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PREFACE

This training manual introduces Unique Identification Authority of India (UIDAI) and Aadhaar.

The module is meant to give all readers a firm grounding on UIDAI and Aadhaar and is created for
the Target Audience mentioned below:-

e Enrolment Operators/Supervisor
e Registrars and Enrolment Agencies and Verifier

e Introducers
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Chapter 1: Introduction to UIDAI and Aadhaar

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 28th Sep 2010 12th Sep 2015 12th July 2016

AADHAAR ferves as a Proof of Identity e i o
& Addresp, anywhere in India

,,,,,,

UIDAI was first functioning The first UID number was  The Government revised UIDAI was established by

as an attached office of issued on 29 September the Allocation of Business the Government of India
the Planning Commission 2010 to a resident of Rules to attach the UIDAI  on 12th July 2016 under
vide its Gazette Nandurbar, Maharashtra.  to the Department of the provisions of the
Notification No.-A- Electronics & Information ~ Aadhaar (Targeted
43011/02/2009-Admn.|) Technology (DeitY) of the  Delivery of Financial and
dated 28th January, 2009. then Ministry of Other Subsidies, Benefits
Communications and and Services) Act, 2016

Information Technology. (Aadhaar Act 2016) under
the Ministry of Electronics
and Information
Technology (MeitY).

help@uidai.gov.in https://uidai.gov.in/ 1947



https://uidai.gov.in/images/notification_28_jan_2009.pdf

4, Unique Identification Authority of India
2 Government of India

Understanding Aadhaar Enrolment and Update

TPl e whe THe-13004'09 REGD. WO 1 13300479

Che (BGZGtte of Jndia

EI'I'IU\IJEDIN:\.IFI‘
w3 T i)
PART Il—Section 1— Sub-section (i)
FPUBLISHED BY AUTHORITY
. 17T18] Ty, WoTeR, WA 12, 2016190 21, 1958
Na_ 1718] NEW DELHL TUESDAY, JULY 1} MIGASADHA 21, 198

T A A den R s
(e s R v
afirgaT

% f=d, 12 9T, 2016

WA, MFT‘T"PTW s, (T sl s g, T S
f , 2016 (2016 F7 18) 7 97 11 FIT T

=TT ¥ TAT I T,
TRATT T 1, T AT F 2 39 T T A6 T 1A e F
Form, T AAETT FET 7 T W F A, e 6 v et v f e
TTTAT T i)

2, i ¥ qEra @ T e e e e A, e, T99s,

TERTEL, 7 =, o= fa d S § A 7 T e s fuy e T

% A T R A

[, . 130 12064 2016/ FafiramtFrmsrd]

NOTIFICATION
New Delhi, the 12th Seplember, 2016
AADHAAR (ENROLMENT AND UPDATE) REGUALTIONS, 2016
(No, 2 of 2016)

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

CHAPTERT
PRELIMINARY
1. Short title and commencement, —
(1) These rgulations may be called the Aadhaar (Farolment and Update) Regulations, 2016 (1 of 2016),
(2) These rgulations shall come into force on the date of their publication in the Official Gazete.
1. Definitions.—
(1) In'these regulations, unless the coniex (o therwise requires.-

{a) “Act” means the Aadhaar (Targeted Delivery of Financial and Other Subsidies, Benefits and Services)

Act, 2016;
b

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

(¢) *“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 biometric information of an individual is submitied to the Central Identities Data Repository for its
verification and such Repository verifies the comectness, or the lack thereof, on the basis of information
available with it

{e) “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 one or more locations
containing all Aadhaar numbers issued to Aadhaar number holders along with the comesponding
demographic information and biometric information of such individuals and other information relaled
therin;

Important Definitions

Act
Authority
——
Unique Identification
Authority of India
help@uidai.gov.in

Aadhaar (Targeted Delivery of Financial and Other
Subsidies,
published on 25™ March 2016.

Benefits and Services) Act, 2016

Unique Identification Authority of India

establlshed 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

Central Identities
Data Repository

(CIDR) demographic information and biometric information of
such individuals and other information related thereto.
"'::T The process, as specified in Aadhaar (Enrolment and
= Update) Regulations, 2016 (2 of 2016), published on
il 12th Sept 2016 to collect demographic and biometric
Enrolment —/ ; ) e
- 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
Registrars 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
e An agency appointed by the Authority or a
xxw S0 Tww Registrar, as the case may be_, for cqllecting
LU N nonn demographic and biometric information of
Enrolment TETY WA ¥UT individuals under the Act
Agency MWW WAEW wwuw . S . .
Wmw HHH uWn e Enrolment Agencies will directly interact with and
] - R enrol residents and could be third party agencies
that are empanelled by the Authority
/ i A permanent or temporary centre set up by an
Enrolment .
o~ enrolment agency for carrying out enrolment of
Centre - s 3 . . S i
e T U gy residents and updating their information
§
acd Bk

help@uidai.gov.in https://uidai.gov.in/ 1947




\, Unique Identification Authority of India //\\
# Government of India A@AAR

Understanding Aadhaar Enrolment and Update

o 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

e e Software vendor are providing the software, such

f . ) : ;
?/Cér:\(ljv;rse as operating system (Windows XP, Vista, Windows
7), Application software, etc
o 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
o Certification Process will ensure that only trained
and certified persons handle the enrolment/update
process
The certified personnel employed by Enrolment
Enrolment .
. Agencies to execute the process of enrolment at the
Operator
enrolment centres.
The certified personnel employed by enrolling
Enrolment agencies to operate and manage the enrolment
Supervisor centres.
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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,

: /o address and other relevant information of an
_ SO owem individual, as specified by regulations for the purpose
Dle;nogra;phlc e wass [ 23 of issuing an Aadhaar number.
nformation P B
@ ? 30 Mf,b..e ce;a...n Note: This information shall not include race, religion,
Gender  pateot Bitn caste, tribe, ethnicity, language, records of
entitlement, income or medical history
A\
&
Biometric A 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/ 1947
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Enrolment ID
(EID)

Aadhaar
Letter

Contact
Centre

A 28-digit Enrolment Identification Number allocated
to residents at the time of enrolment

A document for conveying the Aadhaar number to a
resident

Central point of contact for resolution of queries and
grievances related to enrolment/update and
accessible to residents through toll free number -
1947 and/ or e-mail- help@uidai.gov.in

Vision and Mission of UIDAI

help@uidai.gov.in

To empower residents of India with a unique identity and a digital platform to
authenticate anytime, anywhere.

Deliver Aadhaar numbers universally to residents with a well-defined turnaround
time and adhering to stringent quality metrics

Collaborate with partners to set up infrastructure, which provides convenience to
residents for updating and authenticating their digital identity

Collaborate with partners and service providers in leveraging Aadhaar to serve
residents effectively, efficiently and equitably

Encourage innovation and provide a platform for public and private agencies to
develop Aadhaar linked applications

Ensure availability, scalability and resilience of the technology infrastructure

Build a long-term sustainable organisation to carry forward the vision and values
of the UIDAI

Make it attractive for the best global expertise in different fields to collaborate and
provide valuable insights to the UIDAI organisation

https://uidai.gov.in/ 1947
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e We value integrity
e We are committed to inclusive nation building
= e We pursue a collaborative approach and value our partners
CORE \‘/ ALUES e We will strive towards excellence in services to residents and service providers

e We will always focus on continuous learning and quality improvements
e We are driven by innovation and provide a platform for our partners to innovate

e We believe in a transparent and open organisation

Difference Between Aadhaar and Other Identification Programmes

_— KARNATAKA STATE

Features of Aadhaar

What Aadhaar is What Aadhaar is not

v' Random 12-digit number % Just another card
v" Unigue ID number issued to an individual % One per family

shall not be re-assigned to any other

individual
v' Enables resident’s identification subject to % Aadhaar will replace all other IDs

successful “Authentication”
v' Collect and record demographic and x  Will collect profiling information such as

biometric information (Exception Handling for

help@uidai.gov.in https://uidai.gov.in/ 1947
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What Aadhaar is What Aadhaar is not
people with disability) caste, religion, language
v" Given to resident of India, irrespective of x  Aadhaar can be used as Proof of Citizenship

existing documentation (Head of the Family
and Introducer based Enrolment)

v UIDAI enables universal identity % An individual can obtain multiple Aadhaar
infrastructure that any ID-based application numbers
like ration card, passport and so on can use

v" Aadhaar uses photograph of the face, % Aadhaar collects financial information of
demographic information, fingerprints and residents
Iris to identify a resident

Enrolment Ecosystem

> I = & - = o
[ UIDAI }_ Registrar L1 1 Enrolment Agencies . Enrolment Centres
9 | & | % 9 | % )
A A P > | = = | = -
- Registrar (1 Enrolment Agencies J Enrolment Centres |
% d | & D | @ 7,
Vi = | & (- =
- Registrar 1 Enrolment Agencies J E Enrolment Centres
. AR ¥ | & 7
( =~ YN -
- Registrar }{ Enrolment Agencies J] Enrolment Centres
\. / ; y | & <
Empanelment 4
Civil Society
Outreach Groups
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Registrars, Enrolling Agencies and Enrolment Staff
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Chapter 2: Reqistrars, Enrolling Agencies and
Enrolment Staff

Appointment of Registrars

1. Registrars shall be appointed by the Authority, for enrolment and
update of residents across the country, and could include entities,
which interact with residents in the usual course of implementation of
their programmes. Upon appointment, a Registrar Code shall be
assigned to each Registrar. The eligible entities for appointment as
registrars are:

e State/ UT Governments

e Central ministries and departments / agencies under them

e Public Sector companies of Central / State Governments

e Public Sector banks and regulated entities including National Securities Depository Limited
e Special Purpose Vehicles (SPV) created by Central or State Government

e Schedule Commercial Banks

e Department of Post

2. Registrars shall be responsible for field level execution, monitoring and audit.

3. Registrars shall allow the Authority reasonable access to the premises occupied by it or by any other person
on its behalf and also extend reasonable facility for examining any books, records, documents and computer
data in the possession of the Registrar or any other person on their behalf and also provide copies of the
document or other materials which, in the opinion of the Authority are relevant for the purpose of audit.

4. Registrars shall not use the information collected during enrolment for any purpose other than uploading
information to the CIDR.

5. Registrars shall display on their websites adequate and appropriate information about enrolment and update
services, including contact details of persons, address of Enrolment Center and services available to
residents.

6. Registrars shall ensure that any agency and/ or person employed or appointed by them to conduct the
enrolment and update operations is fit and proper and otherwise qualified to act, in the capacity so employed
or appointed including having relevant professional training or experience.

7. Registrars shall not permit sub-contracting of enrolment functions by
enrolling agencies to third parties. Registrars may permit field level
manpower to be hired through third parties provided the enrolling -
agencies furnishes details of the entities from which such manpower  |§ J§ | M W m = = =
is sought to be hired. .

g H H H BOSOSCS HH H

8. Registrars shall at all times abide by the Code of Conduct as n n H | H HiH
specified in Appendix A. Il H H HHH

9. Registrars shall adhere to the processes, policies and guidelines,
checklists, forms and templates issued by the Authority from time to Registrar
time and shall also ensure compliance by the enrolling agencies of
such procedures, etc.

help@uidai.gov.in https://uidai.gov.in/ 1947
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Empanelment of Enrolling Agencies

1. The Authority shall empanel the enrolling agencies through an open = o BN B BE
Request for Empanelment (RFE) process and the eligibility, terms =EEn=S
and conditions of the empanelment shall be notified by the Authority
from time to time. The interested agencies may apply for EE EE EE i EE
empanelment by fulfilling the eligibility and other technical and ===

financial criteria of the RFE.

. . . . =3 == =II == 1}
2. The Authority shall evaluate the applications of agencies and [ [
empanel the eligible agencies as enrolling agencies after completing

the requirements of the RFE. Enrolment Agency

3. The Authority shall provide an Enrolling Agency Code using which the Registrar can onboard an empanelled
enrolling agency to the CIDR.

