliminate duplicate and fake identities, and
(b) Can be verified and authenticated in an easy, cost-effective way

Under the Aadhaar Act 2016, UIDAI is responsible for Aadhaar enrolment and authentication, including
operation and management of all stages of Aadhaar life cycle, developing the policy, procedure and system for
issuing Aadhaar numbers to individuals and perform authentication and also required to ensure the security of
identity information and authentication records of individuals.

28th Jan 2009

29th Sep 2010 12th Sep 2015 12th July 2016

AADHAAR ferves as a Proof of Identity
& Addresg, anywhere in India

ARRY YOUR AADHAAR WITH YOU
A s services

UIDAI was first functioning
as an attached office of
the Planning Commission
vide its Gazette
Notification No.-A-
43011/02/2009-Admn.l)
dated 28th January, 2009.
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The first UID number was

issued on 29 September
2010 to a resident of
Nandurbar, Maharashtra.

The Government revised
the Allocation of Business
Rules to attach the UIDAI
to the Department of
Electronics & Information
Technology (DeitY) of the
then Ministry of
Communications and
Information Technology.

https://uidai.gov.in/

UIDAI was established by
the Government of India
on 12th July 2016 under
the provisions of the
Aadhaar (Targeted
Delivery of Financial and
Other Subsidies, Benefits
and Services) Act, 2016
(Aadhaar Act 2016) under
the Ministry of Electronics
and Information
Technology (MeitY).
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NOTIFICATION
New Delhi, the 12th September, 2016
AADHAAR (ENROLMENT AND UPDATE) REGUALTIONS, 2016
(No, 2 of 2016)

No. 13012/64/2014LegalUIDAL (No. 2 of 2016)—In exercise of the powers conferred by sub-section (1),
and sub-clauses (a), (b), (d.) (@), (j). (k). (. (m. (1), (), and (v) of sub-section (2), of Section 54 of the
Audhaar (Targeted Delivery of Financial and Other Subsidies, Benefits and Services) Act 2016, the Unigee
Identification Authority of India hereby makes the following regulations, namely:-

CHAPTER]
PRELIMINARY
1. Short title and commencement, —
(1) These rgulations may be called the Aadhaar (Enrolment and Update) Regulations, 2016 (1 of 2016).
(2) These rgulations shall come into force on the date of their publication in the Official Gazette.
L Definitions.—
{1} Inthese regulations, unless the contex to therwise requires.-

(a) “Act" means the Aadhaar (Targeted Delivery of Financial and Other Subsidies, Benefits and Services)
Act 2018;

(b) “Aadhaar Letier” means a document for conveying the Aadhaar number to a resident;

(c) “Aadhaar number holder™ means an individual who has been issued an Aadhaar number under the Act;

(d) “authentication” means the process by which the Aadhaar number along with demographic information
or biomeric information of an individual is submitied to the Central ldentities Data Repository for its
verification and such Repository verifies the correctness, or the Lack thereof, on the basis of information
available with it

(&) “Authority” means the Unique Identification Authority of India established under sub-section (1) of
section 11 of the Act;

(f) “Central Identities Data Repository” or “CIDR" means a centralised database in on2 or more locations
containing all Aadhaar numbers issued to Aadnaar number holders along with the comesponding
demographic information and biometric information of such individuals and other information related
therto;

Important Definitions

Act

Authority

Unique Identification
Authority of India

help@uidai.gov.in

https://uidai.gov.in/

Aadhaar (Targeted Delivery of Financial and Other

Subsidies, Benefits and Services) Act, 2016
published on 25" March 2016.
The Unique Identification Authority of India

established under sub-section (1) of Section 11 of the
Act on 12™ July 2016.
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The Aadhaar (Enrolment and Update) Regulations,
2016 published on 12" September 2016 and other
amendments issued thereafter.

Regulations

A centralised database in one or more locations
containing all Aadhaar numbers issued to Aadhaar
number holders along with the corresponding
demographic information and biometric information of
such individuals and other information related thereto.

Central Identities
Data Repository
(CIDR)

The process, as specified in Aadhaar (Enrolment and
Update) Regulations, 2016 (2 of 2016), published on
E_el 12th Sept 2016 to collect demographic and biometric
Enrolment — ; ) S
- information from individuals by the enrolment
agencies for the purpose of issuing Aadhaar numbers
to such individuals under the Act.

e Any entity authorised or recognised by the
Authority for the purpose of enrolling individuals
under the Act

e Registrars would include both Government and
private sector agencies recognised appointed by
Authority to carry out the enrolment of residents by
them or through enrolment agencies contracted/
appointed by them

Registrars

e An agency appointed by the Authority or a
Registrar, as the case may be, for collecting
demographic and biometric information of

R individuals under the Act

Enrolment n
Agency mm
LIEL L e Enrolment Agencies will directly interact with and

- L] enrol residents and could be third party agencies
that are empanelled by the Authority

m
n
w
nn
w
n
m
n

/ \ A permanent or temporary centre set up by an
Enrolment i enrolment agency for carrying out enrolment of

Centre P ‘, 14 residents and updating their information. Enrolment
N N i.—ll ’f 4 Centers is also called as Aadhaar Seva Kendra.
| ]
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e It is the system where a resident’s demographic

and biometric data is captured
Enrolment

Station e The enrolment set-up includes a computer, the

biometric devices, GPS device and other devices
such as printer and scanner

e Hardware vendors will provide the hardware, such
as Laptop, desktop, tablets, GPS device,
Printer-cum-scanner, STQC Certified Biometric
devices etc. as per Authority specifications

O e Software vendor are providing the software, such

SUTEE as operating system (Windows XP, Vista, Windows
Vendors ot
7), Application software, etc
e Enrolment/Update Software will be provided by the
Authority and it will have in-built security features
to secure the information collected
e Agency engaged by the Authority to conduct
assessment of persons intending to get employed
] within any Enrolment Agency as Enrolment
Testing and Operator/Supervisor and perform enrolment/
Certification update
Agency
e Certification Process will ensure that only trained
and certified persons handle the enrolment/update
process
The certified personnel employed by Enrolment
Enrolment .
Operator . Agencies to execute the process of enrolment at the

enrolment centres.

i Wl
Enrolment ” ” ; uIH

Supervisor

The certified personnel employed by enrolling
agencies to operate and manage the enrolment
centres.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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The personnel appointed by Registrars for verification

VSIS of documents at enrolment centres
Person registered with the Registrar and Authority
who will confirm the identity of a person who does not
have any valid Proof of his/her Identity (Pol) and
Proof of Address (PoA)

Introducer Note : The Introducer will only confirm the identity
and address of persons whom the introducer knows
and the confirmation will be done using the
Introducer’'s Aadhaar number and biometric
confirmation
An individual who has resided in India for a period or
periods amounting in all to one hundred and

Resident eighty-two days (182) or more in the twelve months
immediately preceding the date of application for
Aadhaar enrolment
Information relating to the name, date of birth,

= » address and other relevant information of an
_ O o ndividual, as specified by regulations for the purpose
Dle;nogratphlc wre e [ g3 ofissuing an Aadhaar number.
nformation e
@ ? 30| Maf. (Ja,..b Note: This information shall not include race, religion,
Gender pateor8ith caste, tribe, ethnicity, language, records of
entitlement, income or medical history
2\
¢
Z A
Biometric %\é Photograph, finger print, Iris scan, or such other
Information = //;‘///,\\\3 biological attributes of an individual as specified by

regulations

Core Biometric
Information

Finger print, Iris scan, or such other biological
attributes of an individual as specified by regulations

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Enrolment ID A 28-digit Enrolment Identification Number allocated

(EID) to residents at the time of enrolment
Aadhaar A document for conveying the Aadhaar number to a
Letter resident
Central point of contact for resolution of queries and
Contact grievances related to enrolment/update and
Centre accessible to residents through toll free number -
1947 and/ or e-mail- help@uidai.gov.in
Aadhaor Login =#
pA 4 = . Enrolment Client developed by the Authority and
. y/\’\\y — provided to all the Enrolment Agencies for performing
=emPeler "ﬂ e Aadhaar Enrolment and Update through Certified
Aﬁgﬂikk Operator/Supervisor
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Chapter 2: Roles and Responsibilities

Registrar and

FA

For the smooth functioning of any Aadhaar Seva Kendra, sufficient Certified Operator/Supervisor and Verifier are
must be present at all times to complete the Enrolment or Update Process. Registrar and Enrolment Agency
must ensure the following activities are performed on regular intervals at each Aadhaar Seva Kendra:-

e Aadhaar Enrolment/Update Kit (Laptop) shall remain in custody of Registrar’s person (Bank Employee/
Postal Employee etc). In no circumstances Enrolment Staff namely Operator /Supervisor will be allowed
to take the Enrolment kit outside the Registrar’s premises. In any case they need to take the machine
outside their premises, they need to take approval from their corporate office in Banks / circle office etc.
who will keep Authority informed about any such activity

e Records must be maintained including the fee collected against Aadhaar Update and list if Fresh
enrolment to reconcile the same at the time of receiving the payment from the Authority

¢ At least one registrar employee should be activated as Supervisor and available at each Aadhaar Seva
Kendra who can perform end of the day activity and in absence of Operator he/she can perform
enrolment/correction and update process for the resident

e Only the Certified Operators/Supervisors are employed at each Aadhaar Seva Kendra

e Action against any Operator/Supervisor must be taken up on priority in case of any reported complaint or
suggestions received from the Authority or resident to the registrar

e Strict vigilance must be kept on all the outsourced Enrolment Staff to avoid any kind of fraud or
corruptions

Who is a Verifier and what is his/her responsibility?

e When the resident comes to enrol for Aadhaar to an Enrolment Centre, demographic information will be
entered from documents that the resident provides

e The authentication of documents submitted by the resident is duly verified by the officials authorised to
verify the documents. Such officials are termed as verifiers

e The verifier present at the Enrolment Centre will verify the documents submitted by the resident against
the enrolment/update form filled by the resident

e The services of the retired government officials who are generally well acquainted with such verification
procedures can be utilised by the Registrars in case they are unable to spare serving officials for
document verification

e Any serving /retired official both from Government (including Armed forces and CPMFs) and PSUs
including Banks not below the rank of Group ‘C’/ class Il employees may be allowed to be deployed as
Verifiers. In the areas, like big cities and Metros, where registrar is unable to avail the services of such

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Retired/Serving government officials, services of an outsourced vendor can be availed of to provide
verifiers with the approval from Authority’s Regional Office

The verifiers in an enrolment centre cannot be from the same vendor, hired as enrolment agency.
Registrar needs to ensure that verifiers are appropriately trained before being put in the field. The
Registrar may appoint more than one Verifier in a centre, if and where required

The list of all Verifiers must be notified, by designation, by the Registrar before commencement of the
enrolments and the list should be shared with the Regional office concerned

What are the UIDAI Guidelines for Verification that the Verifier must keep in mind while verifying the
Documents?

Make sure that the resident has original documents for verification.

The documents produced by the resident for Aadhaar enrolment/Update must be in the list of UIDAI
approved documents only

The format is for certificate to be issued by officials/ institutions (only those that are recognised in the
UIDAI's valid list of documents) for Proof of Identity, Proof of Address, Proof of Relationship, Proof of
Date of Birth is as per Appendix C

Verifiers can refuse verification, if they suspect forged/altered documents. In cases where Verifier refuses
verification of the documents produced, reasons should be recorded in brief by the Verifier on the
Enrolment Form and returned to the resident

In case the Verifier refuses verification with reasons or turns the resident back without recording any
reasons, the resident can approach a designated Authority created by the Registrar for Grievance
Redressal

Verify Name, Date of Birth, Address, and Relationship Details against Pol, DoB, PoA, PoR, respectively
— Name

— Pol requires a document containing the resident’'s name and photograph. Verify that supporting
document has both

— If any of the Pol documents submitted does not contain the photograph of the resident, then it will
not be accepted as a valid Pol. In order to be inclusive and free of harassment, documents with
older photographs are acceptable

\ ‘ Invalid POI without photograph |
‘ Valid POI with Photoaraph ‘

Confirm the name in the document by asking the resident his/her name. This is to ensure that the
resident is providing own documents

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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The name of the person should be entered in full. It should not include salutations or titles like Mr., Miss,
Mrs., Major, Retd., Dr. etc

32 follow th

wehite fitling up the form.

2 | wemmocemtTIn i

sicg Sivencher ot lisath

) ‘s B Tivon  Oote of Bt
[ voctwrsd ]

Strest/ foad)/ L Lane Mo 2

ton New Shimia

G7/08/1974
vurified ¢

il Oobar 1 Sham Vi sl Pty

PP FMCOUL 176003

Post OHice Hewr Shanls

Sub-fistrict

£ ntail se7esmalcom nabde 1o

\1 | Wrong Usage (With Salutation)

Stare Himachal Pradesh
PINCODE 170009

AADHAAH

Aodhaar Enveiment is free and voluntary. Correcticy
haar Encelment. In case of Carrection proy|

In case of Conection provide your EID No
Please follow the instructions

1 | Pre-Enrolment D :

3 | Full Hame: HAMIJQNDRA BHAGAT

Gender;  Male [ ) %\Ht‘f ] Transge

-

\{ | Correct Usage (Without Salutation)

AAD Hl
Aadhagr Enrelment is free and veluntary. Coi
and Aadhaar Enralment. In case of Corractiod

In case of Correction provide your El

Please follow the instruc
1 | Pre-Enrolment 1D :

3 | Full Hame: }f( Bhagat

4 Gellder:A’lale W) Female( ) Tr

POI
-l
MName Ram Chandra Bhagat

Sl/o- Ram Lakhan Bhagat
Card No. 42333244

It is very important to write the person’s name very carefully and correctly. For example, the respondent
may tell that his name is V. Vijayan whereas his full name may be Venkatraman Vijayan and similarly R.
K. Srivastava’s full name may actually be Ramesh Kumar Srivastava. Similarly, a female enrollee may
tell her name as K. S. K. Durga while her full name may be Kalluri Surya Kanaka Durga. Ascertain from
her/him the expansion of her/his initials and check the same in the documentary evidence produced.

In case of difference in the name declared and the one in document (Pol) is limited to spelling and/or
sequence of first, middle and last name, the name as declared by the resident may be recorded .

Acceptable as difference in only name sequence

POA POI
Name Chandra Ram Bhagat m,
Address — 109- B Tara Apartment ‘. -

Lane No 2
New Shimla, Himachal Pradesh

Card No. CDI908766 Name Ram Chandra Bhagat

Sio- Ram Lakhan Bhagat
Card No. 42333244

Toll free Number: 1947
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Not Acceptable due to difference in name

POA POI
Name Chandra Ram Bhagat ﬁ
Address — 109- B Tara Apartment ) i
Lane No 2 P
gg:& ﬂ;m%[ﬂéﬂag%gl Pradesh Name Sita Chandra Bhagat
Sio- Ram Lakhan Bhagat
Card No. 42333244

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

d. Sometimes, infants or children may not have been named yet. Try to ascertain the intended name for the
child by explaining to the enrollee the importance of capturing the name of the individual for allotting EID.
In case of non-availability of supporting documents for Pol, the name should be recorded with the
assistance of the Verifier.