4. The Authority may also permit Registrars to engage other agencies as enrolling agencies after following a
suitable process for screening and engaging such agencies.

5. The enrolling agency shall be responsible for field level execution and audit.

6. The enrolling agency shall allow the Authority reasonable access to the premises occupied by it or by any
other person on its behalf and also extend reasonable facility for examining any books, records, documents
and computer data in the possession of enrolling agency or any other person on their behalf and also
provide copies of the document or other materials which, in the opinion of the Authority are relevant for the
purpose of audit.

7. The enrolling agencies shall not use the information collected during enrolment for any purpose other than
uploading information to the CIDR.

8. Enrolling agencies shall ensure that any agency and/ or person employed or appointed by them to conduct
the enrolment and update operations is fit and proper and otherwise qualified to act, in the capacity so
employed or appointed including having relevant professional training or experience.

9. The enrolling agencies shall at all times abide by the Code of Conduct for service providers as specified in
Appendix A.

10. The enrolling agencies shall adhere to the various process, policies and guidelines, checklists, forms and
templates issued by the Authority from time to time.

Training

A
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Enrolment Staff — Qualification, Roles and Responsibility

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:

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

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

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

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

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

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

After taking the certification and before starting work as EA’s Supervisor:

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

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

help@uidai.gov.in https://uidai.gov.in/ 1947
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What are the responsibilities of an EA’s Supervisor?

At the Enrolment Centre, Supervisor’s role is to plan and deploy logistics and other requirements at the enrolment
centre, setup the enrolment stations at the enrolment centre as per Authority guidelines (Appendix B- Enrolment
Centre Setup checklist), perform Enrolment/ Update and supervise the operations at the centre. When
performing his/her role as a Supervisor at an Aadhaar Enrolment Centre, the Supervisor ensures the following:

Site Readiness

e Prepare and Manage the Enrolment Centre Setup Checklist —
Authority has provided Enrolment Centre Checklist to facilitate the
Enrolment Agency in setting up enrolment stations and centres.
Supervisor must use this list to ensure that all requirements are met
for the centre that he/she is responsible for. He/she must fill and ’!
sign the checklist at the beginning of each enrolment centre and/or )
once every week (whichever is earlier). This checklist needs to be
maintained for later review/audit at every enrolment centre by
Registrar/Authority and their nominated performance
monitors/agency

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

e Ensure that the latest Aadhaar Enrolment client/Update software is installed

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

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

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

help@uidai.gov.in https://uidai.gov.in/ 1947
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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

E 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 then add the Supervisor by taking his/her
biometrics in the Aadhaar client software and provide a User Name
and Password to operate the Enrolment Machine

e Enrolled User means user’s biometric details verification at Authority is successfully completed and
stored in local database at the enrolment station.

e Supervisor must make sure that all the “Operators” are also on-boarded at the stations for local
authentication

B 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

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”

help@uidai.gov.in https://uidai.gov.in/ 1947
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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

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

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

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

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

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

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

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

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

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

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

Supervisor is also responsible for maintaining the confidentiality and security of the data collected during
Aadhaar enrolments

GPS Location, Backup, Sync and Export

Supervisor ensures twice-a-day data backup of all enrolment data
to external hard disk as per Authority’s guidelines. Record date and . :
station number where backup is done to ensure that all stations are
backed up and none is missed.

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

Supervisor should ensure that enrolment stations are synched at
least once every 10 days

Supervisor manages timely data export of enrolment data for
uploading to Authority’s server i.e. maximum up to 5 days

help@uidai.gov.in https://uidai.gov.in/ 1947
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e Supervisor can maintain a register for data exported. Record date, station number and packets exported
at each station for reconciliation purpose

B End of Day Review/Correction

e Supervisor must review all enrolments of the day, End of Day (EoD), to ensure
that data entered in the Aadhaar client is correct for each resident

e Supervisor may also deploy a fellow operator on-boarded on the machine for
end of day review. However, the operator who did the enrolment cannot
review his/her own packets

e In case any errors/logical mismatches are found in the data entered, inform the
resident to come to the enrolment centre within correction time frame. =
Supervisor must sign off by giving his/her fingerprint after End of Day Review

e Once correction is done to the resident's data, the Supervisor will again manually Approve/ Reject the
Resident's packet put on Hold earlier for correction, with appropriate reason, if rejected

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

e 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

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 add the Operator by taking his/her biometrics in the Aadhaar
client software and provide a User Name and Password to operate the Enrolment
Machine. Enrolled User means that the user’s biometric details verification at UIDAI is
successfully completed and stored in local database at the enrolment station.

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

Use Update Client Lite for

updating Demographic details like
Name, Gender, Date of Birth & Address,
Mobile Number and email and use
ECMP for other type of
Demographic/Biometric Update.

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.

Make sure that the residents has entered their Mobile Number for future communication
with the resident and other uses like OTP based Authentication and online Aadhaar

Update facility.

Check that the resident's Aadhaar
Enrolment/Update form is verified and
carries Verifier's signature/thumb print
and stampl/initials. The form must also
carry Resident’s (Applicant’s)
signature/thumbprint.

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 (ECMP/UCL) 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.

1947



"‘ 4y Unique Identification Authority of India ﬂ//\\

Government of India AADHAAR

Understanding Aadhaar Enrolment and Update

Who is CELC Operator and what are his/her gualifications?

A CELC Operator is employed by an Enrolment Agency to execute

enrolment at the enrolment stations. It is to be noted that the CELC
Operator can only perform Child Enrolment/Update and cannot
perform any other type of enrolment.

To qualify for this role, person should satisfy the following criteria:

The person should be of age 18 years and above

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

In case of Anganwadi Asha Worker, 10th Pass are eligible

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

The person should have a basic understanding of operating Smart Phone with Android OS/computer and
should be comfortable with local language keyboard and transliteration

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

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

Before starting work as CELC Operator:

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

The person should have undergone Training Session conducted by Regional Offices/Enrolment Agency
on Child Enrolment Processes and CELC Tablet used during Child enrolment

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

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

Enrolment Agency will then add the CELC Operator by taking his/her biometrics in the Aadhaar client
software and provide a User Name and Password to operate the CELC Tablet

Enrolled User means that the user’s biometric details verification at UIDAI is successfully completed and
stored in local database at the enrolment station
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Who is a Verifier and what is his/her responsibility?

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

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

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

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

Any serving /retired official both from Government (including Armed forces and CPMFs) and PSUs
including Banks not below the rank of Group ‘C’/ class Ill 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
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

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
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— 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

-l
Name ——-———-oo—-
Address.. Name —————
Address
Card No." ° c .
CardNo. ... ...

\1 | Invalid POI without photograph |

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

| Valid POI with Photoaraph ‘

e 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

5 | e Tsom  Ooteof Bath.  07/03/1974
vedwrsd [ rifid 4

Strect, s/ Lonvs Lane Mo 2

Now Shimia

Post OMfice Hewr Shanls

ol vtarkr [svon et s
ltmeoue 76000 District Shimt Smh-flistrict State Himachal radesh
il |

£ il snezeszmalcom nabde > PRLpRET IO

\‘ | Wrong Usage (With Salutation) |

\ | Correct Usaae (Without Salutation) I

a. Itis 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.

J X

- . -
AADHAAR AADH
Aodhagr Envelment is free and voluntary. Correcticg Aadhagr Enrelment is free and veluntary. Coi
and Azdhaar Encelment. In csse of Corrsctian proy| and Aadhaar Enrolment. In eate of Corractiod
In case of € orrection provide your EID No In case of Correction provide your Ei
Please follow the instructions Please follow the instruc
1 | Pre-Enrolment i 1 | Pre-Enrolment!D
T
3 | Full Mame: I{AMI.'% MDRA BHAGAT 3 | Full Name: }rt’ Bhagat
4 | Gender: Male ) %\@Ie( ] Transge 4 Gellder:A‘lnle (W) Female{ ) Tr
POI
{-; u-l..
o

Name Ram Chandra Bhagat
Sfo- Ram Lakhan Bhagat
Card No. 42333244

b. 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 .
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POA
Name Chandra Ram Bhagat
Address — 109- B Tara Apartment
Lane No 2

New Shimla, Himachal Pradesh
Card No. CDI908766

POI
-l
Name Ram Chandra Bhagat

Slo- Ram Lakhan Bhagat
Card No. 42333244

Not Acceptable due to difference in name

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

PO

-l
Name Sita Chandra Bhagat

20
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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 Introducer.

; Date of Birth (DoB)

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

b. 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”.

c. 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.

d. 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.

; 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.

b. 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.

https://uidai.gov.in/ 1947
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c. 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.

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 Hame: RAM CHANDRA BHAGAT

Gencer:  Male (4] Female | | Transgender( ) | 5 a4 fren [[)Ii::;i_ﬂ

Address: Clol ) Dfa() 5o () Wio (bHi ()

House Moy Bldg./8pt. 209- B Tara Apartment Street/Road/Lane Lane No 2

Landmark MNear DAY Schoal = sact i | Landmark added
illage / Town/City Shimla Past Office New Shimls |

Cistrict Shimla Sub-Drstrict 5

E Pail srd7ggmal.oom 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 Marme: RAM CHANDRA EHAGAT

iender: Male {§]| female | ) Trarsgender | ) g |MEE Y= ?J;:b‘:i

wddress: Cfo [ ) 07e (] Sfe (| Wie (| Hi (b

House Mo/ Bldg,/Api. 127 - B Tara A rectifiosdrinnetae o2 I Chanae in House No.
Landmark Near DAY Schoal Areafocalivgfsector Mew Shimla

llage Tawn/City Shimls Post Office New Shimls

District shimla sub-District E

E Mail a7 Bgmail.com Mobile Ko
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; 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).

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

@ 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.

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

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.

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)

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.

How are Residents without documents enrolled in Aadhaar?

a. Key demographic data needs to be verified properly at the time of
enrolment. Residents can bring any of the approved documents
as Proof of Identity (Pol) and Proof of Address (PoA).

b. If aresident is unable to provide documentary proof of identity or
proof of address, they can be enrolled through a pre-designated
“Introducer” who is identified and notified by the Registrar or
Regional Offices.

c. An Introducer is a person who is authorised by the Registrar to introduce a resident who does not
possess any PoA/Pol document. This introduction does not mean giving a character certificate to
resident.
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Who is an Introducer?

a.

Introducers are individuals (for example, Registrar’'s employees, elected local body members, members
of local administrative bodies, postmen, influencers such as teachers, health workers and doctors,
Anganwadi / ASHA workers, representative of local NGO'’s etc.) identified by a Registrar and registered in
UIDAI's CIDR as “Introducers”.

In certain cases, the UIDAI Regional Office may itself take the initiative to identify a pool of Introducers for
the convenience of Registrars.

Introducer must be above the age of 18 years and Introducer must not have a criminal record.

Introducers will be linked to a Registrar. The same Introducer may be used by more than one Registrar as
long as they are identified by the Registrar concerned and registered in UIDAI’s CIDR as “Introducers” for
the particular Registrar. Therefore, the Introducer can only introduce people within the Registrar’s
jurisdiction. In addition, a Registrar can further limit the operations of an Introducer by administrative
boundaries (State, district level).

What are the Responsibilities of an Introducer?

a.

Once the Registrar identifies introducers region-wise (District/State in which the Introducer is authorised
to work), he will notify the Introducers.

The Introducers must attend the Aadhaar awareness workshop organised by the Registrar and UIDAI to
acquaint themselves with the Aadhaar programme and understand Introducer’s responsibilities and
liabilities.

If the identified Introducer is ready to work as an Introducer, he/she will have to give a written consent
(prescribed Performa attached as “Appendix D”) to being an Introducer for the purpose of enabling
Aadhaar enrolments and to follow the guidelines and procedures laid down for the Introducers by the
Unique ldentification Authority of India (UIDAI) and the Registrar.

Introducers need to be enrolled and must have received their Aadhaar numbers and signed the consent
forms before they start introducing residents in the field.

They must ensure that the Registrar has registered and activated them as an Introducer at UIDAI.

Introducers must keep themselves informed on the Enrolment Schedules, Enrolment Centre locations
and operational hours of the Enrolment Centres in their assigned territory.

They must ensure that their contact information is correctly displayed at the Enrolment Centre. In case of
no display/incorrect information, ask the Enrolment Centre supervisor to display/correct the details.

Introducer must be easily accessible to the residents.

The Introducers must check the Resident's Name and Address on the Enrolment form for correctness
and completeness. Introducer should also check his/her own details in the form and then provide his/her
signature/thumbprint on the Enrolment Form space provided.

Introducers should make themselves available during the working hours of the EC for endorsing residents.
In case, they are not available during the operational hours, they can visit the Enrolment Centre at the
End of the Day and check the list of residents pending for their endorsement.
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k. Introducer must carefully check the name and address details of the Resident and provide their
Approval/Rejection.

I.  Introducers have to provide their biometric on Aadhaar client to endorse a resident’s enrolment.

m. The Introducer also signs/provides thumbprint on the consent for enrolment where consent print requires
the same.

n. Introducers confirm the identity and address of the resident they are introducing
0. Introducer must only introduce residents who do not have documentary proof of identity or address
p. Introducers is not obliged to introduce every person who approaches them
g. Introducer cannot charge fees for introducing residents. However, Registrars can prescribe an
honorarium to be paid to them for this work.
What are the Liabilities of an Introducer?

a. Introducer must not collude with a person to impersonate another person (dead or alive) at the time of
enrolment.

b. Introducer must not help an Aadhaar holder to deliberately take on the identity of another person by
changing demographic information or even colluding to provide false biometric information.

c. Strict action will be taken against the Introducer for violation of guidelines.
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Chapter 3. On-boarding of Enrolment Agency and
Enrolment Staff

On-boarding Enrolment Agency

Step o

Step o

Enrolment agencies will have to undergo an The on-boarding process will inter alia include the
on-boarding process for enrolment stations. following: o
Authority will coordinate the on-boarding process e EAs will declare enrolment 1
with the Registrars and EAs. station deployment plans
i.e. when and where the
oo centres will be established

e EAs will also demonstrate that they have
B2 E= EE 22 2 certified and active operators, requisite

== =l FE = - machines and hardware available to be
=rmmno deployed
~. Ll e EAs will also demonstrate that they have the

requisite infrastructure for supervision of the
enrolment centre

step @) step )

EA have to make sure that all
the Operator/Supervisor who are

Enrolment Agency

EA will prepare roll out plan and machine
deployment plan with Registrar and share with
working under its EA Code Authority offices/nodal officer who will then
perform Operator Sync and approve the deployment plan.

Packet sync. - -

The List of active station will start \
to reflect on UIDAI Appointment Ei

Portal, once the syncing process

H
el
is completed as per prescribed v v

frequency
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On-boarding of Enrolment Staff

1. Enrolment Staff has to be dully certified by the
Testing and Certification Agency appointed by the
Authority.

r_-
y

/
\
I--4;N§
4. During the on-boarding, biometrics of

Enrolment Staff are stored into enrolment client
after authentication.

Enrolment client needs to be connected to internet
during the process of on-boarding.

% 3k %k Kk

¥y

5. Client also ensures that after master data is
downloaded for suspended operators. Such
operators cannot enrol or on—board after that point.

help@uidai.gov.in
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2. After obtaining a valid certificate, Enrolment

Staff has to fill the on-boarding form and deposit the
same at Authority’ Regional Office through their
Enrolment Agency for verification/ activation.

3. Before on-boarding any user, user credential file
is downloaded and imported into the Enrolment
application.

The user-credential file is a digitally signed .xml file.

6. Status at the time of on-boarding :

e On-board (Enrolled) User: Verification of
User's biometric details is successfully
completed and stored in local database

e Not Enrolled: Verification of User’s biometric
details is not successfully completed and not
stored in local database
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7. Enrolment Staff will provide their fingerprints (left
slap, right slap and two thumbs)

e When the quality of biometric is above threshold,
pass indicator will be shown to user

e User will get unlimited number of attempts to
capture biometric that passes the required
threshold

8.

Once biometrics are captured, user sends a

request to CIDR server for authentication

During authentication at server, biometric of the
Enrolment Staff are compared against the
biometric provided by the same person at the time
of enrolment

GPS Sync of
Enrolment device

IMPORTANT
e EA staff must ensure that the Enrolment Device must be attached to the GPS device at

all times

e EA staff must ensure that the device is fully functional at the time of login into the

enrolment client

e EA staff must ensure that the device coordinates are captured with each enrolment

¢ In cases where the device GPS coordinates are not available in the enrolment packet,
the enrolment gets rejected and the Operator will be BLACKLISTED or further legal
action will be taken against the operator/supervisor
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Chapter 4. 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 upto 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 humbers 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

CINE TAY DEPAKMENT GOV OFINDIA
7

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
¢ Members of local administrative bodies
e Postman
e Influencers such as teachers

Introducer-based
e Health workers

Enrolment
e Doctors
e Anganwadis / Asha workers
o Representatives of local NGOs
help@uidai.gov.in https://uidai.gov.in/ 1947
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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

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

Head of Family
based Enrolment

e Head of Family’'s Aadhaar number

e Biometric confirmation of the Head of Family at
time of enrolment

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

‘1 e Enrolment ID or Aadhaar number of any one
Child Enrolment o parent, preferably that of the mother in the event
(below five years r(n L] Af both parents are alive, or guardian

of age) ﬂ ? ‘_!_1 Q 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

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

E 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
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Information captured during Enrolment

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

>

AR

Facial image All ten fingerprints Scans of both Irises

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:- >

e Complete Demographic Information
e One iris, if not possible to capture both the irises

¢ 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. > | 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 T :
any other technical reason. After de.-c.iupllcatlon and o'Fher quality ch'ecks
as specified by the Authority, the Authority
generates/update the Aadhaar number.
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Step 5: Delivery of Aadhaar Number }'

e The Aadhaar is communicated to
residents in physical form (Aadhaar

e In case there is some error in the

letter) . _ 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@uidai.gov.in

oI FLmmsEr 2 (EelirEe) e Resident can also submit a Update

e Downloaded in the form of m-Aadhaar Regquest by following the Aadhaar
Android Application (registered mobile Update Process specified by the
number is required) 7 Authority

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.

¢ 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
e~ resident’s consent or request. The reasons for deactivation of Aadhaar Number is specified in Appendix |

help@uidai.gov.in https://uidai.gov.in/ 1947
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Mode of Updates

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

(@).

Visitin . . . . .
Enrolmgnt e The resident will be biometrically authenticated
Sl and shall be required to provide his Aadhaar

number along with the identity information sought
to be updated and supporting documents

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

e 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

Online mode e Authentication will be carried out through a

One-Time Password (OTP) sent to the registered
mobile number

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

The resident shall be assigned an update ID for tracking the status update, and the revised Aadhaar letter
nofe 2 may be made available to the resident in physical or electronic form.

help@uidai.gov.in https://uidai.gov.in/ 1947
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Chapter 5

Capturing Demographic and Biometric
Details of Resident and use of Enrolment/Update Clients
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Chapter 5: Capturing Demographic and
Biometric Details of Resident and use of
Enrolment/Update Clients

Detailed Guidelines for Recording Demographic

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

c. 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.

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

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

f. 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”.

3

h. 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.

i. 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.

j-  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.

k. 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

T E
Qg 2

&

Name Address -3
@ ¥

Aoy mm = |&
= 3N
» 30

v Mobile e-Mail ID
Y.
Gender Date of Birth
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Click References tab
and select a document
from Date of Birth
proof (PoB) dropdown
menu.

Now, select the
documents submitted
by the resident as
Proof of address (PoA)
and Proof of Identity
(Pol) and choose the
documents from the
dropdown menus.

Note- Fill the Head of
the Family Details (for
HuF enrolment only)

Enter the No. of
Supporting Documents
based on the type of
Enrolment

help@uidai.gov.in

Step 4 —

% o

Resident Enrolment _ Life-Cycle Changes  Processes.

v, \J

A Enrol a Resident
AADHAAR

References.

S R —

Photograph

Proof of Date of Birth

et of a1t root (B Gornte o)

Wdentity and Add ress Verification
O Verity using supporting documents.
Select -
Select -
O Introducer shal verity the resident' identty/address.
Name/Aadhaar lo
O Head of Famiy shallverity the residents identity/address.

Select -

Relative Details [ | Not Given

RelstonType @ hame [Seect (<)) [Foe oo o 1o |
© Evoent o (200500009000 ), (@IS

O Aadhaar No.

womDIH |

Documents submitted for verification
W | 2]

<]

Enrol a Resident 3 3 0

e 2
v, \J
- ~
AADHAAR

Reaktent Exroment  Lfe-Cycle Changes - Proceases.

ideabty and Address Verification
Fizase seect ane of e folowng
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Enrol a Resident z“ 3 0

Realdent Exroment  Life-Cycle Changes  Froseases

AN

AADHAAR
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Mentty Proof | Disabéty D Carshandcasped medical cerficate msusdb. [+

Addross Proot | Baok StuemintPassbook I+

O btrosucer shal verity te resisents enttyiosress
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Click Photograph tab
and click the
photograph of the
resident.

Go to Fingerprints

tab.

Capture the left hand

figure impression

then

right hand fingers
impression followed by

both Thumbs

impressions using the
biometric device.

Click Iris tab.
Capture the both

Iris

impressions using the

Iris scanner.

help@uidai.gov.in
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/ prepared for U
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Aadheall N h [ 3
'%\\\‘ Enrol a Resident 3 3 o
AADHAAR | Resident Exroment  Life-Cycle Cranges  Froceases.

| arreviun | weap

hachaar Y A =IO

Jd o©

| esttem sxoment Lte-Cycie Cranges Procaases

'Z%\‘ Enrol a Resident 3

- ~
AADHAAR

'S oo =3 ey | K
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v}/ﬂ;\\‘. Enrol a Resident 3 3 9
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AADHAAR | Resient Evroment Life-Cycle Changes Processes
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[ 47
. . . AN Enrol a Resident & o
Finally, click Review o fvolg Resioerl E0_ ;m i

tab and confirm the
details with the

resident. - o i i
In case of any errors, i - S " i S
go back to the relevant " T e H
tab and correct the I ot A |
same. —— | Ay -
Click Confirm.
s

Bruo

jersty Disabity © Cardsrdicapped sedcs espaciive Stals/UT

woss Bank SaatemantPaaabook

Freof of Date 0?3t HA

Resident blometrics detalls »

previzia || e review | | 4 contem

Step 11 “:'j'; e 29

The operator should
give his/her thumb
impression in the
biometric and click b e

i . .

o | Camon

e

s ———— —-—

B —

Step 12 I— e
e m—

Printing of SR
Acknowledgement Slip
and getting it signed by

the resident

Pyl pe—r— T
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Step 13 T e N

Mandatory Scanning of

Supporting
Documents,
Acknowledgement Slip '
and Aadhaar s [y i 5] (8 f
Enrolment Form M i 0
Scmmote & Cow () tens
Van i@
APRRMERILUEN | Verfcation docsments atachment
Vitage Tomnity
" 3t 1wty Grcumant Q r Pt r |
e ! . e
s Pt of sszeas document Q : e
eose Procl of b documust (5 : Fannoen
Vot o $H1 8417 RIS TR |
rat dagyace 12005094
roofatdeeh  \\ l
PO Pret recegt Q :
Proef ol o rrsmet om Q :
Proof of asg
Peo0! of Date o
Lol
Hrsadent beometrics \d

Ao ey M
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Steps to enrol a child using CELC client:

Q@ pmoument Open CELC client using
(Sl Demographic information| B2 Photograph RO your login credentials.
. Enter the Demographic
information.