; Date of Birth (DoB)

a.

b.

Date of birth of Resident must indicate day, month and year in the relevant field.

If the Resident provides documentary evidence of Date of Birth, then the Date of Birth is considered
as “Verified”. When resident declares the DoB without any documentary evidence, then date of birth
is considered as “Declared”.

When the resident is unable to give exact date of birth and only age is mentioned by the resident or
approximated by the verifier, then only age is recorded. The software will automatically calculate
year of birth in such case.

The Verifier should check the entry in the Enrolment/Update Form and ensure that the resident has
correctly indicated the date of birth as “Verified” / “declared” or has filled his/her age.

In case of change in Date of Birth, Operator/Supervisor must inform the resident to give correct
information only as the change in date of birth is allowed only once and any further changes in DoB
must be done at Authority’s Regional Office.

; Residential Address

a.

Verify that the PoA contains the name and address. The Verifier should ensure that the name in the
PoA document matches with the name in the Pol document. A difference in the name in Pol and PoA
document is acceptable if the difference is only in spelling and/or sequence of first, middle and last
name.

The “Care of” person’s name, if any, is usually captured for children and old age people living with
parents and children, respectively. If not available, one can leave this Address line blank.

Enhancement of address is allowed. The resident may be allowed to add minor fields, such as
House No., Lane No., Street Name, correcting typographical errors, minor changes/ corrections to
PIN code etc. to the address listed in the PoA as long as these additions/modifications do not alter
the base address mentioned in the PoA document.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Acceptable as addition does not change the basic address\

POA
Name Chandra Ram Bhagat
Address — 109- B Tara Apartment
Lane No 2
New Shimla, Himachal Pradesh
Card No. CDI908766

Full Mame: RAM CHANDRA BHAGAT

Gender:  Male (f) Female | | Transgender ( ) 5 B Yion f::::;;q

Addrece: Cjo |1 Dfa( ) 5fa ()W (kHfo ()

House Moy Bld g /8pt. 108- B Tara Apartment Srreet/Road /Lane Lane No 2

Landmark Mear DAY Schoal Areaiiocaly o Mo Shiml | Landmark added
illage /Tovn /City Shimla Past Office New Shimls |

District Shimla Sub-Dastrict E

E Mail srD7@gmail.com Mobie Mo

d. If the changes requested in Address Enhancement are substantial and change the base address
that is listed in the PoA, the resident will be required to produce an alternate PoA or enrol through an
Introducer.

Not acceptable as there is change in basic address

POA
Name Ram Chandra Bhagat
Address - 109- B Tara Apartment
Lane No 2
New Shimla, Himachal Pradesh
Card No. CDI908766

Full ame: AWM CHARDRA BHAGAT

At Yrson  Dateof

sander: Male /| Famale( ) Trarsgerder | [
{ ! . Daclare

ddress: Cla[)Dfof|Sfe (| Wiel|Hia(h

House Moy Bldg fhpt 127-Bialaﬁwaﬂmmt—5trtﬂﬁﬂmdfhm-lmrﬂﬂ—4‘ ‘ Chanue in House No_

Landmark Near DAY School Areafiocaliny/sector Mew Shimlay
iz, Tawn/City Shimlz Past Office New Shimls

District shimla sub-District 5
E Mail snl? Bgmail.com Mabile No

; Relationship Details:

a. In the case of children below 5 years, “Name” and “Aadhaar Number” of one of the parents or
guardian is mandatory. Parent/Guardian must produce their Aadhaar letter when enrolling children
(or they can be enrolled together).

b. Inthe case of an adult, no verification will be done for the information on parent or spouse. They are
recorded for internal purposes only.

c. Only “C/O” details are captured with name of the person without any particular distinction like W/o,
D/O, S/O etc.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Q Head of Family (HoF):

a. Verify that the PoR document establishes relation between the Head of Family and the family
member. Only those family members can be enrolled based on the relationship document (PoR),
whose names are recorded in relationship document.

b. Head of Family must always accompany the family member when the family member is getting
enrolled.

c. The verifier must also check the HoF details in the Enrolment/ Update Form in case of HoF based
verification. HoF’'s Name and Aadhaar Number in the form should be verified against the Aadhaar
letter.

d. Ensure that in case of HoF based enrolments, the relationship details mentioned in the form are of
the HoF only.

; Mobile Number and Email address:

a. You may advise the importance of mobile number for the purpose of EKYC through OTP and make
sure that the resident provides his/her mobile number (mandatorily)

b. You may also advice resident to provide his/her email address as it adds an extra security since all
authentication either failed or success are informed to residents through email.

Who is a Supervisor and what are his/her qualifications?

A Supervisor is employed by an Enrolment Agency to operate and manage enrolment centres. It is mandatory to
have one Certified Supervisor at each Enrolment Centre. To qualify for this role, the person should satisfy the
following criteria:

e The person should be of age 18 years and above
e The person shall be 10+2 pass and should preferably be a graduate

e The person should have been enrolled for Aadhaar and his/her Aadhaar number should have been
generated

e The person should have a good understanding and experience of using a computer and should be
comfortable with local language keyboard and transliteration

e The person should have read the complete Training Material on Aadhaar Enrolment/Update available on
Authority’s website before giving the certification exam

e The person should have obtained “Supervisor Certificate” from a Testing and Certification Agency
appointed by Authority

e Note: Obtaining a “Supervisor Certificate” does not entitle the candidate to start the
Enrolment/Update without engagement with Authority’s empanelled Enrolment Agencies

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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After taking the certification and before starting work as EA’s Supervisor:

e The person must be engaged and activated by any Enrolment Agency in accordance with Authority’s
guidelines prior to commencing enrolments

e The person should have undergone Training Session conducted by Regional Offices/Enrolment Agency
on Aadhaar Enrolment/Update Processes and various equipment and devices used during Aadhaar
enrolment

What are the responsibilities of an EA’s Supervisor?

At the Aadhaar Seva Kendra, Supervisor’s role is to plan and deploy logistics and other requirements like setting
up the enrolment stations as per Authority guidelines, performing Enrolment/ Update and supervising other
important operations at the Seva Kendra. When performing his/her role as a Supervisor he/she must ensure the
following:

Site Readiness

e Supervisor is responsible for setting up of the laptop/desktop with Aadhaar client installed and tested,
attached with all devices like STQC Certified Biometric Capture Devices, GPS Device and
Printer-cum-Scanners and ensure all equipment are in working condition to start Aadhaar
Enrolments/Update process regularly

e Ensure that the only the latest Aadhaar Enrolment client/Update software is installed in each enrolment
station and periodic routine checks are to be carried out for the hardware used for the enrolment process

e Ensure that the enrolment centre premises are neat and clean, hygienic, well maintained and safe from
electric/fire hazards

e Ensure that the proper lightning and white background is available around each enrolment station

e Ensure that furniture (tables and chairs used for Operator and the enrolee) laid out should be ergonomic
specifically be in 90° Layout and should minimize unnecessary movements of the resident during the
biometric capture process

e Ensure that basic enrolment centre information as given below is displayed mandatorily at each
enrolment station(in local language and English):
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— Name of Registrar and Contact Number

— Name of Enrolment Agency and Contact Number

— Name, Code, and contact number of EA Supervisor at enrolment centres
— Escalation Matrix for Raising Complaint against the Supervisor

— Working hours and Holidays of the Enrolment Centre

— UIDAI Help Line Number: 1947 and email id: help@uidai.gov.in

— List of Documents required for Aadhaar Enrolment/Update

— Rate List for all the Aadhaar related services

e Supervisor will also make sure that the Aadhaar IEC material provided by the Registrar/Authority is
properly displayed at the centre, as per UIDAI guidelines.

e Ensure that the behaviour of Operator and other staff at the enrolment centre is courteous towards the
resident and take charge where Operator is not able to handle dissatisfied residents to prevent
unpleasant situations

e Where uniforms are provided, make sure that staff wears uniform at enrolment centre so that if residents
need help they can easily identify employees by their attire

e Do not undertake enrolment operations at any location without valid agreement with the
Registrars/Authority

H On Boarding Self and Others

e Supervisor must submit his/her “On boarding Form” along with
the required documents to the Enrolment Agency which in turn
submit the form to concerned “Authority’s Regional Offices” for
verification.

e After verification, Authority’s Regional Offices will approve/reject
the on boarding with the respective Enrolment Agency

e Enrolment Agency will provide a Supervisor/Operator User Name
and Password to the operate the Enrolment Machine/Client

H Managing Centre Operations

e Supervisor also acts as an Operator, when required, in exigencies

e Supervisor must be aware of latest guidelines and policies as regard
to Enrolments and updates being released from time to time by
Authority

e Supervisor administers the enrolment process at his/her enrolment
centre. He/she ensures adherence to the UIDAI enrolment processes
and guidelines at the centre and good quality of data captured
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e Supervisor must ensure that the residents who have come for Fresh Enrolment have never enrolled for
Aadhaar by using “Find Aadhaar Facility” provided in the Enrolment Client

e Supervisor must ensure that the resident is well informed that his/her biometric will only be used for
Aadhaar Enrolment/Update

e Supervisor must ensure that the resident has filled the prescribed form for “Aadhaar Enrolment/Update”
correctly and has brought all the Original Supporting documents for scanning

e Supervisor must ensure that only the required items are checked in case of any update, not the complete
information to avoid duplicity of data collected e.g. if Address has to be updated only the Address Check
Box should be selected

e Supervisor is required to “Sign off’ every enrolment on Aadhaar client, where resident has a
“biometric exception”

e Supervisor must ensure that every Operator is aware of and has a print copy of the critical points to be
reviewed at the station during Resident’s review of enrolment data

e Supervisor must ensure that the Operator diligently reviews the data captured from resident for every
enrolment/update and making corrections when pointed out by the resident

e Supervisor must ensure that the Operator provides his/her biometric confirmation after every Aadhaar
enrolment/update

e Supervisor must ensure that Acknowledgement is being printed after every enrolment and duly signed by
the resident

e Supervisor must ensure that the Original Documents used as Proof of identity/Proof of
Relationship/Proof of Address/Proof of Birth and Signed Acknowledgement Slip is scanned for every
enrolment

e Supervisor can hold End of Day meeting at the centre for sharing learning of the day and issues faced

e Supervisor must take stock of the centre at the end of the day and make arrangements for replacement
of faulty devices, hardware and other logistics for smooth enrolments the next day

e Check devices periodically for scratches, out of focus images, only partial images getting captured. In
case any such problem is noticed, it should be reported to the concerned Enrolment Agency
Manager/HQ and a change of equipment should be requested

e Ensure all devices and computers are shut down and power is off to avoid accidents
e Ensure security arrangements for devices and other equipments.

e Specific End of Day Reports is available on the client, for selected time period, to facilitate EA Operations.
Supervisor can make use of these reports in managing day-to-day operations at the centre

e Supervisor must ensure that staff at the centre observes the highest standards of ethics during the
execution of Aadhaar Enrolment/Update and do not ask for any additional money except for the
prescribed fee

e Supervisor is also responsible for maintaining the confidentiality and security of the data collected during
Aadhaar enrolments
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n GPS Location and Operator Sync Process

e Supervisor must ensure GPS Coordinates are captured before
using the enrolment client on daily basis

e Supervisor should ensure that enrolment stations are
synched/Operator Sync at start of each date using Aadhaar OTP
based authentication

B Performance Monitoring

e The Supervisor cooperates with the Authority/Registrar’s
monitors in performing monitoring and audit functions at the
enrolment centre and answers their questions to the best of
his/her knowledge. Supervisor details are recorded during
performance also signs on the performance monitoring sheet

e Supervisor ensures that audit feedback, if any, is incorporated in
the process for continuous improvement of enrolment operations
and data quality

Operator

Who is an Operator and what are his/her qualifications?

An Operator is employed by an Enrolment Agency to execute enrolment
at the enrolment stations.

To qualify for this role, person should satisfy the following criteria:
e The person should be of age 18 years and above

e The person shall be 10+2 pass and should preferably be a
graduate

e The person should have been enrolled for Aadhaar and his/her Aadhaar number should have been
generated

e The person should have a basic understanding of operating a computer and should be comfortable with
local language keyboard and transliteration

e The person should have obtained “Operator Certificate” from a Testing and Certification Agency
appointed by Authority

o Note: Obtaining a “ Operator Certificate” does not entitle the candidate to start the
Enrolment/Update without engagement with Authority’s empanelled Enrolment Agencies

Before starting work as an Operator:

e The person must be engaged and activated by any Enrolment Agency in
accordance with Authority’s guidelines prior to commencing enrolments
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e The person should have undergone Training Sessions conducted by Regional
Offices/Enrolment Agency on Aadhaar Enrolment/Update Processes and various
equipment and devices used during Aadhaar enrolment

e The person should have read the complete Training Material on Aadhaar
Enrolment/Update available on Authority’s website before giving the certification
exam

e The person should be comfortable with local language keyboard and transliteration

On-boarding of Operator

Operator must submit his/her “On boarding Form” along with the required documents to the Enrolment Agency
which in turn submits the form to concerned “Authority’s Regional Offices” for verification. After verification,
Regional Offices will approve/reject the on boarding with the respective Enrolment Agency.

Enrolment Agency will then provide each Operator a User Name and Password to operate the Enrolment
Machine/Client.

Important Commandments that an Operator/Supervisor must remember during Resident Enrolment

e Make sure that on each login, the
e Capturing GPS coordinates at start of date and time setting on the
enrolments every day. computer is current
date and time.

e Make sure to Login with your own Operator ID in Aadhaar client, for undertaking
enrolments, and log off the application when going away from the seat so that no one
else can use your login window for enrolments.

e Brief the enrolment/update process to
resident before and during the process e Make sure that the station layout is
to put the resident at ease and facilitate as per Authority guidelines.
data capture.

e Make sure that the resident has never enrolled for Aadhaar before doing a fresh
enrolment using the “Find Aadhaar Facility” provided in the client

e Make sure that all the Original Documents are available, which are required for type of
Enrolment/Update requested by the resident and belongs to the same resident whose
enrolment/update is to be done.

e Make sure that the resident has entered their Mobile Number for future communication
with the resident and other uses like OTP based Authentication and online Aadhaar
Update facility.
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Check that the resident's Aadhaar
Enrolment/Update form is verified and
carries Verifier’s signature/thumb print
and stamp/initials. The form must also

carry Resident’s
signature/thumbprint.

(Applicant’s)

Make sure that the resident is well
informed that his/her biometric will
only be used for Aadhaar
Enrolment/Update and no other
purpose.

In case of Introducer/HoF based enrolment, the Introducer/HoF’s signature/thumbprint
should be available in the form along with their details filled in the fields provided for

Introducer and HoF, respectively.