(&) Acknowledgement Mobile
| Mobite No
@ Parents’ Aadhaar

Mother Aadhaar

Enter parent’s mobile

GFNROLMEMY
number and Aadhaar
(3] bemographic Information AIENDCABON number.
. L = Then, take a photograph
of the child.

]

Acknowledgement Mobile
] Document Type

Buth Certficate isswed by R

@ Parents’ Aadhaar

~r @ Document

Select the document
submitted and capture
the photo of the
document.

Next, capture the finger

impression of the parent

whose Aadhaar number
is mentioned.
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Qma N Click Review to validate
the biometric impressions
C.j Demograptue informatan :_93 Far ot At a00n given

e L - .

Documernt Type

B D Cotivowy viomd by B

m Dacarment

Finally, click Complete
Enrolment and click OK
in the Enrolment Status

window.

Enrolment Status

Enrclment done successfully, Child's Enrolment
o < TN e - % &0 Upload Successiul
Unable to push EID to RGI

Once the enrolment is
completed, the enrolled
child’s parent will receive
an SMS with the
enrolment number.
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@ Confirm BCN

Do you have Birth Registration Number(BRN)? In case the Birth )
Registration Number is
® Yes O No available, please select
[Enter BRN | YES and enter the
BRN/BAN No.

The client will return the
Name, DOB and Gender
of the Child
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Steps to update Mobile Number using CELC client:

o] v W 15:57

@ HOME
@ O 11}
ar [ ] CD 0? ;Q‘
Enrolment Operator Upload Settings Find Aadhaar
&) =
1 B B
BRN Push Mobile Update Mo List
@ Generate OTP
< (_- 1 \( C Captcha
) 1 OV .
e ! - |3e0*Gl6W \
New Mobile  [Buoumul 152 o|
S v o N1558
@ Update Mobile
@ Resident Aadhaar* Operator Aadhaar* OTR*
‘é73<r4nﬁ:ﬁﬁ1 Q| | . ‘ ‘:mrvmn A‘
New Email
E] Resident Biometric* D Operator Biometric*
f ‘Emml ‘
New Mobile*
02ERATAAR O‘

Resident Disclosure* #

help@uidai.gov.in
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CELC Tablet can be used
to update resident’s
mobile number

Login using Operator
credentials and select”
MOBILE UPDATE”

Operator has to generate
OTP to login into the
Tablet

Operator has to enter
Resident’s Aadhaar
Number, his/fher Own
Aadhaar Number, New
Mobile Number and OTP
received on the Mobile
and resident’s
Authentication for
confirmation

Resident Disclosure
needs to be “checked”
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s v | 15:59

@ Update Mobile S tep 4

ResidentAadhaar* ; OperatorAadhaar* OTP* \ Operator has to give
[E—— ° \ | |7ono0d | hisfher confirmation by
‘ ' giving his/her Biometric
Confirmation

New Email

Resident Biometric* Operator Biometric* { ‘
- — Email

New Mobile*

kg5=:4a1“~ Q‘

Resident Disclosure*

Update Mobile

After all the steps are
successfully saved
Operator has to click “
OK” for final confirmation

Confirmation Required

Please ensure all information is filled correctly

EID for the Mobile Update
is generated and resident
can track the status using
the Update EID

Mobile Update Status

Mobile Update packet created successfully with eid :
NANNNNEA2INATQAINTT11011CENDD

0K
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Steps to update biometric details in ECMP

Select Life Cycle
Changes menu.

’ﬂ\v Correct Enrolment Details 3

" AABHAAR | Resktent oo

Upanie Resisant mrarmaton

e 3 [ - & e amaar ) )
I . () B s ey Click Update Resident
e - information details.

WWMIBDFG" —
AgeDOR Sl B 40

Somolsnes

w0l dow

LLP™

ansets e

Areat acamyiEsctor

WilagaTown/Cey 3

AL

Diclosurs ueder secton 37} of THE AADHAAR TARGETED DELIVERY OF FUANCIAL AND OTVER SUBSIDES, BEVEFTS AND szwrcmm 20 Ty
71110 B kg 01 o 152 0y 1 oo 12 M- VUSSR BGmie) Brovlod By 1 53 UDA B Ty 0w 18 UG, el 5t S5l e Dy st

2L g ionmlrcs i b sne T cotscion o Asdhaa d sulbancsion an-: it 7.4; Iy s (secaptcors Borhc) ey b prorided 1 o gancy onl il my coneant urng suhantcation o o e
BRSO 01 ARG Ak | i Tgh 1 GRS my inity i

I o - p— Step 2

) Upcite Resident Intormation _ &4 3 & Enter Aadhaar Number,

.
AADHAAR | Pessemcoment Ute-Cycis Cranges Precasses

Date of Birth and
i Gender of the resident

T i
m..n.: - i - Note- Select
PR “BIOMETRIC UPDATE

Aw00s/ ®[@ |0

CHECK BOX”

Contact Details (Default) ¥

Vilsgemownicey

Ohtrict PO 3

State, PinCode 3
1 s4cion 421 THE AACHANR (TARGETED DELIVEY OF FRAKCIAL AND OTH

UBSIDES, BENEFITS AND SERVICES) ACT,
ing biomelica) provided by ma 1o the UDAIS iy own and &
o an sgency

0 | @ Bomst Exceptons | Next b

‘ = . s Step 3

B/ W Update Resident Information $ 3 9o
@) _ o eceome s (30 t0 References tab.

Aeterences Pheesgrazn

: ] Please select the
ideatty and Address Verification i “CHECK BOX' NOT
GIVEN”

© Verdy using supsaring documents
ientty Proot | Seiect -

Addrass Proo! | Bank StwmeatiPesstook 12

e Enter the number of
O O Documents as “2” i.e.
= Update Form and

Acknowledgement Slip

= - v mosE b

Documents submitted for verification

Total nurber of dacumnl psgss submitied 34 (4 d

APrevious || Nextp
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Take the photograph of
the resident and click
Next.

o

|| AeskemEwomert e cyck Cranges Praceases

'%\\‘\‘ Update Resident Information 3 3

AADHAAR

APrevbus | Next b

Step 5
Update Resident Information

KAGHAAR - Capture the all

e e P fingerprints and both
Thumb impression of the
resident and click Next.

APrevious | et

_ Step 6
Update Resident Intormuﬁon‘ 3

‘@A.‘ S Capture both Iris
P el R Sl Aot : : impressions of the
resident and click Next.
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Understanding Aadhaar Enrolment and Update

S Step 7
Update Resident Information 3 3 o

e oo e REVIEW the details and
get confirmation from
the resident.

Click Confirm

Test C~
e

Now Hame: Kot Cranged HREHE
o DOB. Mot Specied e 285 88: i
VA0 QIFTEr o B
VIBQeTOWNTItY I |
mbo, 3KBo : Whw et
[N — | mlo/Sgaor
District S i SE. _
State: Ve Exciplion Prolograph
- - 4o : phew v
[P T— (2] 3 v

Verification Details
Proof of dessty NA

Proot of adzress. dank Statement@assboos

Froof of Datw of Birth A

Resident biometrics details »

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

<l

e - =]

SN Update Resident Information| @@ & O

AADHAAR Sesect torsent U Cyce Ounges rocemses Print the

Acknowledgment Slip

© and get it signed by the
resident
Verficaton Detads '.';‘A:" i e
Proot of stbvee O v ) Gotn E
a0t o1 Dune of B
Resdort bomatnics Gotads » T a

AP b e evew |
)

Mandatory Scanning
of Signed

2N : ¥ § o

Aadhaar: Documents AHachim e n! e ——

Acknowledgement Slip
and Update Form

pip [N
Vet o WOTHIETEIE mootersssmcccwnn O
mestorncocran O I
nanstaemscenn O
rctsrcnen O I
e R -
""“‘lﬂ-::‘q Crozmant v Q :

b-‘mq -

Py ra—r—E
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Understanding Aadhaar Enrolment and Update

Steps to update demographic details in ECMP

Under Resident
Enrolment menu, select
Correct Enrolment
Details.

2N
AhDHlAR

Update Resicent Information 3 3 o

e Changes Froceases

Carract Enakment Detais
PR RuceignTH bo. 5 7 Mol Givan

Haw Hiame

[ updme prmets: dewme

Personul Details
Gendar (0] doitin 4
aguoosd @ [w |0 Seoiio (H55 85 «
Contict Details (ottt} ¥ /s
Wiz [ [ Teat LR
HowmaiBip st 3 woi oW
StrestmaagLens i LY
Landmark afge's ladge |
ArealLucaltyfSector | s/ |
VilageTownicey 5 w\maﬁwmf.‘ﬁrﬁic
omme PO —— 5
Sisbe, FinCode 3 su0016 o, 5 EE g, s0001e
—— — g5 -
Dockooure undor seclion 1) TIE AMDIMAR (TARGETED DELIVERY OF FRANCIAL ARD UTHER SUBSIOES, CENEFTS AND SOIVICES ACT, 2B
11 N ) 16250015 i 15 101 O Kael 152 Bayh 1 15 presshding 12 S

PG & 1F0FIGHON (MEAING Do) providad by 3 1N UIIAI i (i 01 DA 6 10, GEATSE NG S550182| i awses AL my W Tumation
I v -ma i WG 5830 o Uy 0 0110 NS0Ty iy T (4551 00T 010 0 50 05 0 T G000 s o o
FrovismnG of e ASdaR Act| v & ighl 10 scses my ity isTormation (&xcapl £ora biomslrics Howieg Ihe grocedars il down by U

O Biametric Exceplions || Hex I

Fill in the Resident
Name, Aadhaar number,
and fields Marked by the

[
v, \v
- A -~
AADHAAR

Update Resident Information 3 3 o

| ResiemEsromam  Urs-Cyck Cranges  Frocssses

PR RucsigTH bo. 3

. . Naw Hame B |
resident for Updation (as (SRS p———
Personal Details
per the Update Form) - —
] ape0oe/ @ (@ |O Soorio [ 35 4 el
Click Next.
‘Conlact Delails Matan) ¥ rd
Langman: St e |
relLoceltyfSector | ELESES
wmgenzwniey % o Synoise g
Diatrict PO, 5 o
Stute, PinCode [ vt e
[ Emat# -
Diachosurs undar saction 32) of THE AADBAAR (TARGETED DELIVERY OF FINANCIAL AND OTHER SUBSIDES, BENEFITS AND SERVICES) ACT, HM6: 1l

| TN 1AL N D 163605 i 1054 T0f ot agl 152 days o 199 (eoating 12 S0NNa & MIarmason (NChing bRmas) Drovitord by me D (e UDALE fiy 0w B0 & 118, BirVes a0 SS6TSIa ) S aware 1hst
bimtrics wilba sehad B upsaIion of A3dnaar and eumenticalion. | unsrsti

el

P p———— >
ST Iy ey i Tmaton, (R 0 BOMRINC iy D& Brinided s i &guincy oaly wil iy Conaant g AUPSAIlin OF as pes Ihe

s oF e Aachaar s | have g fo scoss iy el i ormaiion (ereipt eo biomalrica ol g e proceders i down by

Go to References tab.

2 ~
AADHAAR

Update Resident Information 7"- J ©

Resisent Exroment  Ute-Cyck Changes  Prozeases

Aeterences Pheesg

Ideatity and Address Verfication

Fisase seest ane of the falowhng.
© Verdy usng supsering decuments.
ientty Proot | Seiect

Addreas Proo’ | Bank StwemenliPesstook

O irosicer snak vertty e reaissnta enttyinddress

Namelasdhaar o

O Head of Famby s2ak verlty e residents isnliyinddeas

ST

Relative Datails (7 ot Grven

Asation Tyos & Hams wogE b

Documents submitted for verification

Total nummber of documsnl psges submlied 3 [51’

ol Please select the

help@uidai.gov.in

https://uidai.gov.in/

supporting documents
based on the update
request

Enter the number of
Documents based on the
update request and click

Next
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= 2
5 Y. Update Resident Information  «® 3 L*]
AADHAAR Restien Exroiment  Life-Cyck Cranges  Proceases

Take resident’s picture
and any one Biometric
Attribute

and click Next.

P> Rosidem Contimation

AFrevbun | Hexth

Step 5 s I T

22
. . - . O
Review the details ). L e e mg.n,., o=

entered and get the e e e

confirmation from the m

resident. o
Click Save o -

New Name: Not Changed S8 artmg sy
— 008: Nt Speciied 3 239 38 58
Wio: Test o 08 oy | 4 <
House/Building/Apt e 7 s i
StreetRoadiLane - s
Villago/Town/City = st 5 moo/Sgeo/Siso
PO. : B o - . d
ietrict l

Verification Details
Proof of identty. NA
Proot of adaress: Bank StatementPassbook

Proof of Date of Bith: NA

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

1 confirm that | have been residing in India for at least 182 days in the preceding 12 months & information (nchiding biometrics) provided by me -
1o the UDAI s my own and is true, correct and accurate. am aware that my nformation nckiding bomatrics will be used for updsbon of

The operator should @A\:
give his/her thumb

impression and click operstr scup_1s28 Sperier st v bt
SaVe 1 > operator Finger > supervisor Finger > introducer Finger

22
Update Resident Information} P

Life-Cycle Changes  Processes
Aadhaar: Confirm Enrolment Update

score | 100%

Score 0% Score 0%

o

[seve [ener]

Disclosure under section 3(2) of THE AADHAAR (TARGETED DELIVERY OF FNANCIAL AND OTHER SUBSIDIES. BENEFITS AND o
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Print N

AADHAAR

Acknowledgement
Slip and get it
signed by the

resident

VerSicaton Ootads
Broct ot cemsty g Nomter grosoms | 2 |5
Proct ot sscess Posge 7 Gotete
Fenat of Dame ot B
Resasen biometrics Ortads > | -

e — _—
Mandatory T rAs \
. v, \J " . o
scanning of 7NN _‘é}“ L..i
Supporting o
Documents, — T
Acknowledgment
Slip and Update —
Form R O S | |
Motie N0 WOTHIETEI oot of aaswas dscumant 0 -
et ot (S (1 : J
e | 3
e Y -
e bl -
mm-q

P r— T
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Steps to update Demographic details in UCL client:

& fachaa . .y STHT X
AR . ! 9 ; <)
0. Undle Resident normation  J @ 9 = Open UCL client using
login credentials.

Enter the Aadhaar
ow  [EEE] T e Number of the resident
and take biometric
impression to fetch
his/her details.

Next, click Fetch
Resident Details.

pewe e |

O oo
Guardian On Benaifof ant Reaisent

Guardan UD

Fetch Resdent Detals

selected the resident for starting the update process with UCL.

: :
g B o=

,':A’;‘:\ \‘\‘_ Update Resident Information ) _
m— s— - o e In the ‘Demographics

= page, enter the updated
— b information as per the
. Update Form and click

Age008

— e Next.

et

ZN o =

Based on the update
request, supporting

o documents are selected
s E from the drop down
Identity and Address Verification
and
== v no. of the documents is

mentioned accordingly

Hame ! Asdhaar e,

Sect

Relative Detaits

Relston Type & Nave -

Documents submitted for venfication

Total rumbar of Gocument pagea aubmtted 3 [0 |

dPrevous || Nexth
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X 22 »
ZAY Update Resident Informati 3 o O E . .
N pdate Resident Information Review the details

AADHAAR Life-Cycke Changes  Lnromest Updates Frocesses  Dalabase gl
entered and click
Confirm.

Werification Details.
Pruot ot donity” ke

Proof of sadress. WA

Proof of Data of Sih: 4

conérm that | e Deen residing 1 inda for =t At 152 day
PETY

ading 12 monine & niormation (noiudng biemetricx) pravded by me
Eiametrics w b ml

P [=yer— = p—

e Step 5
AN Update Resident Information j -

KKoNAAR P s Capture Biometric

. confirmation of the

—_— —— - i Operator and the
: Resident and

click Verify

P> Operstor Contrmation

TE Ty 0w 873 5 TrUR, COEct And ACCIrale 1am W are hat my miom W B¢ used for Upaason
ae formetion (excepl core b provided fo an agency only with =y
Asdhaar Actihave 8 gt Izensty nfor=ation (except core

P

Falr =)

= SEE)
— T

v ’/@/\‘\,‘ Update Resident Information -« .
e Mandatory Scanning of

Supporting Documents
and Update Form

Aadhaar: Documents Attachment

ent Update

Scanner configuration

Resident  Nidnk

«
@

Scanner [Samsung SCX-3200 Series

opi (100

Sean mode

® Coor O Blsck

ttachment

Proot of entty documpat L

Proof of address documnt

Proof of bt docur}
Head of tamiy docs

Proof of dejn

g [

[ o Gt G 00 B4

Documelt scanned

Cancel

ih

includng welars services
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fodhoa WL =1l xe Step 7

1%\5): Update Resident Information 3 Z“ o E Click Submit to
Aadhaar: Confirm Enrolment Update complete the updating
TR i wamm " ’ the demographic
details.

> Operator Confirmation  Pace Any Finger ¥ || [ Introducer Confirmation  Piace Any Fnger ¥

P> Reskdent Contimation  Pisce Any Figer ¥

@ ventes

) may be provided 1o an agency only wih =y
cess my isensty nforatin (except core

Py p——— |

=272
; ; - o = . . .
Upcite Resicent nvormation J & i click Print Receipt to

‘tﬁ “ Life-Cyck Changes Enromer: Upgates Frocesses Database ligm.
" print the
7 Acknowledgement Slip

-~ Your request for Update has been accepted. Your request will be processed and

through sms shortly on the mobile number provided.

you will be
Updste Requist Nume
Generase decarston  regionslnguage:

PriotRucait |

venncanen Detalls

Pruaf of dentty 4
Broufof sdsess WA
Prout of Datg of @i A

ormatizn (inciudng biometrics) provded by me.
ing biometrica wil be used for upaton

v be previded (o an agancy only wis =y =
my ienbty nforation (except core =

unde
comsent during authenbcaion or as per the provisions of tie Aadhaar Act| have  ight © acc

1947
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Steps to update Photo in UCL client:

Step 1 EE——
rAaA 1‘, 0

= = 2 —

Enter the resident’s 2N LDGdIS Setl e Sraton Jd & b, S
Aadhaar Number and o e | \ |
take his/her biometrics

ant_j click Fetc_h o (el e e
Resident Details. O a
should verify the resident for starting the update process with UCL.
RE

m——r Step 2

=y ————— o o B

AADHAAR Life-y ge: Frocesses

In the ‘Demographics’
page, select “Photo

(—— + Update” Check Box and

Gemter

e click next

Contact Detalls (Compicte} i

Housesmidg fhct
SrecvRssatane
Landmacic

At scatysasior
VasgeTownicy, 0. 3

Dt Sub-Distrct 3

Enter Number of
supporting Documents as

T “1” i.e. Update Form
Igentity and Address Verification
Select v
Relatve Details
Relston Type & Nawe A4 e F A=

Toal number of et pagen subaved 3 ()

dPrevous || Hexth
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'."A" Update Resident Informaiion| y o E
Now, go to o — = P ,.§_. P

Photograph tab and
click the Resident’s
photo.

Armos [leeh

" Update Resident Information g ¥ o E

Click Review tab and “KABHAAR
check the updated

details in confirmation = — c

with the resident.
Finally, click Save.

s WA
IYoararDek o B WA

1 contem trad {rarse bawr ek I bt S o et 103 deys @ e pracefieg 12 Terits & niorvaten (achsag Bormrics | pereded by ve
e e UIDATS rwy i A0 5 i, CONECE A0S MiCuraie | aw aoe i aretan ¢

£ 1 anter N ey aguacy Gy wes iy =
Canaent AT IINTICHSE O 95 5o1 T HTAAEES O 116 0T ACTITALe 8 (Y113 ACTRSS Ty eEly 11BN (X3RN O

| Apevees g ot reeew

RN S S ALk Step 6
L L-

v \ i i o
2\ pEcote Redden I o J & s Capture Biometric

confirmation of Operator
and Resident.

Click Verify
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Step 7 s

v > &=
SN et preew L
Scan and upload the @Ai P v
Update form filled by the "
resident. o
TIREETER -
AL
L . = O EEXE _
";\‘\' Update Resident Information|. @ Z‘i o E ——
FAMHE : PN Click Submit to
Aadhaar: Confirm Enrolment Update - com plete the upda’[lng
Bevirt v s 0 it (i the demographic
P> Resident Confirmation  Piscs Any Frger ¥ || B Oporator Confirmation : Pace AnyFinger ¥ || [ Introducer Confirmation  Piacs Ay Fnger ¥ d etai|S.
@ Verites
e o e o o L
Arevous | Protprevew [
& 8]&=
-‘” T - — e Step 9
2 A y
AN Update Resident Information or E . . .
72 P ' mj,., é‘m A click Print Receipt to

. print the
[ -——— ﬂ] Acknowledgement Slip
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Steps for GPS Sync at start of Enrolment/Update Process (ECMP Client)

* Open Start Menu
* Click on Control

Panel

e Click on Windows
Firewall

e Turn Off Windows
Firewall

«  Window as attached
in Right will Open

e Click all three radio
buttons to turn off

» Click Ok Button
* Restart Your system
« Start GPS

 Check all the
connected device

e This bar is seen in
every page (left
bottom ) of the
enrolment client,
which indicating
which devices are
connected to the
machine

&) ~[#@ + ControiPand » AllControl Panelkems » Windows Frewall » Customae Setings

Customize settings for each type of network

oK Cancel

5 Aadhaar

N

AADHAAR

GPS Baud rate

GPS Information

help@uidai.gov.in

GPS Details

audrate (3600 &) (s

https://uidai.gov.in/

&

e Click “ GPS
Device” icon”
e Click on Start GPS
Button
1947
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Step 5 == ==
— e ————

” "AA@AARh
Check status” GPS S—
Device started” e -
Latitude; [P ey 40m

St e 6 & n.m:-r - = =
p '%\' GPS Details | “ ' ,.,2_

Check Status- Red e I

status is removed and B
updated coordinates Ee—

are shown O

;é‘\/—eﬁ GPS Details “ ' o

Please select “Band
Rate as 9600”

Once the GPS Synch vatede: [ETEEETIN orsicode: (EEEEEID wviewto: (TN
Page is completed, "

Operator Synch Page

P 0 ps U p (1)  GPS device is old (Model PL2303) then set Baud Rate 4800

Otherwise, you will not be able to update this information

Stop GPs |

(2) GPS Device Model is FT232RUSBUART then Baud Rate 9600

GPS Data Updates: lattude:15" 54.94' N, longlude72" 49.27"E, aiude: 107.10

help@uidai.gov.in https://uidai.gov.in/ 1947
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Steps for Packet Synch and Operator Sync (UCL and ECMP Client)

o After Login to the client for the first time Synchronizing of Operators Details is compulsory, for which
operator/supervisor needs to have Mobile number registered compulsory with Aadhaar.

o Note: If operator/supervisor doesn’t login for 10 days than Synchronize operators details need to be done
again

e Synchronize Operator Details (Operator/Supervisor must have registered mobile number for Sync & if
Operator doesn’t Login after 10 days sync needs to done again)

Step 1 i Aadhaar Lo |G

= \‘ Forced to Closoi 3 ' o

Click on Operator Sync ~ |-Z20-
Page in the Enrolment

Processes.