Capture demographic and biometric
data of the resident in the Aadhaar client
software in the sequence of data capture
as per the screens provided on the
software client.

Print, sign and provide
acknowledgement to the resident and
take resident signature on consent at the
end of enrolment.

https://uidai.gov.in/

Make sure that the resident’s screen
is on all the time during the
enrolment/update and ask the
resident to cross check the data
being entered and review
demographic data with resident
before signing off.

Make sure that the Enrolment/Update
Form, Original Supporting
Documents and Signed Consent slip
is uploaded in the Enrolment/Update
Client and all documents are returned
to the resident.
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Chapter 3. Aadhaar Enrolment/Update Process

The Aadhaar enrolment process includes visiting Enrolment Centre, filling the Aadhaar Enrolment/Correction —
Appendix E, getting demographic and biometric data captured, submitting Proof of Identity (Pol) and Proof of
Address (PoA), Proof of Relationship (PoR), Proof of Date of Birth documents before collecting
acknowledgement slip containing EID (Enrolment ID).

e There are other modes of enrolment for the resident who do not have any Proof of Identity and Proof of
Address documents i.e. through Introducer based enrolment or Head of the Family based enrolment.

¢ Any resident who has resided in India for a period or periods amounting in all to one hundred and
eighty-two days (182 days) or more in the twelve months immediately preceding the date of application
for enrolment is eligible for Aadhaar Enrolment.

e Resident needs to enrol only once, as multiple enrolments will result in rejections unless it is advised by
the Authority.

e The waiting time for Aadhaar generation may vary up to 90 days after receipt of resident data packets in
CIDR.

e Note: In case of omission of Aadhaar number for reasons other than multiple Aadhaar numbers having
been issued, residents shall be required to re-enrol. The reasons for omission of Aadhaar Number are
specified in Appendix F.

Types of Enrolment

v famn R v

INOOME A DEPARTMENT GOVT. OFINDIA
772
Kt/

e Proof of Identity (Pol) - Mandatory
e Proof of Address (PoA) - Mandatory
e Date of Birth (DoB) - Optional

Document-based
Enrolment

Introducers include:
e Registrars’ own employees
e Elected local body members
e Members of local administrative bodies
e Postman

P

. v

=

. NE ¢ Influencers such as teachers
.

f\ e Health workers

e Doctors

e Anganwadis / Asha workers
e Representatives of local NGOs

Introducer-based
Enrolment

-
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Information  Captured during Introducer-based
Enrolment:

e Introducer’s name
e Introducer’s Aadhaar number

e One modality of biometric information of the
Introducer

e Name of Head of the Family
¢ Proof of Relationship (PoR) of resident and HoF

Head of Family )
based Enrolment ¢ Head of Family’s Aadhaar number
e Biometric confirmation of the Head of Family at

time of enrolment

¢ Proof of Date of Birth
¢ Proof of Relationship (parent and child)

Enrolment ID or Aadhaar number of any one
parent, preferably that of the mother in the event

Child Enrolment
ﬁ.f both parents are alive, or guardian

(below five years ﬂ
3N

Cos

4 J

of age) e Biometric confirmation of the any one parents at

time of enrolment

e The address of child will be the same as that of
the linked parent / guardian

s
"“" List of Documents allowed as are specified in Appendix G

ﬁ Convenience Charge: Fresh enrolment and Mandatory Biometric Update for Child after obtaining 5
years in age is FREE OF COST. Operator/ supervisor asking money such activities may be
BLACKLISTED and further legal action will be taken against them. Complete Details of Charges that can
be collected from the Resident is mentioned in Appendix H

Information captured during Enrolment

Biometric information required for enrolment from all individuals except for children below 5 years of age.

Facial image All ten fingerprints Scans of both Irises
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Biometric information namely - all ten fingers and Iris is not required for enrolment of children below 5 years of
age. Facial photograph is captured for the children below 5 years in age.

The demographic information shall not include race,
religion, caste, tribe, ethnicity, language, record of
entitlement, income or medical history of the resident.

Enrolment of residents with biometric exceptions like missing finger/missing eye etc following needs to be
captured:-

- [— o

=T
1¥L

e Complete Demographic Information

e One iris, if not possible to capture both the irises
e Fingerprints of remaining fingers in case of missing finger

e Exception photograph

Aadhaar Generation/Updation Steps

®
Step 1: Enrolment/Update >
The enrolling agencies shall upload the
enrolment/update packet to the CIDR using _
the software provided by the Authority. L | Step 2: Aadhaar Processing at CIDR
The Authority shall process the
enrolment/update data received from the
Enrolment Agency.
Step 3: Rejection >
The Authority may reject an enrolment/update < Step 4: De-duplication/Checks
request due duplicate enrolment, quality or —— :
any other technical reason. After de-duplication and other quality checks
as specified by the Authority, the Authority
generates/update the Aadhaar number.

Step 5: Delivery of Aadhaar Number >
e The Aadhaar is communicated to Step 6: Rectification or Update

residents in physical form (Aadhaar

letter) e In case there is some error in the
) ] information mentioned in Aadhaar Letter
e In Electronic form (e-Aadhaar) available or e-Aadhaar, resident may contact the
for download from = Authority by calling 1947 or writing to
https://resident.uidai.gov.in/ (registered help@Uuidai.gov.in

eSS L RIS e Resident can also submit a Update

e Downloaded in the form of m-Aadhaar Request by following the Aadhaar
Android Application (registered mobile Update Process specified by the
number is required) \ 4 Authority
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Aadhaar Update Process

Aadhaar number holder may seek alteration of his demographic information or biometric information in cases
mentioned below through the Aadhaar Update Process specified by the Authority.

e In case any demographic information of an Aadhaar number holder is incorrect or changes subsequently,
the Aadhaar number holder shall request the Authority to alter such demographic information in his

record in the CIDR

e In case any biometric information of Aadhaar number holder is lost or changes subsequently for any
reason, the Aadhaar number holder shall request the Authority to make necessary alteration in his record

in CIDR

¢ Mandatory Update: The biometric information of children has to be mandatorily updated upon attaining

five years of age and fifteen years of age

e In case of deactivation, an Aadhaar number holder or resident is required to update his or her identity

information partly or fully

¢ No identity information in the Central Identities Data Repository shall be altered/updated without the
nofe~ resident’s consent or request. The reasons for deactivation of Aadhaar Number is specified in Appendix

Mode of Updates

Visiting
Enrolment
Centre

Online mode

At any enrolment centres with the assistance of
the operator and/ or supervisor. The Aadhaar
Update Request Form is specified in Appendix J
(a).

The resident will be biometrically authenticated
and shall be required to provide his Aadhaar
number along with the identity information sought
to be updated and supporting documents

List of Enrolment Centre is available at:
https://appointments.uidai.gov.in/

Resident's Address can be updated online
through SSUP Portal by submission of Aadhaar
number and the registered mobile number and
uploading the supporting documents

Authentication will be carried out through a
One-Time Password (OTP) sent to the registered
mobile number

The SSUP Portal is available  at:
https://ssup.uidai.gov.in/web/guest/ssup-home

v The resident shall be assigned an update ID for tracking the status update, and the revised Aadhaar
nofe £~ |etter may be made available to the resident in physical or electronic form.
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Chapter 4. ECMP Client Installation and Registration
Guide

This chapter provides installation instructions to install the AADHAAR Enrolment Client Multi-Platform (ECMP)
Online Version 5.5.5.9 under Windows Operating System along with, explaining the process of using the client.
The document is also intended to be a user manual for the AADHAAR Enrolment Client.

Pre-requisite to setup Online ECMP at Aadhaar Seva Kendra

a. Aadhaar Seva Kendra operated by any Enrolment Agency/ Registrar needs to white listed the following
I.P. in their Internal server to access the Online ECMP Client:-

Ports L URLs Responsible For this
Destination IP
(Protocol) Port
103.57.226.156 (DC) o o _
TCP/IP, onlineclient.uidai.gov.in
80/58080 103.58.114.156 (DR)
(http/https) 103.57.226.35 (DC)

TCPI/IP, sftpportal.uidai.gov.in
103.58.114.35 (DR)

103.57.226.23 (DC) o .
53508 (sftp) sftp.uidai.gov.in
103.58.114.23  (DR)

b. Local System Ports to be opened by the any Enrolment Agency/ Registrar at their Aadhaar Seva Kendra
which will be used for the devices and services are mentioned below:-

Devices/URLs
Ports Reason For Opening Port Responsible For This
Port
6374 Captured FP and Iris Quality check Application
4401 to 4410 Finger Print Scanner VDM services
230020:;025’20 01& DM and Authentication services Device Manager

c. Enrolment Agency/Registrar must ensure uninterrupted Internet Facility For Registering & Execution of
Client Process

d. Enrolment Agency / Registrar must check the availability of STQC Certified devices like Finger Print Slap
Scanner ,Iris, GPS, printer, scanner & drivers

e. Enrolment Agency/Registrar must check that Antivirus installed in each Enrolment Station should not
block the transaction of the Aadhaar enrolment client.

f.  Enrolment Agency/Registrar must check that the proxy configuration for forwarding http and SFTP traffic
is allowed
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g. Enrolment Agency/Registrar must ensure that http/https tunnelling is not enabled for SFTP traffic.

h. Enrolment Agency/Registrar must ensure that Bypass client IP from SSL scanning on the Proxy is
allowed

i. Enrolment Agency should send the information about the Proxy Setting and I.P. Information to UIDAI
Tech Support team with the approval of Authority’s Regional Offices for white listing the same in UIDAI
Servers.

j-  Enrolment Station and Hardware/Software Specification: Enrolment Agency/Registrar must ensure that
the below mentioned list of Hardware/Software are available in each Aadhaar Seva Kendra:-

e Desktop/Laptop.

e Camera — 2Mega Pixel.

e Slap Scanner — ECMP.

e Single Finger print Device — UCL.

e |RIS Scanner.

e Printer.

e Scanner.

e Windows 7 or Windows 8 (32-bit and/or 64-bit editions).

e High-speed Bank Network Connectivity (for uninterrupted connectivity during client
installation/enrolments/Updation).

e The enrolment station (Laptop/Desktop) should be pre-installed with associated drivers for printer,
Camera, scanner etc.

e Updated window O/S installed using windows live update.

e Anti-virus if any installed should be disabled while client installation.

e 2 GHz,Dual core CPU or Later.

e 4GB RAM or higher.

e 160 GB HDD.

e Dedicated USB 2.0 port(Minimum 5 ports required) for use of IRIS, Finger print scanner, Camera

etc.
Valid (alpha numeric/numeric) Bios Serial number.

Installation Process

Enrolment Agency/Registrar must excess the below mentioned URLSs to download the latest version of the Online
ECMP Client 5.5.5.9

Item Reference Path after downloading the Release
Aadhaar Enrolment Client | ....\MSP_ECMP_ONLINE_5.5.5.9 Production_FullBuild_06.July.2018
Set Up Path \5.AadhaarEnrolmentClient\Setup_Aadhaar_Enrolment_Client_v5.5.5.

9.exe

Vendor Devices

...... \MSP_ECMP_ONLINE_5.5.5.9_Production_FullBuild_06.July.201
8\4.Dependencies
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Following salient features are available in the Online ECMP Client which was not present in the Offline ECMP
Client:

o No separate ECA Login and Admin.

e Secure Login with Operator Name, Id and UID along with Biometric Details authenticated in real time.
e All the functions/modules of the Client will only work inside Enrolment Agency’s Proxy Network.

e Supervisor/ Operator On boarding is not required in the local enrolment station.

e SFTP Installation and Registration to upload data not required.

STAGE 1: Installation Package Contents: The installation setup (extracted from the Installation Path) contains
the following folders:

a) ReadMe — Contains the Installation & Uninstallation Instruction

b) Checklist — This folder contains checklist needs to be filled at the time of installation and send it to
techsupport@uidai.gov.in

¢) Documents — Contains all the documents related to the Client application

d) Dependencies - this folder contains all the pre-requisites and Vendor Device Manger (VDMs) that are
required for Aadhaar Enrolment Client to work.

e) Aadhaar Enrolment Client — This folder contains the setup file of the product.

Once all the files are downloaded, users have to extract all the flies and Double click on the Setup. exe file
located directly under Aadhaar Enrolment Client folder and click next button as shown the screen shot below:-

2% Aadhaar Enrolment Client Setup —_ = Step 1
Welcome to Aadhaar Enrolment .
Client Setup Open Setup.exe file and

PaaeN — A
2 This wizard will guide you through the installation of Aadhaar CIICk NeXt-
V 'v Enralment Client Apphcaton.

ot 'm - Itis recommended that you dose all other applications before

iNstalling this setp. This will make it possible bo updste
AADHAAR relevant system fies without having your computer to reboot.
Click next to Continue.
| mext> |§| cance

&% Madhaar Enrolment Client Setup — | > Step 2

License Agreement

Please review the license terms before installing Aaadhaar Enrolment Client. ':_f;?‘,_;‘—)‘:\:‘ Read the terms and
N IV condition and if you agree,
Copyriaht (o) 2010 UID Authority of India. All rights reserved. = click on Agree button.

Frinted in India.
Flease dick on "I Agree™ if you agree to the below.

UID Authority of India hereby grants you permission to Install the Aadhaar Enrolment
Client Applicaton. All the rights of this application is with UID Authority of India.

Mo part of this artifact may be repraduced or transmitted in any form or by any means,
slectronic or mechanical, whether now known or later invented, for any purpose withoat

If you accept the terms of the agreement, dick I Agree to contnue. You must accept the
agreement to install Aadhaar Enrelment Client.

UID Aauthority of India | Aadhaar Enrolment Clisnt +5.5.5.9

<Back  |[[Temaree | [ cancel
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Choose Install Location

#=n HAadhaar Enrolment Client Setup —_— =

Choose the folder in which to install Aadhaar Enrolment Client. R

Setup will install Aadhaar Enrclment Client in the following folder. To install in a different
folder, dick Browse and se=lect another folder. Click Install to start the installaton.

Destnaton Folder

| [ Erowse...

Space required: 522, 1ME
Space available: 175.4GB

UID Aauthority of India | sadhaar Enrolment Cliene v5.5.5.2

<Back || Install ] [ cance

# Aadhaar Enrolment Client Setup - @ Aadhaar Enrolment Client Setup -

Installing
Please wait while Aadhaar Enrolment Client is being installed. 2

Successfully installed Aadhaar
Enrolment Client

Starting QSS ITV service...

Aadhaar Enrolment Client has been installed on your
computer.

Click Finish to dose this wizard.

EiTe Hindows
HBLPI0 IS0 Seies

@it
Bromehiwndonseti endemt 5

help@uidai.gov.in
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By default, the installation
happens to Program Files
folder also called as
Installation directory.