CI lent @ Unuploaded packet has reached max allowed 5d days
Please upload packets and sync again

[ Goto Syne page |

& 8] (&=

Stepz o T O |
_ " ‘w ' hood
Check the details of O\ 5 2 o
“Pending Packets” to :

be uploaded

Export

(@]
[£xport| [ Export an

(&](8)[=>] (&[]

Step 3 —
v

: « » ). ort Enrolment Dat o
Click on “Full Sync’ |72 Export Encolme 0‘ &

nd then “Operator ! o —
g d the Operato T T ey T R

yne 0 0 3 0 0

& First Complete Full 53

help@uidai.gov.in https://uidai.gov.in/ 1947
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Step 4 -3 S o
BEEECTE — ————

Check confirmation 2N

message on
completion of “ Full 0 0 0 g 0 0

Packet Sync”

S S———
i Rl |
— -
Select export location 3¢ | (@]
—

export | [ Export a1

(&) 8)[=]=)&)

Step 5 oomns

e Click on “Operator — . R : —— L e, (.o i
Sync” and wait for ] svronronize Operaior Detois B
the syncing G : :

process to start

e Once the process —
is complete click e ™ e R
OK

o (@) [#=h/[€R]

Step 6 v’ﬁ’ﬁ\‘\v Export Envolment Data| &g & ©

e Enter oTp | T
received on the Synchronize Operator Details
registered mobile
number of the
Operator

2 Regatrar 000 Envoment Agency | 0000 0

e Provide
confirmation either
by eye of finger to
complete the
process

Step 7 Ao ‘
v v Export Enrolment Daiai 3 g ©

Wait for the confirmation @\‘ 5
Screen Synchroniz peru'or De!cs

4 Regatrar Tooo Eorotment Agency | 0000 0

Resident Enrolment _ Life-Cycle Changes Processes.

Sttonws _ 7=ses | cComscTuoase  [Damacss =

help@uidai.gov.in https://uidai.gov.in/ 1947
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Mandatory Checklist/process for Operator/Supervisor

< 1. After completing enrolments/updates, perform EOD review and export all the packets- Menu -
Processes ->Verify Enrolment Details ->User Review Shortcut — Alt + Ctrl + V >

4 2. Sync enrolment packets >
4 3. Perform operator sync activity >

4 4. Upload packets through SFTP >

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

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 > frvernment of India/ g3

dgement/Resident Copy-

e This field is used for retrieving pre-enrolment data using o= RORY/NGAL/22AH
pre-enrolment ID (If available) ' ! e 32 3 R
e Enter the pre-enrolment ID and click on “Go”. Pre- \? | sy

enrolment data will get populated in the respective fields

e This pre-enrolment data may require correction

es

help@uidai.gov.in https://uidai.gov.in/
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< NPR Receipt Number >

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

< 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
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

‘ Gender >

e M for Male : ) )
e Ffor Female ’

e T for Transgender

< Date of Birth (DoB) >

e Record Date of Birth (DoB) of Resident, indicating day, month and year in the 2y ‘)é
relevant field — \’

e If the Resident provides documentary evidence (DoB Proof) of Date of Birth, E @ 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

4 Residential Address and Contact Details ’

-4 T
e A
e Enter the C/O address details as declared by the resident é e B
help@uidai.gov.in https://uidai.gov.in/
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4 Relationship to Resident (Conditional) >

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

Enter complete address including the PIN code and landmarks

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

If document furnished is not available in the drop down list of PoA, 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.

This is applicable only in case of HoF (Head of Family) based Enrolment

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

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

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

4 Disclosure >

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

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

Resident must be informed about the implication of this disclosure

4 Review by Operator and Resident >

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) -~
(S
— Correct Age/Date of Birth(mandatory) =

— Address — PIN Code; Building; Village/ Town /City; District; State(mandallny, a
— Relationship details — Parent/Spouse/Guardian ; Relative Name(mandatory)

— Accuracy and Clarity of Photograph of the resident(mandatory)
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— 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

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

¢ 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

< Operator / Supervisor / Introducer / HoF signoff > I-/f—\rﬂ-l

e Operator needs to sign off every enrolment by providing his/her fingerprint ///A «
=
=

e Supervisor’s sign off is activated and provided in case of biometric exceptions I_ - _I

e For achild 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

4 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
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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.stgc.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

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
o Use alint free cloth periodically to clean the platen of the Biometric Device
o Check devices periodically for scratches, out of focus images or if partial images are getting captured

e 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
capture to ensure good contact and maximise the area of the captured
fingerprints
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e 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
Iris Capture 2 \ ,@):

S
¥ »ﬂgul

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
help@uidai.gov.in https://uidai.gov.in/ 1947
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Facial Image Capture

off the Resident’s eyes

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

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

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

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

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

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

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.
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
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software

e 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

e 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: 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

FrelplEm Fingerprint Image Capture Suggestions
1. The type of exception must be explicity marked in
ESTT 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

Fi@ 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
f’@ @T‘& the software along with Exception photograph.
Squint / ) 2. |If there is exception in one iris, the second iris must
disoriented eye ) be captured.

'@ 7 w 3. Resident must be asked to confirm about this

condition before proceeding
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Chapter 7. 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.
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Photograph

Process Errors

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.

The photo should be neither too dark nor too bright.

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

Process

Capturing Resident
Photograph

Capturing Resident
Demographic Details

Verification of
Documents

help@uidai.gov.in

Description

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

e Hard copy of photo (passport photo etc.)

¢ Photo on a monitor

¢ Photo on a mobile device

¢ 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
Language is not used.

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.

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.

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

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

e 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

¢ |f 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.
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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 POl 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 POI 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 8: Offences and Penalties

Offences and Penalties as per Aadhaar Act and Regulations

Penalty for impersonation

Offence

Whoever impersonates or attempts to
impersonate another person, whether
dead or alive, real or imaginary, by
providing any false demographic
information or biometric information

Whoever, with the intention of causing
harm or mischief to or appropriating the
identity of an Aadhaar number holder
changes or attempts to change any
demographic information or biometric
information by impersonating or
attempting to impersonate another person,
dead or alive, real or imaginary

Whoever, not being authorised to collect
identity information under the provisions of
this Act, by words, conduct or demeanour
pretends that he is authorised to do so

Penalty for disclosing identity information

£

help@uidai.gov.in

Offence
Whoever, intentionally discloses,
transmits, copies or otherwise

disseminates any identity information
collected in the course of enrolment or
authentication to any person not
authorised under this Act or regulations
made there under or in contravention of
any agreement or arrangement entered
into pursuant to the provisions of this Act

https://uidai.gov.in/

Penalty

Imprisonment for 3 years
Or
Fine of up to Rs. 10,000
Or both

Imprisonment for a term which
may extend to 3 years and

A fine which may extend to
Rs. 10,000

Imprisonment for a term which
may extend to 3 years and

A fine which may extend to
Rs. 10,000

In case of companies, the fine
may extend to Rs. 1 lakh or both

Penalty

Imprisonment for a term which
may extend to 3 years and

A fine which may extend to
Rs. 10,000

In case of companies, the fine
may extend to Rs. 1 lakh or both

1947
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Penalty for unauthorised access to the CIDR

Offence Penalty

Whoever, not being authorised by the Authority,
intentionally:

a. Accesses or secures access to the Central
Identities Data Repository (CIDR)

b. Downloads, copies or extracts any data from the
CIDR or stored in any removable storage medium

c. Introduces or causes to be introduced any virus or
other computer contaminant in the CIDR

d. Damages or causes to be damaged the data in

" the CIDR

‘ e. Disrupts or causes disruption of the access to the e Imprisonment for a
- CIDR term which may

e f. Denies or causes a denial of access to any person ST SYELIS

who is authorised to access the CIDR e Afine which shall not

. l . . . . be less than Rs. 10
g. Reveals any information in contravention of lakh
sub-section (5) of Section 28, or shares, uses or

displays information in contravention of Section 29
or assists any person in any of the
aforementioned acts

h. Destroys, deletes or alters any information stored
in any removable storage media or in the CIDR or
diminishes its value or utility or affects it injuriously
by any means or

i. Steals, conceals, destroys or alters or causes any
person to steal, conceal, destroy or alter any
computer source code used by the Authority with
an intention to cause damage

Penalty for tampering with data in CIDR

Offence Penalty

e Imprisonment for a term
which may extend to 3 years
and

Whoever, not being authorised by the
Authority, uses or tampers with the data in the
CIDR or in any removable storage medium
with the intent of modifying information e A fine which may extend
relating to Aadhaar number holder or to Rs. 10,000

discovering any information thereof
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Penalty for unauthorised use by requesting entity

Offence Penalty

e Imprisonment for a term which

Whoever, being a requesting entity, uses e AE IOV IS E

the identity information of an individual in e A fine which may extend to Rs.
contravention of sub-section (3) of section 10,000

8 . .
e In case of companies, the fine

may extend to Rs. 1 lakh or both

Penalty for non-compliance with intimation requirements

Offence Penalty

e Imprisonment for a term which

) ) may extend to 1 year and
Whoever, being an enrolling agency or a

requesting entity, fails to comply with the * Afine which may extend to
requirements of sub-section (2) of Section Rs. 10,000

3 or sub-section (3) of Section 8 e In case of companies, the fine

may extend to Rs. 1 lakh or both

Offence Penalty

e Imprisonment for a term which

Yt may extend to 1 year and
e - Whoever commits an offence under this _ _
| = J| = Act or any rules or regulations made there ® A fine which may extend to Rs.
| A under for which no specific penalty is 25,000
S —— provided elsewhere than this section e« In case of companies, the fine
N . may extend to Rs. 1 lakh or both
help@uidai.gov.in https://uidai.gov.in/ 1947
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Offences by companies

Offence

Where an offence under this Act has been
committed by a company, every person
who at the time the offence was committed
was in charge of, and was responsible to,
the company for the conduct of the
business of the company, as well as the
company, shall be deemed to be guilty of
the offence and shall be liable to be
proceeded against and  punished
accordingly:

Provided that nothing contained in
this sub-section shall render any

such person liable to any
punishment provided in this Act if he
proves that the offence was

committed without his knowledge or
that he had exercised all due
diligence to prevent the commission
of such offence.

Offence

Penalty

Notwithstanding anything contained
in sub-section (1), where any offence
under this Act has been committed
by a company and it is proved that
the offence has been committed with
the consent or connivance of, or is
attributable to, any neglect on the
part of any director, manager,
secretary or other officer of the
company, such director, manager,
secretary or other officer shall also
be deemed to be guilty of the offence
and shall be liable to be proceeded
against and punished accordingly

Act to apply for offence or contravention committed outside India

Penalty

Subject to the provisions of sub-section
(2), the provisions of this Act shall
apply also to any offence or
contravention committed outside India
by any person, irrespective of his
nationality.

For the purposes of sub-section (1), the
provisions of this Act shall apply to any
offence or contravention committed
outside India by any person, if the act or
conduct constituting the offence or
contravention involves any data in the

Central Identities Data Repository.

Power to investigate offences

N

‘ \‘ Notwithstanding anything contained in the Code of Criminal Procedure, 1973, a
M B // \ police officer not below the rank of Inspector of Police shall investigate any offence
(e
- .

under this Act.
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Penalties not to interfere with other punishments

SR

No penalty imposed under this Act shall prevent the imposition of any other penalty
or punishment under any other law for the time being in force.

Cognizance of offences

No court shall take cognizance of any offence punishable under this Act, save
on a complaint made by the Authority or any officer or person authorised by it.

No court inferior to that of a Chief Metropolitan Magistrate or a Chief Judicial
Magistrate shall try any offence punishable under this Act.