To change this directory,
click on “Browse” button
and select the proper
path to store the setup files

Let the Process of
Installation to Complete and
then click on “Finish
Button”

After Installation a “UIDAI -
Authority of India” Folder is
created in “C drive” & “Start
Menu” as shown

After the Process of
Completion of Installation
an “Aadhaar Client Icon”
will be created on the
desktop
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STAGE 2: Vendor Device Software Installation:

e Select the appropriate finger print and IRISVDM software from the “4. Dependencies” folder.

¢ Follow the vendor instructions to install them. Along with it please contact the Vendor for Installation of
GPS Device Drivers, Printer, and Scanner along with Camera Device Drivers.

STAGE 3: Proxy setting in ECMP application

e Once the Installation is done the Enrolment Agency/Registrar has to manually configure their proxy IPs
and port number in ECMP online client in each enrolment station. Please do the below setup before
Launching the application.

e Go to Location C:\UID Authority of India\Aadhaar Enrolment Client\conf
e Open the file ‘proxy.properties’. In proxy.properties file following parameters are available-

Parameters used for configuring custom proxy ip& port -
e custom.proxy.ip =
e custom.port =

Parameters used for configuring server proxy port -
e cidr.admin.server.proxy.port =
e cidr.cis.server.proxy.port =
cidr.sftp.server.proxy.port =
cidr.php.server.proxy.port =

These parameters are used to configure server proxy port in "proxy.properties” file instead of hardcoding
in "cid.properties" file. Server proxy port can be same or different.

Parameters used for configuring proxy username & password (only in 5.5.5.9)
e custom.proxy.userName =
e custom.proxy.userpwd =

= proxgyr-properties 252
A ST . Py . O =
2 custom. porit =
=
A ciddr.oadmin. Ssserwer - prosxy - et =
S Cciddr . Ccis.Saerwer . oy .- ot =
S ciddr.osfitp..oserwver .. pro=xy .- porit =
T ooddr . php.Sserwer .. oy .- ot =
L
O custom. proxy - userMamse =

A= U sTom . [PFraasys - userpaecd =
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STAGE 4:

Understand the General Instruction related to the use of ECMP Online Client

a)

b)

c)

d)

e)

f)

Transliteration — Most of the fields in the application are provided with transliteration function. Press
TAB key to transliterate a field after entering the data in English. Data will be transliterated to the local
language selected. In case transliterated data need to be overwritten, press INSERT key to make the
change effective. Press CTRL + K to get on screen local language key board.

Mandatory fields — All mandatory field are marked with red coloured star - *. Field level validations will
not be passed until these fields are filled with valid data.

Every field in the enrolment client has set of validations associated with it. These validations will be
invoked while navigating out of the field. In case certain validations fail, user can see the field
highlighted (in red colour).

Every screen in the enrolment client application has set of validations to prevent erroneous data
getting into the system. These validations will be invoked while switching from one screen to another.

If all validations are passed, then a green colour tick mark Iwill appear near the screen name.

Maximum number of attempts allowed to capture resident biometric details is configurable. Here, it is
set to 4 attempts. If all the 4 captures fail and does not meet the defined threshold, the last capture is
considered as the best capture.

Maximum number of enrolments performed per day, maximum number of un-exported packets
allowed in the client and interval between mandatory synchronization are set by the server. Once
client reaches any of these limit, all enrolments related features in the client will be disabled. However
other features like end of day review, export and sync, report etc will be enabled.

Client Registration Process

Each Enrolment Agency/Registrar should have the following information available with them before the start the
registration of Online ECMP Client with the Authority:-

a)
b)
c)
d)
e)
f)

9)
h)
i)

3 digit Registrar code provided by the Authority

4 digit enrolment agency code provided by Authority

5 digit Station ID number should be unique for the same Registrar and EA Combination.
Enrolment agency specific user name and password to register in the enrolment client.
Enrolment Station/ System should be connected to Internet.

User Credential Files which contains Active operator and supervisor details

Master Credential Files which contains Pin code and VTC details

Registrar Files which contains POA, POI, POB & EA-Registrar Mapping details

Name Dictionary which contains suggestions given by operator in different fields of demographic
page of ECMP client

Client Registration is the first step in configuring the enrolment client is to register the enrolment client with UIDAL.
Without registration operators cannot login to enrolment client. Below are the steps to register the enrolment
client and download the Master Data.
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Database Management Window

Import Master Data

The master database is available as a separate download from the Aadhaar Administration portal. Please read the user manual on how to obtain
and prepare the master data for import inte the enrolment client. The new data will become available the next time you start the enrolment client.

) (] Cimeer )

mport master aata from fie: (|

Import Registrar Data

The registrar database is available as a separate download from the Aadhaar Administration portal. Please read the user manual on how to
obtain and prepare the registrar data for import into the enrolment client. The new data will become available the next time you start the

)] Lo )

Import registrar data from file:

import Name Dictionaries

The name dictionaries are available as a separate dewnload from the AAadhaar Administration portal. Please rea d the user manual on how to
obtain and prepare the name dictionaries for impert into the enrolment client. The new data will become available the next time you start the

) (] Comeon )

Import name dictionaries from file:

Import User Credentials

Please note Importing a new filemay ¥ created user accounts with Aadhaar enrolment
client.For new credentials in the file, you may have to create user accounts on the local operating system.

) (o] (omeors )

Impert user credentials file :

help@uidai.gov.in
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To download these
credential files we need to
go the portal

https://eaportal.uidai.gov.i

n

Download all the credential
files required for importing
in the ECMP Client

Click on Aadhaar Enrolment
Client Icon on the desktop
and select “ Database
Mgmt. tab

Import all the files
mentioned below which are
provided by the Enrolment
Agency/Registrar.
- Registrar
Credential- .Zip format
- Name Dictionary
- .Zip format

- User Credential - This
File is in . XML format so
for this we extract the
data from Zip Folder

Toll free Number: 1947



https://eaportal.uidai.gov.in/
https://eaportal.uidai.gov.in/

«=4¥ Government of India

20

AADHAAR

Import Master Data Once Browalng of th
Zip file is complets

=liclk on Import

=
L= ) [ ] [ | [ | -
Import User Credentiais B ™ |
Floase note my  Fles of Ty = o Database Fie (- =i = |
Cae= Ciiok on Gpen
o o el the

Import Complete

o Master data imported success fulhy.

Z)

AADHAAR

Reitalidd and Agencry Delass

L — -

Rl G ™
fmrmrmet Ageray hame Ll i e S gy £ ase
E—— Frep——

Twre Lamprs

F APTTEN LR eI F NN

TFiES o by OF Wik i § i e (el o] S b iR CROH Ady FeRathid] IS TEE s o & [ife Wil Bis
el wail b subsmgunnity ropcd i o oo b pooe sed sitboul eegisbenng

s g (angam

help@uidai.gov.in https://uidai.gov.in/

Select and import all the
files in the system

Confirmation screen is
shown once all the files are
imported

Step 7

Restart the  Enrolment
Client by clicking the ECMP
Client icon available on the
desktop

Enter the “User Name and
Password” provided by the
Enrolment
Agency/Registrar and Click
“register”

- After successful
registration the user will
be re directed to the
ECMP login screen and
by default it will show
only single finger print
field
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Operator/Supervisor will
provide their Aadhaar
Number, Login ID, Name
along with Fingerprint/Iris
based authentication.

Step 10

On successful
authentication, the GPS
Menu may be opened by
clicking “ processes” tab

Step 11

Once the coordinates are
captured, confirmation
message is displayed on
the screen.

Step 12

Operator Sync should be
performed by entering all
the required details.

Operator Sync menu is
available by clicking the
“Processes” icon in the
client
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Step 13

Operator/Supervisor will
enter the OTP received on
mobile number registered in
Aadhaar.

Along with the OTP, either
one of the Biometric
Authentication like Iris Scan
or Thumb impression is
taken for authentication
purpose

Step 14

On successful
authentication, message is
displayed on the screen.

Now the user will be show
the main screen to start the
Enrolment or Update
Functions.
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Chapter 5: Guidelines for Capturing Demographic and
Biometric Details of Resident

Detailed Guidelines for Recording Demographic

k. Enter the Demographic details of the resident from the verified Enrolment/Update Form.
I.  In case of Aadhaar Update, only the fields which need to be updated should be marked and filled.

m. Ensure that the resident has provided his/her mobile number in the form. In addition to this encourage
resident to email ID in the form, for UIDAI to get in touch with the resident using these details, if required,
like in case of returned letters.

n. Pay attention to Data Aesthetics during demographic data capture. Avoid improper use of spaces,
punctuation marks, capital and small letters during data capture.

0. Avoid use of un-parliamentary language and transliteration error.

p. Leave those non-mandatory fields blank where no data is provided by resident. Do not enter N/A, NA etc.
in fields where Resident has not provided any data.

g. Filling Father / Mother / Husband / Wife / Guardian field is not mandatory for residents above the age of
5 years in case the adult is not in a position or does not want to disclose. Then select checkbox “Not
Given” in “Relationship to Resident”.

r. In case of children below the age of 5 years, one of the parents’ or guardian’s name and Aadhaar
Number shall be mandatorily recorded.

s. Itis not compulsory for only father’s name to be recorded against the ‘parent’s name.” Mother’s name
can alone be recorded for the ‘parent’s/ guardian’s’ name if so desired by the parent.

t. Enrolment of the parent is mandatory prior to the child. If the child’s father /mother / guardian has not
enrolled or does not possess Aadhaar Number at the time of enrolment, the enrolment of that child
cannot be done.

u. For Head of Family (HoF) based verification Name, Aadhaar Number of HoF and Relationship Details of
the family member to HoF are mandatory details to be entered.

/‘ Mandatory | Optional

&4{ i E
g/ B

Name Address a
@ ¥
) @y R = | (=&

}- 30 Mobile e-Mail ID
d

Gender Date of Birth
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Verification of Dully filled Enrolment/ Correction Form

4 Verification of Aadhaar Enrolment / Correction Form by Verifier >

e For Documents based Enrolment, duly filled of Aadhaar Enrolment /
Correction Form to be verified against the information mentioned in
supporting Pol, PoOA document

e For Head of the Family (HoF) based Enrolment- Name, Aadhaar
Number/EID of HoF and Original Proof of Relationship (PoR) with the
resident has to be verified and dully mentioned in the Aadhaar Enrolment /
Correction Form

e In case of a child below 5 years, POl and POA document for verification is not required, whereas
Original Proof of Date of Birth, Aadhaar Number/EID of either of the parents has to be verified and
dully mentioned in the Aadhaar Enrolment / Correction Form

e For Introducer-based Enrolment, Name and Aadhaar Number of the Introducer have to be recorded in
the Aadhaar Enrolment / Correction Form. The Introducer details must be available in the Enrolment Client

¢ Mobile Number of the enrolee is entered in the Enrolment/Update form mandatorily

sthority of Indl
< Pre-Enrolment ID > forvernment of India/g3

dgement/Resident Copy-

e This field is used for retrieving pre-enrolment data using KORY/ VAL 22
pre-enrolment ID (If available) i g o,k
e Enter the pre-enrolment ID and click on “Go”. Pre- \? | ey

enrolment data will get populated in the respective fields

e This pre-enrolment data may require correction

4 NPR Receipt Number > .|:|

If Resident possesses NPR receipt, then the receipt number should be
recorded in the field. Else, mark as N/A.

4 Full Name >

o Verify the Original Proof of identity documents (Pol) produced by the resident before 0
recording the name in case of Document based enrolment.

e Follow the guidelines given below when recording the resident’s name:

— Enter the full name - Ascertain from her/him the expansion of her/his initials and record the same.
For example, resident may tell that his name is V. Vijayan but his full name is Venkatraman Vijayan

— Do not include salutation or titles like Mr., Miss, Mrs., Major, Retd , Dr.

— Sometimes the infants and children may not have been name mentioned in Date of Birth Proof. In
such case please try to ascertain the intended name for the child by explaining to the resident the

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947

’ Page 37




Unique Identification Authority of India A//\\

Government of India AADHAAR

Manual for Aadhaar Seva Kendra using Online ECMP Version 5.5.5.9

importance of capturing the name of the individual and use the name mentioned in the Enrolment
Form

— In case of child below 5 years, POI/POA is not required whereas Original Date of Birth Proof and
Aadhaar Number of either of the parent as mentioned in the DoB Proof

4 Gender >

e M for Male : ) )
e F for Female ’

e T for Transgender

AAPAAAAR
I\

(3]
\ \ \
L oae orsinn ooo) P> M il

¢ Record Date of Birth (DoB) of Resident, indicating day, month and year in the "VF . ‘
relevant field " E- ’

o If the Resident provides documentary evidence (DoB Proof) of Date of Birth, E @ :
then check the box “Verified” and select the name of the document provided .
by the resident in the drop down provided for DoB documents

o If the resident does not have any documentary evidence (DoB Proof), record date of birth and check
the “Declared” box

e When the resident is unable to provide exact date of birth and only mentions his/her age, Operator
should only record age in the field provided. The software will automatically calculate year of birth

< Residential Address and Contact Details >

o Enter the C/O address details as declared by the resident

o Verify the proof of address document (PoA) produced by the resident
before recording the address in case of document-based enrolment

e Enter complete address including the PIN code and landmarks

e The local language transliterations may be incorrect due to phonetics and other reasons, and therefore
it may need manual correction and confirmed by the resident

e If document furnished is not available in the drop down list of PoOA, then it is not an acceptable PoA
document and resident may be asked to produce only the allowed PoA. For such cases the Enrolment
should not be performed till the time the resident produce the allowed documents.