Offenses and Penalties Due to Error Caused during Enrolment/Update

Sync but Not Uploaded

Nature of Deficiency Monthly Action to be taken
|. Delay in upload of enrolment packet I.  Amount to be withheld Rs. 25 per
after 10 days from the date of Enrolment packet
Gl Il Amount to be withheld Rs. 50 per
Il. Delay in upload of enrolment packet Enrolment packet
after 20 days from the date of .
enrolment IIl. Amount to be withheld Rs. 50 per

Enrolment packet
A Sync but Not Uploaded: Packet Not
uploaded up to 30 days from the date of
enrolment is deemed to be lost
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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 Cumulzie DS Emors

quality of photograph, Obvious Gender or 1) For 30 cases - Suspension of
Date of Birth errors etc. operator for 180 days

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

Gender Date of Birth

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

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:

e Full Finger Prints or Full Iris 1. For lor more cases -
incorrectly recorded as missing Suspension of operator for ONE

e Photo of Photo within a BE year

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

e Exception Photo of a different person
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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.

Bﬁdt quality photo in exception  For Monthly Cumulative BE-II errors:
photo

1. For 30 cases - Suspension of
Exception not visible in operator for 180 days
exception photo )

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-| errors:
#@% !!! K

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

4 SIS 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/ 1947




. Unique Identification Authority of India

¥ Government of India

Understanding Aadhaar Enrolment and Update

Enrolment Agency Performance

Review

help@uidai.gov.in

<

Nature of Deficiency

Every enrolment agency performance will
be rated based on quality parameters of
UIDAI's

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/

Monthly Action to be taken

If the performance rating is below
90%, EA will be treated to be in red
zone and if the performance rating
drops below 85%, the enrolment
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

1947
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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

i f tor for 180 d
e Poor quality document o OipEEEr e ays

Data mi tchin d t 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

Action against Operators

Error Type Description
e Demographic error e Operator/Supervisors may be blacklisted for
_ . a period of 6 months to 5 years depending
e Biometric error upon the nature of error made.
e Photo of Photo (POP) e Appropriate Legal Action needs to be taken

e Use of un parliamentary /abusive language in
residents demographics

e Enrolment with fake Pol/PoA, Fudged consent
slip generation /Any enrolment done by tampering
with UIDAI software
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AADHAAR

Chapter 9

Guidelines for the Enrolment Staff to Improve Customer
Satisfaction and avoid Fraud and Corruption
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Chapter 9: 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:

ro 2
dab dh . 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 aresidents

In f senior citizens: : ; ; :
case ot 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/ 1947




e wer

\, Unique Identification Authority of India
¥ Government of India

)

AADHAAR

Responsibility

Enrolment Agency

EA Staff-
Operator/Supervisor
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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

https://uidai.gov.in/

DON'Ts

Use one password for
multiple sets of Operator IDs

No two Operators should
have the same Operator 1D
(User code)

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

Uncertified
operator/supervisor
not be deployed

should

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

1947
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Responsibility

DOs DON'Ts

TO IMPROVE CUSTOMER SATISFACTION
courteous to residents earlier enrolments of resident

e Ensure that resident mobile number is e Do not enter N/ANA etc. in
entered in the system fields where Resident has not

. . rovided any data
e Ensure that resident is made to P y

understand the use of email ID in the
enrolment/update

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

e Inform residents about time taken for
Aadhaar Generation/ Updation 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/ 1947

Page96 ASGIY BIERARE0 &



mailto:help@uidai.gov.in

i 4, Unique Identification Authority of India
¥ Government of India

Understanding Aadhaar Enrolment and Update

Responsibility

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
chid 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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Aadhaar Retrieval Process

e Reasons for Aadhaar Retrieval:

— Residents may be in a hurry to link or seed their Aadhaar

— Letter does not reach the destination even after 90 days

3222222 20my

o8

— Residents had lost their EID/UID Slip £
-l |

e Aadhaar Generation: Normally, it takes maximum up to 90 days from the day of receipt of enrolment
packet by UIDAI from the Enrolment Agency and is subject to passing all the verification processes

o Delivery of Aadhaar: Normally, it takes up to 90 days from the day of receipt of enrolment packet by
UIDAI's CIDR to deliver Aadhaar to the address

e Mode of Delivery: Sent across to the address by India Post, Downloaded from the UIDAI website using
registered mobile number or download M-Aadhaar using the registered mobile number

e Status of Letters: Some letters either are lost in transit or residents have relocated
Only Enrolment ID (EID) is Available

e Resident to visit https://eaadhaar.uidai.gov.in/

v Enter EID number, registered mobile number to receive OTP
and download a PDF of the Aadhaar letter (e-Aadhaar)

¢ Resident to SMS on 51969, type:
v' UID STATUS < 14-digit EID > OR
v' UID STATUS < 28-digit EID >

¢ Resident can get Aadhaar on his/her mobile by visiting
https://resident.uidai.gov.in/web/resident/get-aadhaar-no

v' Requires the EID number, registered mobile number and
OTP

e Aresident can also get e-Aadhaar printed from a Permanent
Enrolment Centre (PEC) as per the rate mandated by the Authority

e Aresident can also call 1947

e Aresident can also do email correspondence on help@uidai.gov.in
UID / Aadhaar is Known but Letter is Lost / Unavailable

e Aresident can visit https://eaadhaar.uidai.gov.in/
v' Enter Aadhaar
v' Give registered mobile number to receive OTP

v Download a PDF of Aadhaar letter, also known as e-Aadhaar
help@uidai.gov.in https://uidai.gov.in/
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e Aresident can also SMS on 51969 and type:
v' UID EAADHAAR < Aadhaar > < email Id > < PIN code >

Lost EID and/or UID / Aadhaar

e Aresident can visit https://resident.uidai.gov.in/find-uid-eid
v' Give name in English language only

v Either registered mobile number or email ID entered during
the Enrolment

v" Registered mobile number / email ID shall receive the OTP
to retrieve Aadhaar or EID status

¢ Resident can also opt to call 1947
e Resident can also do email correspondence on help@uidai.gov.in
e Visit a Aadhaar Permanent enrolment centres

v' Ask the operator to use “Advance Search”

v Provide Demographic information to the operator to search
your enrolment details

e Resident can visit the nearest Regional Office (RO) of UIDAI
v' Has some helpdesks at each RO.

v' Executives will be glad to help aggrieved residents

help@uidai.gov.in https://uidai.gov.in/ 1947
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AADHAAR

Chapter 10

Appendix (s)

help@uidai.gov.in https://uidai.gov.in/ 1947

Page 100




m Unique Identification Authority of India j /-\
& Government of India @AR

Understanding Aadhaar Enrolment and Update

Chapter 10: Appendix(s)
Appendix A — Code of Conduct

1. Service Providers shall make best efforts to protect the interests of residents.

2. Service Providers shall maintain high standards of ethics, integrity, dignity and fairness in the conduct of
Aadhaar enrolment and update of residents.

3. Service Providers shall fulfil their obligations in a prompt, ethical and professional manner.

4. Service Providers shall at all times exercise due diligence, ensure proper care and exercise independent
professional judgment.

5. Service Providers shall not divulge to anybody either orally or in writing, directly or indirectly, any confidential
information about the residents which has come to their knowledge, except where such disclosures are required
to be made in compliance with the Act or any other law for the time being in force.

6. Service Providers shall not indulge in any unfair practice.
7. Service Providers shall ensure that grievances of residents are redressed in a timely and appropriate manner.

8. Service Providers shall make reasonable efforts to avoid misrepresentation and ensure that the information
provided to the residents is not misleading.

9. Service Providers shall abide by the provisions of the Act and the rules, regulations issued by the Government
and the Authority, from time to time, as may be applicable.

10. Service Providers shall not make untrue statements or suppress any material fact in any documents, reports,
papers or information furnished to the Authority.

11. Service Providers shall ensure that the Authority is promptly informed about any action, legal proceeding, etc.,
initiated against it in respect of any material breach or non-compliance by it, of any law, rules, regulations and
directions of the Authority or of any other regulatory body.

12. Service Providers shall be responsible for the acts or omissions of their agencies and employees in respect
of the conduct of their enrolment and update services.

13. Service Providers should have adequately trained staff and arrangements to render fair, prompt and
competence services to residents.

14. Service Providers shall develop their own internal code of conduct for governing internal operations and
laying down standards of appropriate conduct for their agencies, employees and officers in the carrying out of
their duties. Such a code may extend to the maintenance of professional excellence and standards, integrity,
confidentiality, objectivity, and avoidance of conflict of interests.

15. Service Providers shall follow maker-checker concept in their activities to ensure accuracy of enrolment and
update data.

16. Service Providers shall not indulge in manipulative, fraudulent practices in the process of enrolment and
updation.

17. Service Providers shall ensure security and protection of all data (demographic/biometric) collected from
residents in accordance with policies and processes as may be specified by the Authority for this purpose.
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18. Service Providers shall enforce the decision of Authority regarding suspension/debarment/disempanelment
of enrolling agencies, operators, supervisors etc, as applicable.

19. Service Providers shall follow the standards for data fields, data verification and biometric fields specified by
the Authority.

20. Where required, Service Providers shall use only those devices and IT systems whose specifications have
been approved by the Authority.

21. Service Providers shall follow the protocols prescribed by the Authority for record keeping and maintenance.

22. Service Providers shall follow the process and systems specified by the Authority for transmission of the data
collected.

23. Service Providers shall follow the confidentiality, privacy and security protocols as may be specified by the
Authority.

24. Service Providers shall follow protocols as may be specified by the Authority for spreading and
communicating the message, content and intent of the Aadhaar project. Since the Aadhaar logo and brand name
are properties of the Authority, the Authority will specify the manner and limits of the use of the Authority logo,
brand name, brand design and other communication and awareness materials.

25. Service Providers shall follow protocols, processes and standards specified by the Authority for the
implementation of the Aadhaar processes.

26. Service Providers shall submit periodic reports of enrolment to the Authority in the form and manner as may
be specified by the Authority.

27. Service Providers shall provide information related to the Aadhaar processes from time to time as requested
by the Authority.
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Appendix B — Enrolment Centre (Checklist)

Registrar:
Enrolment Agency:
Enrolment Center Location: Complete Address
Enrolment Station Codes: All Stations
Enrolment Agency Supervisor Name:
S Enrolment
) Checkpoints Agency
No .
Supervisor
Mandatory Requirements
A Station
A.1 | Laptop/Desktop available USB hub for connecting biometric and other devices; (Always
Check with techsupport@uidai.gov.in for latest requirements).
For ECMP version 2.0
¢ 2Ghz,Dual core CPU or later
* 3GB RAM or higher
¢ 160GB HDD
¢ Dedicated USB 2.0 Port(minimum 5 ports required)
Note: (Windows Vista/any 64 bit Operating System is not supported)
A.2 | UIDAI software installed, tested, configured and registered with CIDR as per installation
and configuration manual. A new version must be installed latest within one month of
release on all registered laptops. VDM installed and services for the devices are running.
A.3 | Iris capturing device available(record Make & Model)
A.4 | Fingerprint capturing device available(record Make & Model)
A.5 | Digital Camera (Record Make & Model) must conform to UIDAI’s specifications.
A.6 | White back ground screen, non reflecting, opaque, ~3ft wide, and with stand ,available
for taking photographs
A.7 | Extra monitor for residents to verify their data (15-16" with a resolution above
1024x768)
A.8 | All devices necessary for enrolment must conform to UIDAI’s specifications
A9 | Working of all equipment at every station tested
A.10 | Memory Stick for data transfer (4 GB pen drive sufficient for 1 centre/day i.e. ~5
stations. Enrolment Centre should maintain a stock of 20 days )
A.11 | Printer ( A4 laser printer; must print photo with good quality receipt)
A.12 | Printer Paper( Inventory for 5 stations for 10 days ~ 20 rims)
help@uidai.gov.in https://uidai.gov.in/ 1947



] Unique Identification Authority of India f\\
&P Government of India AﬂAI;HAAR

Understanding Aadhaar Enrolment and Update

A.13 | Antivirus / Anti Spyware checks

A.14 | Data Card /Internet connectivity for Enrolment Client. Client synch is mandatory at
least once in 10 days.