¢ Resident’s mobile number must be added in the Enrolment/ Update Form. In addition to this,
resident may be encouraged to provide e-Mail ID for status update and using various
Aadhaar-based services.
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< Relationship to Resident (Conditional) >
e This is applicable only in case of HoF (Head of Family) based Enrolment

e Filling the father / husband / guardian or Mother / Wife / Guardian field is
optional. If the information is provided by the resident, the same may be
recorded

e In case the adult does not want to disclose, then select checkbox “Not Given” in
“Relationship to Resident”

e Incase of a child below 5 years, the Aadhaar number/ EID of parent/relative has
to be mandatorily recorded

< Disclosure >

Disclosure under Section 3(2) of THE AADHAAR (TARGETED DELIVERY OF FINANCIAL AND OTHER
SUBSIDIES, BENEFITS AND SERVICES) ACT, 2016:

e Ensure that the resident has provided his signature/ thumb print against this disclosure

¢ Resident must be informed about the implication of this disclosure

< Review by Operator and Resident >

e Operator must read out critical fields to the resident before the Operator finishes the Enrolment. The
Operator must reconfirm the fields given below:

— Spelling of Resident’'s Name(mandatory) M
— Correct Gender(mandatory) Eais
| ( )
— Correct Age/Date of Birth(mandatory) =

— Address — PIN Code; Building; Village/ Town /City; District; State(mandau!ny, ‘
— Relationship details — Parent/Spouse/Guardian ; Relative Name(mandatory)

— Accuracy and Clarity of Photograph of the resident(mandatory)
— Mobile Number (mandatory)
— email ID (optional)

e Operator must ensure that no such text like NA, N/A or ND is entered in fields that do not have any
information

¢ Leave those non-mandatory fields blank where no data is provided by resident in the Form

e Confirmation from the resident must be taken on the complete information mentioned in the enrolment
application and Local language translation must be verified by the resident before finalizing the
enrolment
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4 Operator / Supervisor / Introducer / HoF signoff ’

Fou
e Operator needs to sign off every enrolment by providing his/her fingerprint @

|

e Supervisor’s sign off is activated and provided in case of biometric exceptions &///A\\\—%\J
e For a child below 5 years, the biometric confirmation of linked parent/relative has to be captured

e For Introducer/HoF based enrolment, biometric confirmation of Introducer/ HoF has to be captured

PN

< Printing of Acknowledgment Slip ’

e Operator needs to take out the print of Acknowledgement Slip containing EID
(Enrolment ID)

e Resident has to sign the counter slip and provide it to the Operator for
scanning

< Mandatory Scanning >
e Aadhaar Enrolment/Correction From, Original Supporting Documents and Signed
Acknowledgement Slip containing EID (Enrolment ID) must be scanned to

complete the enrolment

e All the documents are returned to the resident and should not be retained by the
Operator

Detailed Guidelines for Collecting Biometric Data

Enrolment Agencies must use Biometric Devices certified by STQC for capturing Biometric data namely, Finger
print and Iris capture devices. The list of certified biometric devices is available at STQC website
http://www.stqc.nic.in/

Fingerprint Capture

e The fingerprints need to be captured in order of all four fingers of Left Hand followed by all four fingers
of Right Hand and then the two thumbs
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e The fingers have to be positioned correctly on the Biometric Device to enable capture

e There should be no direct light shining on the Biometric Device. Use the Indicators on fingerprint
devices for positioning of fingers.

e The fingers should be placed in right direction on the Biometric Device
e Use alint free cloth periodically to clean the platen of the Biometric Device
e Check devices periodically for scratches, out of focus images or if partial images are getting captured

¢ Fingerprints cut off, wet/smudged fingerprints, very light prints due to insufficient pressure will result in
poor quality

e The resident’s hands should be clean (no mud, oil etc). Ask resident to wash hands with water and
soap, if necessary

e The fingers should not be excessively dry or wet.

e The Resident should be requested to place all four fingers of the left
hand/right hand/two thumbs on the fingerprint scanner for the four-finger b
capture to ensure good contact and maximise the area of the captured
fingerprints

o Ensure that the fingers are placed flat and till the top joint of the finger is
placed well on the fingerprint scanner.

o If automatic capture does not happen, the operator should force the
capture 4 times till the all the lights on the device turns green.

e The operator should check the actionable feedback when capture fails. Some actionable feedbacks
provided by software are:

¢ Number of fingers present does not match with expected number of fingers

Finger not positioned correctly
— Too much pressure (duty cycle)
— Too little pressure
— Central region missing
— Excessive moisture (wetness)
— Excessive dryness
e Fingerprints are best captured in standing position
e In case of additional fingers, ignore the additional finger and capture the main five fingers
e Ensure correct placement of fingers during fingerprint capture

e In case of missing finger select the missing finger and follow the Biometric Exception Handling
Mechanism
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Iris Capture 3 1 A |
'u'l;;::w

'_ »"";;wul

e Ensure correct alignment of left and right eyes and allows for more
accurate estimation of roll angle

e The Resident will be required to sit in a fixed position, like taking a
portrait photograph V/ 1

e The software is able to measure the iris image quality. An initial image quality assessment would be
done to provide feedback to the operator during the capture procedure. The software alerts the
operator with actionable feedbacks, if the captured iris image is of insufficient quality. Some actionable
feedbacks provided by software are:

Occlusion (significant part of iris is not visible)

Iris not in focus

Gaze incorrect (resident looking away)

Pupil dilation

e The iris capture procedure is sensitive to ambient light. No direct or artificial light should directly reflect
off the Resident’s eyes

e The device should be held steady. In case device requires to be held by resident, the enrolment
operator/supervisor may help the resident to hold the device steady

e Table light used for facial image capture should be switched off during iris capture

¢ Direct sunlight or any other bright light shining on resident’s eye will create reflections and result in poor
quality image

e Operator must instruct the resident to look straight into the camera, open eyes wide open, do not blink
and to be stationary during iris capture

e If resident is having trouble during Iris scan and recapture is required, then the operator may navigate
to the next screen to capture other details and then return to Iris capture. This will relax the resident
from constant pressure to keep eyes wide open during iris capture

e The Operator needs to be patient during capture and wait for the device response instead of scrolling,
navigating back and forth on screen

e In case the Iris is not captured as required, Operator must try capturing the iris 4 times

Facial Image Capture

e Position: For capturing facial image, it is advisable for the operator to
adjust the camera instead of the resident to position herself/himself at the
right distance or in the right posture. Frontal pose needs to be captured i.e.
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no head rotation or tilt

Focus: The capture device should use auto focus and auto-capture functions. The output image should
not suffer from motion blur, over or under exposure, unnatural coloured lighting, and radial distortion

Expression: Expression strongly affects the performance of automatic face recognition and also affects
accurate visual inspection by humans. It is strongly recommended that the face should be captured
with neutral (non-smiling) expression, lips closed and both eyes open

lllumination: Poor illumination has a high impact on the performance of face recognition. It is difficult for
human operators to analyse and recognise face images with poor illumination. Proper and equally
distributed lighting mechanism should be used such that there are no shadows over the face, no
shadows in the eyes and no hot spots. No light exactly above the enrolee should be used since it can
cause shadows. Light should be diffused and placed in front of the enrolee so that there are no
shadows under the eye

Eye Glasses: If the person normally wears glasses, it is recommended that the photograph be taken
without glasses.

Accessories: Use of accessories that cover any region of the face is not permitted. Further,
accessories like turban are also allowed as religious, traditional practices

Operators need to be trained to obtain the best possible face images that satisfy requirements of the
software

For children, it is acceptable that the child sits on parent’s lap, but it needs to be ensured that parent’s
face is not captured along with child’s face

Actionable feedback needs to be checked for captures that fail. Some of the actionable feedbacks in
software are:

— No face found

— Resident too far (eye distance in input image is less than 90)

— Resident too close (eye distance in input image is greater than one third of image width)
— Pose (Look Straight)

— Insufficient lighting

— Very low face confidence (faceness, object not identified as human face)

— Pose (yaw angle in output image is greater than 11.5 degrees)

— Non-uniform lighting (of face in output image)

— Incorrect background (in output image)

— Insufficient lighting (bad gray values in face area of output image)
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Chapter 6: Performing Demographic and Biometric
Update using Online ECMP

Case | - Fresh Enrolment ( Children below 5 Years in Age - Head of Family based)

Step 1 e |
VeV ) Enrol a Resident a?. 3 W =

Login to latest ECMP | i e e
client using your
login credentials and
Click on “ Resident
Enrolment Tab”

Type the required
details in the
Personal Details
section and enter
details of Child o f=llen - momeneye e
name, gender and
DoB

-Translation in - ( =
regional language R — R
may also be checked

ETED DELIVERY OF FIMANCIAL AND GTHER SUBSIDIES, DERLFITS AND SCRVICES) ACT, 2096:

[ i the precedng 12 monthe & mAccmaton (Rolndng DOMSINCE) Provided by Me 10 The LIDWAT is fmy own 80 is Irue. COMect s S<Curats | 8m 8 wans thal sy nforseton

e ' TRt ey kSaEy AEsecag o iy B8 EoNiISd ba An Ty CEARANT DIV, MR O AR (5 TS
P

& Biomotric Excestions | | st b |

Step 3 . T
T Enrol a Resident| S &5 O =

Fill all the SR e e

Demographic Details | re=ensom
and Contact Details
including Mobile
Number and email

-Translation in
regional language
may also be checked

&6 [=1][€n - = o Dhonawm

TED DELIVERY OF FIMARKCAAL AND GTHER SUSSIDIES, BENEFIT S AND SCRUICES) ACT, 2006: e o]
oy o DecAreing el frraveited by foe 1o i UNDAL .t s e e B, Cooemact ared Acourmte.§ atm aw are: that ey informason | 8 Biometric Exceptons | [ e |

ianniny insecmation (excece vy b grovkied to AN RgenCy G W ry ot ent dering menlcation or e P the
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Step 4

Click References
tab and select a
document from Date
of Birth proof (PoB)
dropdown menu.

e e 1

) P F o E

Note- Fill the Head ‘:{@\ . ERolpsas

DHAAR | Resklent Enroiment  Life-Cycie Changes  Processes  Databose Wgmt

of the Family Details
(for HUF enrolment

Proof of Dale of Birth

only) Date of Birth Proof | Birth Certificate =
-Proof of Relation Ideniity and Addross Verification

(POR) Documents is |~ e }
selected from the St =
dropdown O iracucershat vyt ressient teyinddress

Mamerasdhass to

-Enter Total number

(®) Head of Family shall verify the resident's identityfaddress.

of documents to be (e ——r— Wanicpat Cor_ 2]

scanned including, otative petats

DoB and PoR Reson Type & tiarme i (Famer (=] [orpraks__oaym | T | |
Document * O Atertie [0 sem | €743 40000
Acknowledgement

and Enrolment Form

Step 6 g — Enrol o Resicdent | __:‘Z%“_ .....c.§...... <% = .;_a

Click Photograph
tab and click the
photograph of the
resident.

Finally, review of
Demographic and
Photograph may
be taken from the
resident. Click
Confirm.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Go to Fingerprints
tab.

- Capture the HUF
(any one parent)
figure impression
along with
Operator/Supervisor
confirmation and
click “VERIFY”

Printing of
Acknowledgement
Slip and getting it
signed by the
resident

Step 10

Mandatory
Scanning of
Supporting
Documents,
Acknowledgement
Slip and Aadhaar
Enrolment Form

Step 11

Confirmation Screen
with Enrolment ID
(EID) is shown and
the enrolment is
complete

help@uidai.gov.in

22
Enrol a Resident -

Eorwnent ity Changes  frocesses | Cassbase e

= et

S

AADHAAR

Enrol a Resident

Aadhaar: Documents Attachment

Myra Dhor

= w
V_}'%\\‘\‘ Enrol a Resident "w 3 o t

Resident Enrolment Completed Successfully!

Encolment I 117 UESE7 T TTT TT IS@OISA10M441

Canarsts sscmestion in regionsl ISnguSgs

Print Roceipt Attach Documents

[ rravious | (128 prt ereview | | E4

(SCL_UID_15362) ouishan knan | £10-1171-23675-110001 | werson 5.5.5.9 | 26-Sep-2018 10:44:45 AM | Location: 25° 37.52 N.TT~ 12.44" £153.70 m
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Case II- Fresh Enrolment ( Document based Enrolment)

) -« g o =

-Login  to latest :@\:‘ Enrol o ResI o ot nce e
ECMP client using : pezaclac memrsal

your login credentials e o

and Click on e, i :
i Resident AgemOB 3 O @ [13] [0 [+ 7 | o) verified g = W T 130417

Enrolment Tab” = | o S
-Type the required bt : ——— ;}
details in the Lamamark | o o ]
Personal Details —— ' e :
and Contact details om0 [ osroons COCR T — e e ot e

section as per the o 2o [ — 3 T —e o
Enrolment Form

-Translation in -
regional  language [N e (€ S

Be
by i on (except core the procedurs laid down by UIDAL

may also be checked

Step 2 i T T
';ﬁ‘ ¥ Enrol a Resident 3 3 ©Or =

Click References tab Fissutent Sncoment _Lie-Cycte cranges _Processes Ostavase wome
and select a

A [
AADHAAR

Proof of Date of Birth

supporting document — -

— Proof of Address
and Proof of  [Trrmmenmns s -

i oot (Vo _
Identity from U —— =
dropdown menu. (e Aty e

- Enter Total number  [Freeermmrsmvemme e -
of documents to be .

scanned including Fetobon Type & Home = Rk

DoB Proof, PoA, Pol o

Document, = -
Acknowledgement e e | e e |

and Enrolment Form

Step 3 “ZMY Enrol a Resident| e & o =

Click  Photograph
tab and click the
photograph of the
resident

(] [W] ] [F=5][E5]
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--Both the iris are
captured using iris
capture device

All finger prints and
both Thumb
impressions are
captured using slap
scanner

AADHAAR

(&) @] [>][&=] (]

Step 6 . =T
';/ﬁ‘\‘ Enrol a Resident _ @ 3 0, F

Finally, review of —
Demographic and
Photograph may be
taken from the
resident.

Click Confirm.

R LTh =TET=
Step 7 v';/—_"\\;;‘- Enrol a Resident 3’ O =

AAGHAAR

Operator/Supervisor
blometrlc_ b | [———— | [— g [y m—— o
confirmation and 3

click “VERIFY” and
Submit button

2 Prvious | [ P Previewe | |

(e ] (8] [<=>] =] (5]
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(5 Asanser =
Step 8 ".;,A;\i\“ Enrol a Resident a% & © =

Printing of

Acknowledgement
Slip and getting it
signed by the resident

AADHAAR Fisitent Enroiment  Life_Cycie Changes  FProcesses Datsbase Mgt

Mare: [ Samang Unbvermat Pick Brher 2

State: - Ders Status: _Accesting pbs

Tywe:
into: [ Prt Yo g0
Varification Details
Print Range Copies
Proof efidentty: Veter D
Proof of address: Voter D .
® A Poumber ot copass: ==
Proct f Gate of Bt N = k=
© Pages (] Cotate
Resident biometrics details -

@ Provious | | = Print Preview | [

Step 9 ",%;\‘\‘. Enrol a Resident 3 3 o 5:

Mandatory Scanning Aadhaar: Documents Attachment
of Supporting
Documents- Pol and
PoA,

Scanner (Sommung SEX-3260 Seres

e [ 100 =

Scanmods @ Colr O Black,

Acknowledgement usimiviotl IRURIORIN rayy-— p==R—
Slip and Aadhaar ] IR ! S [ e
Enrolment Form mecode: R

Enrowment farm

[ erovious | | b print previowe |
(& W] [=] (& [EF] scLu 2 Siaagenc T B S———

Step 10 '_’A/\/A\\‘_ Enrol a Resident 3 3 WO Ei

AADHAAR Resigent Enraiment LifeCycle Changes Frocesses Database Momt.

Confirmation screen is

displayed and Mo

Operator/Supervisor oo

ca start another s : p Successruliy!
Enrolment/Update e Svromant 17T s

‘Generste geciarstion in reginal Bngusge

[ et rocem | [ Amach Doouwments
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Case llI- Demographic update (A) and Biometric Update (B)

T

AADHAAR

- -

Update Resident Information 3

 §

J

HousefBidgrat 3k (K 1201

StreetRoadiLane 3t | Kush  osd

Landrark | Hear

bl Schoo!

AteslLocaitySector | San . agar

VilsgeTowniCly 3¢ | Ba.

State, PinCode 3¢ Dol

Moble No_# | 5991 1060

Samai

100

L] o]
Contact Details (Detautt) ¥ /
[e0 [o)|[Pa sngh (. &

whEn (o 07

o [ ot ot s 8w

)
]
i % (e 9w ]
J
J

AND OTHER SUBSIDIE:

section 32) of THE 3
) fontem ati nave been resisng i o for st east 152 days n e preceding 1
whibe used for 5

by UDAL

o3 perthe

[ Zednear

=N e |

oA
v, g
= =
AADHAAR

Update Resident Information

, comect and o
agoncy ety wiEh may conASet Suring Suth

Fecient Enroiment  Life Cycle Changes  Processss  Dalabase Momi.

R o
= s

]

el
R, e i ok

o, o
s (a7 7o

e am wweare inat my nformation
entication

Proof of Date of Birth

Protograph

[ =eaheer =R =R =
-2 - o -
L% Y. Update Resident Information 3 3 cu E:

AADHAAR I Resident Enrolment  Life.Cycls Changes  Processes  Dalabass Mol

Supporting Documents.  Select

Relative Details | ] Nat Given

Relation Type & Name -

Documents Submitied for vermication

Totnl number of dacument pages submited H: | I

https://uidai.gov.in/

Step 1 (A)

Select Life Cycle
Changes menu.

Click Update Resident
information details.

**Enter information to be
updated in the fields.

***|n case Mobile
No./Email is to be
updated, only Aadhaar
Number, Name and
Mobile No./Email are
entered.

Step 1 (B)

Select “BIOMETRIC
UPDATE CHECK BOX”
and enter resident name
and Aadhaar No. if only
biometric update needs
to be done

If this check box is
selected, no supporting
documents are
scanned. Only
Acknowledgment slip
and Form are scanned

Step 2 (A)

- In case of Demographic
Update, select the Proof
of Identity and Proof of
Address from the
dropdown

- Please select the
“CHECK BOX- NOT
GIVEN?” in relative details

- Enter the number of
Documents as “4” i.e.
Update Form,
Acknowledgement Slip
Pol and PoA Doc.

Toll free Number: 1947
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ER =
_'_%A\\‘\“_ Update Resident Information 3 3 oj ? Step 2 (B)

-In case of Biometric
Update and Mobile/Email
Update, only select the
e c “CHECK BOX- NOT
GIVEN” in relative details

. = e - Enter the number of
o Documents as “2” i.e.
Update Form and
Acknowledgement Slip.

Total number of document pages submEted i

Step 3 (A)

-In case Demographic
Update, Photo and any
one of the Biometric
(Fingerprint or Iris) is
captured

AADHAAR

-Quality of Photo and
Biometric confirmation
should be more than 50%

Step 3 (B)

In case of Biometric
Update only Photograph of
the resident is captured
along with both iris and all
fingerprints

SE— T=T=1 ;
= —— Ste 3(B)(
q}///a\v Update Resident Information 2 3 Or = - ( ) ( )

AABHAAR" Drnn R S Capture both Iris
impressions of the resident
and click Next.

7 Capture cach eye separately | <« Previous | | next -

g

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Step 3 (B) (i)

v '__‘ N Update Resident Information 22 T © =
Capture all fingers and
both thumb impressions of
— s ki — — — the resident and click next
= S
_ =
J%\A\‘\i Update Resident Information z". 3 o = Step 4 (A)

In case of Demographic
Review resident needs to
confirm all the details
entered in the system

Once the resident confirms
all the details, click confirm
button

s -In case of Biometric

Bha_-* Tingh

Hew Name: Uahan Singn

00B: Mot Changed e e T

Review, resident will only
confirm the Aadhaar
Number , Mobile
Number/email and
Photograph captured

Vorification Details.
Froof of ientty:
Proof of address:
Proot of Date of Birtn: NA
Disclosure under section 3(2) of THE AADHAAR (TARGETED DELIVERY OF FINANCIAL AND OTHER SUBSIDIES, BENEFTS AND
SERVICES) ACT, 2016:
Lot that  have beoo resiiog o i for atieast

-Once the resident confirms
all the details, click confirm

button

Step 5 (A and B)

In case of Demographic
and Biometric Update

Update Resident Information

Aadhaar: Confirm Enroiment Undate

Operator/Supervisor

biometric confirmation
is taken and “ verified
check box” is selected

After this submit button

is clicked

| [@] =] =] [€D]

help@uidai.gov.in
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—
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Step 6 (A and B)

Print Acknowledgement
Slip and get it signed by
the resident

Update Resident Information

Residents name shallbe updated in our records.
Bh.gy.. Singh W RNiE

i e R

New Name: Mahar Singh

CI0: Prasadi Sign
HouserBuliding/Apt : Kn fio-|
StrectRoad/Lane © Kusha

Update req P!
Update Request Number 2017/798: "~ == ~31&/11/08/01

= —
[ rootmocsen || Atach pocuments
Prootof ety Vorer @

Proof of agdress: Electricty Bil (not oider than 3 months)

Landmark : fear ¥
ArcarsectorfLocality : Sarooy

Vst oy, - Ram

Proof of Date of Birth: NA

ection 3(2) of THE AADHAAR (TARGETED DELIVERY OF FINANCIAL AND OTHER SUBSIDIES, BENEFITS AND

siging in Indis for ot least 182 &

Step 7 (A)

In case of Demographic
update, supporting Pol,
PoA, Signed
Acknowledgement and
Update Form are
scanned and saved (4
Documents)

Bhr=~* Sin Scanner (ViA-GansBcan LA 126 =) (&)

< Pravous | [ ot roview || 4

Step 7 (B)

In case of
Biometric/Mobile/Email
update only Signed
Acknowledgement and
Update Form are
scanned and saved

BanuNan

-

< prevous | [ et Print eroview || F4

Step 8 (A and B) -

Final Confirmation and
Proceed to next
Enrolment and Update

= oreveve | [# pr review | | E8

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947




14, Unique Identification Authority of India A//\\

Government of India AADHAAR

Manual for Aadhaar Seva Kendra using Online ECMP Version 5.5.5.9

Chapter 7. Exception Handling

There would be instances where a resident would not be in a position to give complete set of biometrics owing to
reasons such, as injury, amputation of the fingers / hands and similar problems with the eyes. The following
guidelines are to be followed while handling such exceptions.

Exceptions in Handling

Frel e Fingerprint Image Capture SUEESEns
1. The type of exception must be explicitly marked in
ey the software along with Exception photograph.

amputated /
bandaged fingers

2. The fingerprints of remaining fingers are captured.

3. Resident must be asked to confirm about this
condition before proceeding

Exceptions in Handling

Fiel e Iris Image Capture

Suggestions

1. If capturing Iris image is not possible due to
non-existence of one or both eyes or bandage

Capturing Iris across one or both eyes / any other deformity or

image is not disease, the same has to be recorded in the
possible system.
2. Resident must be asked to confirm about this
condition before proceeding
- 1. The type of exception must be explicitly marked in
IE Q_“g the software along with Exception photograph.
Squint / ) 2. Ifthere is exception in one iris, the second iris must
disoriented eye be captured.

'ﬁ : w 3. Resident must be asked to confirm about this

condition before proceeding

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Chapter 8: Guidelines for Enrolment Operator/
Supervisor on Quality of Enrolment/Update

Quality Check of the Demographic details and the supporting documents scanned during New Enrolment and
Update is done before the Aadhaar card is issued to the resident. This is to ensure quality and correctness of
data in the system.

Enrolment Quality Parameters leading to Process and Demo Error

e The enrolment operator/supervisor should follow the quality parameters as advised by the Authority
and should capture demographic and biometric details correctly

e They must avoid the errors described below to avoid any financial implication and blacklisting from the
Authority

e The errors made during enrolment/update may result in blacklisting of operator and he will not be able
perform any enrolment/update

Quality Check for Enrolments and Updates

Fields Do’s and Don’ts

Enrolment operator should verify and match the name carefully against the Proof
Document submitted by the resident.

Do not include any junk value or use any un parliamentary language, this may lead
to blacklisting of operator.

Name The name should not include any salutation like Mr. Ms. Smt. Dr. etc, else, such

enrolments will get rejected.
The transliteration in local language should match with the name in English.

Gender The gender of the person should be captured correctly.
Date of birth of the resident should be captured correctly as per the proof document
submitted in case of verified case.

Age

Enrolment operator should verify and match the Address carefully against the Proof
Document submitted by the resident.

Address ) ) ) .
Do not include any junk value or use any un parliamentary language, this may lead
to blacklisting of operator.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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The transliteration in local language should match with the address in English.

The address should be captured in full and should include details like house
no/name, locality, street, City/Town/Village, Pin Code etc.

Photograph of the resident should be captured correctly as per guidelines provided
by UIDAI.

Photograph The photo should be neither too dark nor too bright.

The face of the resident should be clearly visible and identifiable.

Process Errors

Process Description

Enrolment Operator/Supervisor should make sure that photo is not taken from:

e Hard copy of photo (passport photo etc.)
e Photo on a monitor

Capturing Resident e Photo on a mobile device

Photograph _
¢ Photo from magazine/ newspaper/ book/ poster

The photograph should be clear and not blurred. There should be sufficient light
while capturing the photograph.

Enrolment Operator/Supervisor should ensure that Unparliamentary/Offensive

Capturing Resident | 5n45ge is not used.

Demographic Details

The Enrolment Operator/Supervisor should verify the proof documents submitted by
the resident and ensure the following:

1. The Name, address, DOB should match with the Proof document submitted.
Verification of ) )
Documents 2. Should accept only valid and approved proof documents as per UIDAI list of

approved documents.

3. Should scan the documents completely , so that all the details are captured
clearly.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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4. Should not accept any fraudulent/tampered document as proof.

5. The scan of the proof document should be clear and readable.

6. The document name selected on the client should match with the proof
document submitted.

Document Error — Most Common Reject Reasons

n Most of the enrolments are getting rejected due to Invalid Documents submitted by the residents.

n Reviewers at Enrolment Centre need to be more vigilant in checking the document before Enrolment.
Some common rejections under Invalid Document category are mentioned below.

Document Error Reject Reason

e Any document scanned as POI/POA/POR/POB which is not in the list of
approved documents will be rejected

Invalid Document e If Name/Photo is missing in POI document, then it will be rejected

5]

e For example, ration card can be used as POI only if it has both Name and
Photo of resident

o Aadhaar Card/letter scanned as POI/POA/POR/DOB will be rejected

e In case of certificate issued by authorized person as per the approved list,
Photo of resident is mandatory and it should have stamp and signature of the
person issuing the certificate, else it will be rejected

e If the document which is attached as POI/POA/POR/POB has expired, it will
be rejected

e When Voter ID card is submitted as POA, both sides of the ID card need to be
scanned, else it will be rejected.

Common Errors by Enrolment Operators

Here are some common errors committed by enrolment operators. Each operator should be careful in avoiding
them.

e e Enrolment operator should not attach Enrolment Slip/Aadhaar as Proof of
Slip/Aadhaar Card is Identity/Address/Date of Birth. This is not a valid proof and will be rejected during
attached as Quality check. The operator may also get balcklisted for uploading incorrect

POI/POA/POR/DOB:;  document.
This will be rejected in
QC as Invalid
Document.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Invalid Document:
Aadhaar Letter is not
valid as POI/POA/POR
and will be rejected
under Invalid
Documents.

Invalid Document:
Scanned copy of
only one side of Voter
ID is considered as
invalid document. An
operator should
ensure that both the
sides of Voter ID are
scanned.

Invalid Document:
Certificate issued by
Principal/Village head

without Name and

photo of resident is
considered as invalid
document.

Transliteration Error:
Demographic Details
in English does not
match with Local
Language

POI: Resident name
having ‘urf’, alias in
POI

Age-Photo
Mismatch: Age and
the photo of the
resident should
match

help@uidai.gov.in

During enrolment, the Enrolment operator should ensure that the document being
accepted and scanned as POI/POA/POR/DOB is valid as per the UIDAI list of
aproved documents. The operator should also ensure that the document is valid as
on date before accepting any document. Accepting invalid document will attract
penalty on the operator and the may lead to blaclisting of the opertor.

A common error committed by enrolment operator, which has been noticed in
Quality check is that while accepting Voter ID as POA, operator should ensure ,
both sides of the documents is scanned.The enrolment will get rejected if both sides
of Voter ID is not scanned.

When accepting cerificate issued by Village head/Principal on letter head as
POI/POA , the enrolment operator need to ensure the photo of resident is attested
on the certificate with stamp and signature of the issuing authority. If the photo
graph is missing in the certiicate, then the certificate is considered invalid and will be
rejected.

Operators have to pay attention while entering the demographic details of the
resident. If the CAPS LOCK is ON, then attention need to be paid to the
transliteration. The operator need to ensure that the Demographic details entered in
English is matching with the local language as well, other wise the enrolment will be
rejected.

Operators have to pay attention that while accepting POI documents, the resident
name should not have ‘urf’ , ‘alias’ in the Proof of Identifty document submitted.
Such document will be rejected during Qaulity Check. The POl document submitted
should have only a single name as entered in the enrolment form . Resident name
with ‘urf’, ‘alias’

When the DoB is declared, care must be taken to verify the year of birth of the
resident. Especially in case of children, the year of birth should be verified with the
parents while entering declared DoB.
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Chapter 9: Offences and Penalties

Offenses and Penalties Due to Error Caused during Enrolment/Update

Demographic Error (DE)

Nature of Deficiency Monthly Action to be taken

Amount withheld per case shall be
Rs. 25 per packet. For Monthly

These are errors in data quality like poor CUmMUIEEIE (915 ETers

quality of photograph, Obvious Gender or |) For 30 cases - Suspension of
Date of Birth errors etc. operator for 180 days

I) For 50 cases - Suspension of
operator for period of ONE Year

Biometric Error Il (BE-III)

Nature of Deficiency Monthly Action to be taken

Amount withheld per case shall be
Rs. 25 per packet.

For Monthly Cumulative BE-III errors

Photo not as per guidelines (1) For 30 cases - Suspension of
operator for 180 days

(2) For 50 cases - Suspension of
operator for period of ONE Year

Nature of Deficiency Monthly Action to be taken

Amount withheld per case shall be Rs.
1000 per packet.

For Monthly Cumulative BE-I errors:
Full Finger Prints or Full lIris
incorrectly recorded as missing

Photo of Photo within a BE
2. For 5 or more cases -

Exception Photo of a different person Suspension of operator for period
of Five years. Appropriate legal
action needs to be taken if
cumulative error count is >=1

1. For lor more cases - Suspension
of operator for ONE year
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Biometric Error Il (BE-II)

Nature of Deficiency Monthly Action to be taken
Amount withheld per case shall be Rs. 25
per packet.

. Bﬁd quality photo in exception  For Monthly Cumulative BE-II errors:
photo )
_ o _ 1. For 30 cases - Suspension of
e Exception not \visible in operator for 180 days
exception photo i
2. For 50 cases - Suspension of

operator for ONE Year

Photo of Photo (PoP)

Nature of Deficiency Monthly Action to be taken

Amount withheld per case shall Rs. 1000
per packet. For Monthly Cumulative BE-I
errors:

& ] 1. For 1 or more cases - Suspension of

photograph/or Non-Human ]
2. For 5 or more cases - Suspension of

operator for period of Five Years
Appropriate legal action needs to be
taken if cumulative error count is >=1

Unparliamentarily Language

Nature of Deficiency Monthly Action to be taken

Amount withheld per case shall Rs. 1000
per packet.

7

For Monthly Cumulative BE-I errors:
#@% !!! \

&#@% !
Use of unparliamentarily language/ 1. For lor more cases - Suspension of
abusive language in residents operator for ONE year

CLEMITFRIED 2. For 5 or more cases - Suspension of

operator for period of Five Years
Appropriate legal action needs to be
taken if cumulative error count is >=1

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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help@uidai.gov.in

Enrolment Agency Performance

Nature of Deficiency

Monthly Action to be taken

If the performance rating is below
90%, EA will be treated to be in red

Every enrolment agency performance will zone and if the performance rating
be rated based on quality parameters of drops below 85%, the enrolment

enrolment, adherence to
processes and guidelines

Nature of Deficiency

Excessive deficiencies/violations
reported during the  quarterly
performance review or where amount
withheld would exceed 50% of amount
payable for the period under review.

Gross violation of the stipulated
guidelines without potential intent to
fraud - Overcharging resident for UIDAI
services / involved in corrupt practices
and for running unauthorised PEC
found during inspections

Gross violation of the stipulated
guidelines with potential intent of fraud
- tampering with UIDAI's software
(BYPASS of  operator/supervisor
BIOMETRICS)

Document Error DoE |
e Fraudulent document

e Missing document

https://uidai.gov.in/

UIDAI's operations of the agency will be

suspended and their EA code and
empanelment will be withdrawn for 3
years.

Monthly Action to be taken

Enrolment operations of the agency will
be suspended and their EA code and
empanelment will be withdrawn for 3
years.

Rs. 50,000 per incident and blacklisting
of Operator for a year

Rs. 100,000 per machine and
blacklisting of Operator for 5 years

For Monthly Cumulative DoE-I errors:

e For lor more cases - Suspension of
operator for ONE year

e For 5 or more cases - Suspension
of operator for period of Five Years

e Appropriate Legal Action needs to
be taken if cumulative error count
is>=1
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Nature of Deficiency Monthly Action to be taken
Document Error DoE |l For Monthly Cumulative DoE-Il errors
e Invalid document e For 30 or more cases-Suspension

S B el GasmaET of operator for 180 days

Data mi tchin d i e For 50 or more cases — Suspension
° ata mismatch in documen of operator for period of One Year

e Document Name Mismatch

DoE Error | and Il will be considered as
Demographic Error and will be counted
along with DE % of total number of erred

Financial disincentive for document packets against the total number of

Error (I, Il and 111) checked packets for the month will be
arrived at and the same % of the total
payment of that month will be deducted
with DE error

* Capping on the total financial disincentive: Will be capped @ 50% of the total
payment in each monthly payment cycle
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Chapter 10: Guidelines for the Enrolment Staff to
Improve Customer Satisfaction and avoid Fraud and
Corruption

***|f you observe any deviations in abiding with the rules and regulations laid out for carrying out Aadhaar
enrolment and update by the Authority, then immediately report to the authority concerned. Follow the given
hierarchy to report deviations:

re ™
PN ah . db

Operator Supervisor EA (Nodal Officer) RO (Concerned)

Sample Escalation Matrix (Needs to be displayed at each Centre)

Centre Address

EA Name and Code

Operator Name and Contact Number

Supervisor Name and Contact Number

EA (Nodal Officer) Name and Contact Number
Registrar (Nodal Officer) name and Contact Number :

Contact Number of Grievance Cell, UIDAI, RO

***Qperator should give priority treatment to senior citizens and differently-abled residents.

In case of differently-able persons or a residents

In case of senior citizens: : ; ; : '
with Biometric exceptions:

Operator should try to capture all the Biometrics i.e., | Operator should mark that specific exception only in
10 Finger Prints, 2 Iris and Photograph. the software and capture all other Biometrics.

In case Biometric Device is unable to detect | Operator has to capture exception photograph with
Biometrics of senior citizens, operator should try the | clearly depicting the exception.
force capture option.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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EA Staff-

Operator/Supervisor

help@uidai.gov.in

DOs

TO IMPROVE CUSTOMER SATISFACTION

Ensure a standard procedure of
operator/supervisor on-boarding: Enrol
operator/supervisor, Train and Certify
operator/supervisor, Register and Activate

operator in EA Admin portal

Ensure proper training of operators including
device-specific training with the help of device
vendors/UIDAI Regional Office

Facilitate proper seating to ensure recording of
quality data by operator

Set up 'Help Desk' to ensure crowd and time
management and address residents' queries

Make available at least one laptop back-up at
each enrolment centre

Collect and clean Pre-enrolment data to save
enrolment time at centre

Deploy only UIDAI approved biometric
devices. Ensure that all the equipment
required for enrolment is provided at the
enrolment centres

Sensitise the Supervisor /operator on the
importance of capturing their finger prints
clearly at the end of each enrolment

Rate Card is pasted at each Enrolment Center

Ensure proper layout of the enrolment Station,
such as height of table, positioning of devices,
position of the resident vis-a-vis the operator,
lighting and position and tautness of the white
background

Brief the enrolment procedure to resident
before and during enrolment to put the resident
at ease and facilitate data capture

Read out if Resident is not able to read. Make
sure spellings of name, gender, address,
relationship details are correct

Be patient during enrolment and be courteous
to residents

Ensure that resident mobile number is entered
in the system

https://uidai.gov.in/

DON'Ts

Use one password for
multiple sets of Operator
IDs

No two Operators should
have the same Operator
ID (User code)

Avoid force capture of
biometrics of operators or
supervisors at the time of
on-boarding

Uncertified
operator/supervisor
should not be deployed

Do not compromise on
the standard of
equipment deployed at
enrolment stations

Do not demand extra
money other than
prescribed by the
Authority for any kind of
Aadhaar update

Do not deny any resident
for enrolment in case of
Biometrics exception and
poor quality finger prints

Do not speak rudely with
residents

Do not re-enrol residents
without checking status
of earlier enrolments of
resident

Toll free Number: 1947
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e Ensure that resident is made to understand the e Do not enter N/A,NA etc.

use of email ID in the enrolment/update in fields where Resident
has not provided any
data

e Operators need to proactively use “Find
Aadhaar facility- Advance search” before
any fresh enrolment to minimise the rejections

¢ Inform residents about time taken for Aadhaar
Generation/ Update i.e. up to 90 days

e Inform resident to download e-Aadhaar after
receiving Aadhaar generation SMS from UIDAI

e Inform resident to contact 1947 or
help@uidai.gov.in in case resident does not
receive  Aadhaar generation SMS or
e-Aadhaar is not available for download after
90 days

e Put the resident at ease and make sure that
the resident’s screen is on all the time during
the enrolment and ask the resident to cross
check the data being entered

e Give priority treatment to differently-able,
senior citizens and pregnant ladies

e Do not make any changes in the enrolment
form by yourself. Even if the resident insists to
make some minor changes in the form,
operator must refer this to verifier. In such
cases the operator must politely ask the
resident to go back to verifier and make
changes and take signatures of verifier
henceforth in the enrolment form.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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EA Staff-
Operator/Supervisor

help@uidai.gov.in

DOs

TO AVOID FRAUD AND CORUPTION

Log in with your own Operator ID in Aadhaar
client and log off the application when leaving
the seat so that no one else can use your login
window for enrolment

Change your login password frequently
Perform Operator sync activity regularly

Follow the standard operating procedure
prescribed by the Authority

Use the prescribed POI/POA only

Inform Authority proactively in case any fraud is
noticed by other EA Staff

File, back up and store enrolment data as per
UIDAI guidelines

Sign off all biometric exception cases after due
diligence

Ensure that GPS coordinates of all the
Enrolment machines are captured every day
before the start of any enrolment/update

https://uidai.gov.in/

XDON‘TS

Do not try to tamper the
Enrolment client/machine

Take Photo of a
Photograph to enrol a
resident, take Photo of
Deity (GOD), Objects,
Animal/s is taken in place
of Resident Photo and
Use Un-parliamentary
language in Resident
Demographic details

Attempt to enrol an adult
as a child to avoid taking
Biometrics OR Attempt to
enrol an child below 5
year in age as Adult

Acts as a guardian or
parent of a child only for
the purpose of Enrolment

Upload incorrect
document in support of
any enrolment like scan
copy of any newspaper

Use your mobile number
and email ID in residents
Aadhaar

Attempt to mix biometrics
of resident while
enrolment

Sign for enrolment done
by any other operator

Accept a photocopy,
scanned document or
any document form other
than the original
POI/POA

Keep a copy of resident
POI/POA (hard copy or in
electronic form)
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Appendix C

SAMPLE CERTIFICATE OF IDENTITY/ADDRESS FOR AADHAAR ENROLMENT/UPDATE

(TO BE ISSUED ON THE OFFICIAL LETTER HEAD OF THE ISSUING AUTHORITY)

Affix Resident’s recent
passport size coloured
Photo (To be attested
with half the signature
and stamp of the
issuing officer
appearing on the on the
photograph)

This is to certify that Mr/Ms ( Name of the Resident ) son/daughter/wife/husband/ward of
(Name of the relation/guardian) is known to me from last...... years. His/her photograph is
attached and is duly attested by me.

His/her current address is stated below and this certificate can only be used as Proof of
Address/Identity for updation of Aadhaar Number.....................cone. 1

This Certificate may be used as Proof of Address (PoA)/Proof Identity (Pol).

Current Address of the Resident:

Date:
Signature of Issuing Authority:
Full Name Issuing Authority:
Designation Issuing Authority:

Telephone No. of Issuing Authority:

Official seal

(To be signed personally by the Issuing Authority. Proxy signatures are not allowed.)

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Appendix D
SAMPLE CONSENT PROVIDED BY INTRODUCER

To,
(Name / Designation of Registrar Nodal Officer)
(Name of Registrar)
I, (Name) (S/0, D/IO, W/O) residing at
(Address) and holding the post of
(Designation) at (Organisation) ,

consent to being an Introducer for the purpose of enabling enrolment of residents for AADHAAR
and will follow the guidelines and procedures laid down for Introducers by the Unique
Identification Authority of India and the Registrar. | shall introduce only that resident whose
identity and address | personally know. | understand that UIDAI shall proceed to issue Unique ID

no (Aadhaar) based on my introduction”.

I will not collude with a person to impersonate another person (dead or alive) at the time of

enrolment.

I will not help an Aadhaar holder to deliberately take on the identity of another person by

changing his or her demographic information or collude to provide false biometric information.

AADHAAR Number / Enrolment number:

Name: Designation:
Signature: Date:
Landline Phone Number (Office and Home):

Mobile Number:

Email:

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Appendix E — Enrolment/Correction Form

L
-]

N A L T
naas

-
it S, Wi [ ool Bl oottt (il M e e o et s o el e ol ek, el T ey S ol Dk T, S | A S T

AADHAAR ENROLMENT / CORRECTION FORM .ﬁu

Aodhoar Evolmad B froe o volssiany. Covraolion wibinin 85 owrs of evvolmesd & also free. No charges ant appdicabile fos Form
and Aadhazs Ererolim enl 10 Cads ol Corrirlion peouise weer EID, Name and only that Field wahich sissds Correction._
b cass ol CowrisClaon proswide pour EID Mo e

1 Fre-Emmmobment 10 : Fd HPFR Rﬂ:q:ﬂu'l'lﬂ Mumber -
3 Full Mame:
Gender Male[)] Female| } Transgender{ } 5 | 8= ¥re os ?;:TEE: verthied (]
6 | Address: Cfo ) [) %o () Wi () Hio()
House Mayf Edg/aat. Street/Aosd flare
Landmark Areaflocaliyfsectar
willage/Tawn/City Past Office
Dstrict Sub-District Siate
E Ml Kol ko PiM COOE
7 | Detalls of : Father | ) Mother | | Guardian | | Husband | | Wie [ )
e il b 5 eyl il . — -
Pdamiz
EIDY Aadhaar MNo.-

erification Type : Document Based [ )| inbroducer Based | | Head of Famaly [ )
Select onlly one of the abowve. Select inbrodwcer or Head of Family only if ypou do not possess any documentary proof of
identity andfor address. Introducer and Head of Family details are not requiired in case of Document based Yerification.

B For Daocumeent Based (s Seres of ite doosmens prochced, Fefer averies] =f this forms for v of valid docurmes i)

a. Foi b. PO&
c. DO8 d. PO

For HoF Based = Detads of : Fatheer | | ot | | Guardian| ) Fusband | ) vwita (]
HoF's Eldf &adbacr Mo

| hereby confirm the identity and address af % being true, comrect and arcurabe.

IntroducerHoF's Kame: Slgnature of Introducer/HOF

Disclosure urder section 3[2) of THE AADHAAR (TARGETED DEUVERY OF FINAMCIAL AND OTHER SUBSIDIES, BEMEFITS AMD
SERVIOES] ACT, 2016

I confirm that | harve been residing in india far at |east 122 days in the preceding 12 months & information (including béomeetrics )
provided by me to the LMDAD ks my oan and s tnee, correct and accurate. | am Fsane that my information including biometnics
will be used for generation of Aadhaar and authentication. | understand that my identity information [escept core biometnc)
may be provided to an agency onlly with my consent during authentication or as per the provisions af the Asdhaar &ct. | have 2
rightt b access my identity information {except cone biomeetrics) fol|oedng the procedune kaid dossm by DAL

Werifier's Stamp and Signatune:
Wi i put hiyther Keme, B e i sod seailesie] Applicant's signa tunef Thumbprint

Ta o filed =5 the [necbrars dgerey ordy - Cwin L tirss of [erobreres === = =
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Appendix F — Cases of Omission

Cases requiring omission of Aadhaar Number
The Aadhaar number of an Aadhaar number holder shall be cancelled in the following circumstances:

(a) Ifitis established that more than one Aadhaar number have been issued to the same person, then
the Aadhaar number assigned from the earlier enrolment shall be retained, and all subsequent
Aadhaar numbers shall be cancelled .

(b) Where the Aadhaar number has been generated in violation of the prescribed guidelines:

I.  “Photo on Photo” case where core biometric information is not available: Where an existing
photograph is used for enrolment instead of capturing a new photograph at the enrolment
centre, and where core biometric information has not been captured during enrolment, the
resident’s Aadhaar number shall be cancelled

II.  “False Biometric Exception” cases: Where the enrolment has been wrongly carried out as a
‘biometric exception’ case, the Aadhaar number shall be cancelled.

lll. Where an adult has been enrolled as a child below five years of age to avoid capturing of
biometric information, Aadhaar number shall be cancelled.

IV. Any other case requiring cancellation owing to the enrolment appearing fraudulent to the
Authority

Upon cancellation, services that are provided by the Authority to the Aadhaar number holder shall be disabled
permanently.

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947




20

AADHAAR

Manual for Aadhaar Seva Kendra using Online ECMP Version 5.5.5.9

Appendix G - List of supporting documents for Aadhaar Enrolment/Update

Supported Pol Documents Containing Name and Photo

Supported PoA Documents Containing Name

and Address

Passport

PAN Card

Ration/ PDS Photo Card

Voter ID

Driving License

Government Photo ID Cards/ service photo identity card issued

by PSU

7. NREGS Job Card

8. Photo ID issued by Recognized Educational Institution

9. Arms License

10. Photo Bank ATM Card

11. Photo Credit Card

12. Pensioner Photo Card

13. Freedom Fighter Photo Card

14. Kissan Photo Passbook

15. CGHS / ECHS Photo Card

16. Address Card having Name and Photo issued by Department of
Posts

17. Certificate of Identify having photo issued by Gazetted Officer or
Tehsildar on letterhead

18. Disability ID  Card/handicapped medical certificate issued

by the respective State/UT Governments/Administrations

oMb

Supported PoR Documents containing Relationship
details to Head of Family

PDS Card

MNREGA Job Card

CGHS/State Government/ECHS/ESIC Medical card

Pension Card

Army Canteen Card

Passport

Birth Certificate issued by Registrar of Birth, Municipal

Corporation and other notified local government bodies like

Taluk, Tehsil etc.

8. Any other Central/State government issued family entitlement
document

9. Marriage Certificate Issued by the Government

NoohrwdE

Supported Proof of DoB Documents

Birth Certificate

SSLC Book/Certificate

Passport

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

PAN Card

Marksheet issued by any Government Board or University
Government Photo Id Card / Photo identity card issued by PSU
containing DoB

8. Central/State Pension Payment Order

9. Central Government Health Service Scheme Photo Card or
Ex-Servicemen Contributory Health Scheme Photo card

PowbhpE

Nowu

NoukrwbpE

B ©ow

11.
12.

13.
14.

15.

16.

17.
18.
19.
20.
21.
22.
23.

24.

25.
26.
27.
28.
20.

30.

31.
32.

33.
34.

35.

Passport

Bank Statement/ Passbook

Post Office Account Statement/Passbook
Ration Card

Voter ID

Driving License

Government Photo ID cards/ service photo
identity card issued by PSU

Electricity Bill (not older than 3 months)
Water hill (not older than 3 months)

. Telephone Landline Bill (not older than 3

months)

Property Tax Receipt (not older than 1 year)
Credit Card Statement (not older than 3
months)

Insurance Policy

Signed Letter having Photo from Bank
on letterhead

Signed Letter having Photo issued by
registered Company on letterhead

Signed Letter having Photo issued by
Recognized Educational Institutions on
letterhead

NREGS Job Card

Arms License

Pensioner Card

Freedom Fighter Card

Kissan Passbook

CGHS / ECHS Card

Certificate of Address having photo issued by
MP or MLA or Gazetted Officer or Tehsildar on
letterhead

Certificate of Address issued by
Village Panchayat head or its equivalent
authority (for rural areas)

Income Tax Assessment Order

Vehicle Registration Certificate

Registered Sale / Lease / Rent Agreement
Address Card having Photo issued

by Department of Posts

Caste and Domicile Certificate having Photo
issued by State Govt.

Disability ID card/handicapped medical
certificate issued by respective State/UT
Governments/Administrations

Gas Connection Bill (not older than 3
months)

Passport of Spouse

Passport of Parents (in case of Minor)
Allotment letter of accommodation issued by
Central/State government of not more than 3
years old

Marriage Certificate Issued by the
Government containing address

help@uidai.gov.in https://uidai.gov.in/
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Appendix H- Convenience Charge

Government of India y

' No. 4(4)/ST/259/AKR/2014 E&U
Government of India
Ministry of Communications & 1T,

Ministry of Electronics 8 Information Technology

Unigue ldentificatzon Authority of India (UIDAIT)
2w Floor, Tawer-1, Jeevin Bharti Bullding
Connaught Circus, New Delhi-110 001

Date: 22.01.2018

OFFICE MEMORANDAIM

Sub:. Clarification on the applicability of GST on the coavenience fec to be
collected from thke residents for various Aadhaar related services

Ref:- OM Nov 4[4_!-’57,-’259.-"/\)“1‘;’20l4.-'E’&f-’ dated 27/ 1272010

Vide above referred OM, revised assistance 10 Re@sirars for Aadhnar
generation and mandatory biometric update {5/15 years) and revised max. foes 0 be
collected fraom the remdents for the sorvices | update and . other services| provided by
Regiatrars [ Other sesveoe prov ders was made effective from 1% .Jan 2017

2 In view af guerses being recvived from Regstrars/otler sexsce providers
regarding applicability ol GST on  the charges collected Ty them fraom the residents (of
various Aadhaar related services, it in herehy clarifed that GST aver and the ahove the
charpes may be levied  a= folbows

[ Services T phaximum fee collected | Rate of GST over and above |
éroms resident by senvice the charges mentianed in the |
| 1_@:9»_:'-0" {in Rs.) 1 column 2
3 . |2 : 3 |
| Bometrc updates |othar than mandatory| | 25 | 18%, $AC code 998333
Demographic  wpdate  (any type/aow | 25 | 18% , SAC code 998394
_channel) L v e I [ - ! . _
Aadnoae Search uaing ekYCFnd Aadhaar | 20 15% , SAC code 998399
' Jamy other tool and colour print ot A4
| Sheet ! ! Limeic B
| Aadhaar Search wsing KV et Aadhaar | 10 16% SAC code 998352
| fany other teal and B/W poot cut on M
| Shoe
3. This issues with the approval of pompetent authonty

A _
N
| Arun Rawal)

Dw. Dhivector

To '
1. All the UIDAL Registrurs
2 ATl the UIDAT Enrolment Agences
4. All the UIDAL Regivnal Offces
4 Tech Centre
5. Auath Division

help@uidai.gov.in

https://uidai.gov.in/

ly prepared for UIDAL
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Appendix | — Deactivation of Aadhaar

'Cases requiring deactivation of Aadhaar Number

1. The Aadhaar number of an Aadhaar number holder shall be deactivated in the following
circumstances:

a. “Photo on Photo” and core biometric information is available: Where an existing
photograph is used instead of capturing a fresh photograph at the enrolment centre, and
where core biometric information of the resident has been captured, the Aadhaar number
shall be deactivated, and the resident will be asked to update his photograph. Upon
successful update of his photograph, the Aadhaar number may be reactivated.

b. “False Partial Biometric Exception” cases: Where certain attributes constituting biometric
information have not been captured despite the resident being in a position to provide them,
the Aadhaar number shall be deactivated.

c. Where it is found at a later stage that enrolment has been carried out without valid supporting
documents, the Aadhaar number shall be deactivated till it is updated by the Aadhaar number
holder after furnishing valid supporting documents.

d. Where the information captured has been flagged as having bad data and requiring update
(such as mixed/anomalous biometrics information, abusive/expletive words and
unparliamentary language in resident demographics, multiple names in single name using ‘urf’
or ‘Alias’), the Aadhaar number shall be deactivated till it is updated by Aadhaar holder.

e. Where a child having attained the age of five or fifteen years of age fails to update his or her
biometric information within two years of attaining such age, the Aadhaar number shall be
deactivated. In cases where such update has not been carried out at the expiry of one year
after deactivation, the Aadhaar number shall be omitted.

f. Any other case requiring deactivation as deemed appropriate by the Authority.

2. Upon deactivation, services that are provided by the Authority to the Aadhaar number holder shall
be discontinued temporarily till such time the Aadhaar number holder updates or rectifies the
information, owing to which his or her Aadhaar number has been deactivated by the Authority.

' Inquiry into cases requiring omission or deactivation

1. Any case reported or identified as a possible case requiring omission or deactivation may require
field inquiry, which may include hearing the persons whose Aadhaar number is sought to be omitted
or deactivated.

2. An agency nominated by the Authority shall examine/inquire and submit a report to the Authority as
per the procedures as may be specified by the Authority for this purpose.

3. The Authority may initiate necessary action upon receiving the report and the decision to omit or
deactivate an Aadhaar number shall lie with the Authority.
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Appendix J (a) — Aadhaar Update Form to be used at Enrolment Center

e e N

Vomkd ten e §ad Tel Sdlmonnil [TAMGETEL D6 b s O Py A OTeis bl h ) AADHALE
AERLTL asel Waralil) AT, ek fAaar Act)

AADHAAR DATA UPDATE/CORRECTION FORM

Field for Update/Correction: Saect (&%) () Name [ Gender [0 Date of Birth [ Address [ Emad 1D

Axdhast NO. (Firow grovide arourate 17-Sig8 Andvosr runbes Ao [
Filll Details in Englah in this column (Use  Fill Details in Local Language in this column(Use
Capital Letters) same local language a3 in your Asdhaar letter]

Resident’s Name

Gender Seect(v®)  Male() Female| ) Tramgender( ]
Date of Birth

Address (/O Details sdeciv®) Qo JDfal )S/al IW/al JHfal )
Gaearrisan P ey SO N e

Heune [ Bldg ot

Mobile NO (mendsiory) | € Mo vt
Document Details farme e of o dorsrrents of scted Anter Sresgrs | o Yl doceme e

a. POI (for Marve Corecun| b. POl e xeme Crangs)

c DOoa d. POA

Disclosure under section 3(2) of THE AADMAAR (TARGETED DELUVERY OF FINANCIAL AND OTHER
SUBSIDIES, BENEFTS AND SERVICES) ACT, 2016

| povirrn it | baww b rewding i brake for ot bt JED dep e e preceding LD maeife & niormreteon (ind '] dind by rree 0 e LADIA i ey
i ared lMﬂHmlanm““MﬂhﬂhmdhﬂﬂMlm
it ey derrIny inhew s ore ) ey b . ageery orly with ey e ) o | per ihe proesom of i

u—uuh--*--nuu-"ﬂ-_hﬂlunmmhpﬁnuﬁnhm

Aggphant’s upratuns /Thussbgrnt

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Appendix K — Operator On-boarding form

U

£A Reguest Form for Operator [ Superyisor Association

-
Lrvurnent Agency Code &

Lreclrman AQency Name -°
Rog ntr e Cofa

i | T |
Tegivirar Name | | '”’ | | '

Fudll MName of the Oparator fSupervibor
N OO P TR CNR oo ) (R DA ) PRI R M N S R i
Aathaar Na. of the Op._mnc { Sup@rvaor .
=3 TR R Y i
CMNQ.Q'INO@{'”?'/”{M
| XS (00T SN, FEER B S
Proposed User ID}Operator ID. of the Operator ! m«v\'s.ﬁl -
Nl 8 B I i

Status of the Dperator [ Susenisor — Active/insctive /Disassorates

- y—T-

“Dwte of Joining with FA 33 Oporstor | Supervisor
—1 Y » — T 1 '
/ ; \

Date ‘vun!h Year

Tha

M i) T ) R

Dot MOV SSUDENEsor Wil Be worang # Seeecp Mode/Pesmamont Centr @
S o
Dret ] | | | [

S Cune |

Detads of Errolmast Contre In chaege JOwner whare operator will be workng

Narme of EC incharge fOwner -

| | A D N ) = O Y

: ) 4 | ! | - - | - | - - : - ) S —
Addeeas of EC WW-— o

W B o R £ S B S—

+ - 4 $ ‘ | + - . - : - - + 3 -
| | |

Asdbasr Mo of ECincharge/Owaar. -

Mobile Na of £C mvwelo-ma'-

help@uidai.gov.in
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| |
Pan No. of EC incharge/Owner -

HiESAENEERN

L

Owner of the enrolment kit where operator will be working

Name of Person -

S O T T M U o 1 0 2

Name of Organization:

S L1 5 = O 5 s O o O 1

Mobile no. of kit owner, -
| | 11 1§ 1 1 ‘[

1 198 | L1 |

Reason for Association of new Operator/Supervisor in the existing center ;

In case of any further details, the below may be
contacted:

Agency Co-ordinator/State Head/District Head
Name:

” Government of India AADHAAR

Agency Co-ordinator/State Head/District Head Mobile Number: [ ]

Itis hereby declared that the information and particulars furnished above are true and correct to the best of my/our
knowledge and belief and nothing has been concealed.

Page 76

Place:
Date:
Seal & Signature of Technical Co-
ordinator/State Head of Enrolment Agency
help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Operator / Supervisor Consent form for Association with EA
Sir/Madam,
1M WINNG 10 WOTK WItH EA ......oovovcicsmsmccsisimmsssssmammsssssmmsressss s 8 30 ‘Operator’ [ ‘Supervisor’.
My Details are as below-
_Full Name: e U S "
L VO ( ) N VO 1 O I O T |
_ﬁtje{sﬂam:
| B = S S
Address: — [ — e
[ ‘ |
[ | 1 =
Educational Qualification:
(Please tick a Mark 1o the appropriate option)
th th N
10 12 Graduation Post Graduation Recent Photograph

Aadhaar No. of the Operator / Supemsor

[TTTTT]T

Certificate No. of the Operator / Supervisor -

[T TTTTTT]

Moblle No. of the Operator [ Supervisor -

N 5

Email of of the Operator / Supervisor -

INEEARENNEEEAREENEEAEN

It is to affirm further that, | was previously working with the following Enrolment Agency and willfully joined EA
RS T IR S LYY .. a5 Operator / Supervisor,
The fuﬂher dc!a-ls abou( my employmem in concerned area till date is furnished below-

Date of Joining present EmplwerlEA as Operator / Supervisor

REE NN

Date Month Year

The details of previously agency are farnished below.
' Name of the previous Employerl Enrolment Agency:

N T T 5 4 T 5 I 0 1

; Puvious Enrolment Agency Code:

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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Previous Enrolment Agency Code:

|

Itis hereby declared that the information and particulars furnished above are true and correct to the best of my/our
knowledge and belief and nothing has been concealed.

Place:

Date: Signature of Operator / Supervisor

RO OFFICE

The above request for association of operator with EA have been thoroughly'verified after due diligence.
The information and particulars furnished above is found

Place:

Date Signature of SSA/PMU

Place:

Date: Signature of ADG Incharge/DDG

Correct:- Recommended for association with EA

Incorrect :-Not recommended for association with EA

help@uidai.gov.in https://uidai.gov.in/ Toll free Number: 1947
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