A.15 | All Operators and Supervisors enrolled into AADHAAR ,registered with CIDR, Certified
and Activated

A.16 | All Operators, Supervisors and Introducers on boarded into Aadhaar client for local
authentication.

A.17 | The pre-enrolment data from the Registrars, if used, is available for import on laptops

A.18 | If Registrar has additional fields to be captured, then the KYR+ software for capturing
the KYR+ fields is configured and tested

A.19 | Sponge for wetting and hand-cleaning cloth available

A.20 | GPS Receiver as per UIDAI specs

A.21 | Hardware keys for Enrolment Stations for security reason (may be prescribed after
October 2012)

A.22 | Scanner for scanning documents during enrolment, where scanning is being used
(pre-scanned documents can also be attached)

B Centre

B.1 | Backup power supply (generator) of 2 KVA capacity for every five enrolment stations
kept in a centre

B.2 | Fuel torunthe generators

B.3 Printed Aadhaar Enrolment/Correction Forms available in sufficient numbers at centre /
pre-distributed.

B.4 | Bubble packed ,water resistant ,envelopes(CD mailer) for transferring pen drives/ hard
disks to CIDR (2 Envelopes/day/centre. Enrolment Centre should maintain a minimum
stock of 20 days )

B.5 | Download and install latest version of Aadhaar SFTP client if using online mode for data
transfer to CIDR. All packets need to be uploaded within 20 days of enrolment. The
enrolment client will freeze if packet pending for uploads exceed 1000 on the station.

B.6 | Photocopier for xerox of resident's Pol,PoA documents(or provisions as per contract)

B.7 | Data Backup of each station at least twice a day on an external hard disk (backup should
be maintained for a minimum period of 60 days).

B.8 | Adequate lighting, fans & power points for plugging various biometric devices available

B.9 Local authorities informed of enrolment schedule

B.10 | Introducers informed of enrolment schedule

B.11 | Banner for the Enrolment Centre placed at entrance

B.12 | Posters depicting enrolment process in English & the local language present in visible
places

B.13 | Grievance handling Helpline Number and other important numbers displayed
prominently inside/outside the enrolment centre

B.14 | The User Manual of the software available for ready reference & operators aware of the
same
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B.15 | Ink pad for taking thumb impressions on consent where resident/introducer is unable
to sign

B.16 | External Hard disk for taking backup

B.17 | Mobile phone/ Land phone/Internet available for immediate communication with UIDAI
/Registrars etc

Desired

C Other Logistics

C.1 Extension box for Power Cord

C.2 | Water, soap and towel for cleaning hands

C.3 | Drinking water facility available

C.4 | Sufficient number of tables and chairs for enrolment station operators

C.5 | Chairs/benches available in shade for waiting enrolees

C.6 | Hall / room spacious & furniture organized to minimize movement of enrollee while
capturing biometric information

C.7 | Atleast one station is suitable for physically challenged, pregnant women, women with
infants and elderly enrolees.  This station is clearly marked with a visible banner.
Enrolment centre is preferably setup in ground floor.

C.8 | Carry cases for all devices available

C.9 | Material for cleaning biometric instruments and laptops as specified by device
manufacturers

Ill

C.10 | A separate enclosure to enrol “purdah-nasheen” women available

C.11 | Sufficient no. of operators available for job rotation & preventing operator fatigue

C.12 | Lady operators / volunteers to assist women enrolees

C.13 | Security arrangement in place to stop enrolees from carrying bags / suitcases or any
other material into the enrolment centres

C.14 | Aramp is provided for disabled and old age people; It is recommended that the centre
should be setup in the ground floor of the building

C.15 | First aid kit available

C.16 | ORS kit available for areas in extreme heat conditions

Enrolment Center - Health & Safety Considerations

D.1 | All the electrical equipment are properly earthed

D.2 | All wiring on the floor or along the walls properly insulated

D.3 | Wiring required for the generator backup and for connecting the various devices used
for enrolment neatly organized

D.4 | Fuel for generator or any other inflammable material stored away from the enrolment
area

D.5 | Fire safety equipment available handy

D.6 | Power generator kept sufficiently away from the enrolment stations

D.7 | Local Emergency Help numbers available at the center & operators aware of the same

Date Sign
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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...................oooviiinii. i

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.)
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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, DIO, 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/ 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 e flled by the Cneslmens Sgercy onks Cuie L tirme of ool === - -
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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/ 1947
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Appendix G - List of supporting documents for Aadhaar Enrolment/Update

Supported Pol Documents Containing Name and Photo SUERErEL E;?]gu::j%r;gssgontammg NS
1. Passport 1. Passport
2. PAN Card 2. Bank Statement/ Passbook
3. Ration/ PDS Photo Card 3. Post Office Account Statement/Passbook
4. \Voter ID 4. Ration Card
5. Driving License 5. Voter ID
6. Government Photo ID Cards/ service photo identity card issued 6. Driving License
by PSU 7. Government Photo ID cards/ service photo
7. NREGS Job Card identity card issued by PSU
8. Photo ID issued by Recognized Educational Institution 8. Electricity Bill (not older than 3 months)
9. Arms License 9. Water bill (not older than 3 months)
10. Photo Bank ATM Card 10. Telephone Landline Bill (not older than 3
11. Photo Credit Card months)
12. Pensioner Photo Card 11. Property Tax Receipt (not older than 1 year)
13. Freedom Fighter Photo Card 12. Credit Card Statement (not older than 3
14. Kissan Photo Passbook months)
15. CGHS / ECHS Photo Card 13. Insurance Policy
16. Address Card having Name and Photo issued by Department of | 14. Signed Letter having Photo from Bank
Posts on letterhead
17. Certificate of Identify having photo issued by Gazetted Officer or | 15. Signed Letter having Photoissued by
Tehsildar on letterhead registered Company on letterhead
18. Disability ID  Card/handicapped medical certificate issued 16. Signed Letter having Photo issued by
by the respective State/UT Governments/Administrations Recognized Educational Institutions on
Supported PoR Documents containing Relationship 17. ﬁg%rg%a?Ob Card
details to Head of Family 18. Arms License
1. PDS Card 19. Pensioner (_:ard
2. MNREGA Job Card 20. Freedom Fighter Card
3. CGHS/State Government/ECHS/ESIC Medical card 21. Kissan Passbook
4. Pension Card 22. CGHS / ECHS Card . .
5. Army Canteen Card 23. Certificate of Address havmg photo |ssyed by
6. Passport MP or MLA or Gazetted Officer or Tehsildar on
7. Birth Certificate issued by Registrar of Birth, Municipal letterhead .
Corporation and other notified local government bodies like 24. Certificate of Address issued by
Taluk, Tehsil etc. Vlllage_ Panchayat head or its equivalent
8. Any other Central/State government issued family entitlement authority (for rural areas)
document 25. Income Tax Assessment Order
9. Marriage Certificate Issued by the Government 26. Vehicle Registration Certificate
27. Registered Sale / Lease / Rent Agreement
Supported Proof of DoB Documents 28. Address Card having Photo issued
- — by Department of Posts
1. Birth Certificate 29. Caste and Domicile Certificate having Photo
2. SSLC Book/Certificate issued by State Govt.
3. Passport o _ 30. Disability ID card/handicapped medical
4. Certificate of Date of Birth issued by Group A Gazetted Officer on certificate issued by respective State/UT
letterhead Governments/Administrations
5. PAN Card . 31. Gas Connection Bill (not older than 3
6. Marksheet issued by any Government Board or University months)
7. Government Photo Id Card / Photo identity card issued by PSU 32. Passport of Spouse
containing DoB 33. Passport of Parents (in case of Minor)
8. Central/State Pension Payment Order 34. Allotment letter of accommodation issued by
9. Central Government Health Service Scheme Photo Card or Central/State government of not more than 3
Ex-Servicemen Contributory Health Scheme Photo card years old
35. Marriage Certificate Issued by the
Government containing address
help@uidai.gov.in https://uidai.gov.in/ 1947
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Appendix H- Convenience Charge

Government of India y

' No, 4(4)/ST/259/AKR/ 2014 E&U
Government of Indis
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 the rosidents for various Aadhaar related services

Ref.- OM No A4 ST/ 259/ AKR/ 20147 E&LU dated 2771272010

Vide above referred OM, revised  assistance 10 Regmsirars for Aadhnas
generation and mandatory biometrnic update {5/15 years) and revised max. fees 0 be
collected from the remdents for the sorvices | update and . othet services| provided by
Regiatrars / Other sesvioe prov ders was made effective from 1% .Jan 2017

2 In view of guerses being recvived from Regstrars/other sevsce providers
regarding applicability ol GST on  the charges collected by them from the residents (o
various Aadhaar related services, it in herehy clarifed that GST aver and the ahove the
charpes may be levied  a= follows
| Services [ aximum foe collected | Rate of GST over and above ‘
$roms rosident by service | the charges mestioned in the |
| | provider {in Rs.) : column
|3 . 2 3 |3 v
| Bometrc updates |othar than mandatoryl | 25 | 13% , SAC code 998393
Demographic  wpdate  (any type/aow | 25 | 15% . SAC code 95983949
A‘r‘.","_"‘?_ N it B ! S )
Aadnaae Search uaing ekYC Fnd Asdhaar | 20 15% , SAC code 998399
’ Jamy other ool and colour print ot A4
| Sheet : ! Loz o
| Aadhaar Search wsing eKYCFmed Aadhaar | 10 16% SAC code 9533592
| famy other teal and B/W poot out on M
S |

i |
— | :

w

This issues with the approval of pompetent authonty
) -
N
| Arun Rawat)

Dw. Divector
To '

All the UIDAL Registrars

ATl the UIDAT Enrolment Agences
All the UIDAL Regivnal Offces
Tech Centre

Aath Division

o DR -

help@uidai.gov.in

https://uidai.gov.in/

1

947

Page 111



$753

e w6

Unique Identification Authority of India //-\\
Government of India ;@‘HAAR

Understanding Aadhaar Enrolment and Update

Appendix | — Deactivation of Aadhaar

1. The

'Cases requiring deactivation of Aadhaar Number

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

f.

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.

“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.

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.

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.

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.

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.

help@uidai.gov.in
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Appendix J (a) — Aadhaar Update Form to be used at Enrolment Center

s e P\

Nopkd s ba § o Tok MAlmotni [TaE TR L D6 P i [ Pl A0 OTeis budio bl AADHALE
AL NTL Al Wl i) AT, Sk A star )

AADHAAR DATA UPDATE/CORRECTION FORM

Field for Update/Correction: Suect(&#) ) Name [] Gender [0 Date of Birth [ Address [ Emad ID

Asdhasr NO. (o aroviie mrourats §2-g8 Aadbos namle Sevw
Filll Details in Engliah 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 st (v®) Male() Female| ) Tramsgender | |
Date of Birth

Address (/O Details Seect (W) Clo | J0fal 1S/al IWial JHfal )
Gearriuan P e eSO N Ere

Heune [ Bldg/ gt

Mobile NG (mandstery) | £ Ml st
Document Detils farme e of 7o dorrrent sfscted Rater bmresrs | for Vel docemersa)

a. POI (for Marve Corecon| b. Pol [ler seme Crangs)

¢ DOB d. POA

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

| pmeviirrn that | basw by rewding i irada for ot bt 182 dep 0 T preceding LI moette & et |ind 1] e By rewe B TR LADIAD i vy
mt ared -mmnm-nmumMMMﬂuﬂh“dmnmtm
i =y ke rrEy imbew i Ere ) ey b o agenry orly wih ey e o = per i proesioms of e

Agchaar Aot | aes 3 gh 1o s Ty ISErAty Inbormaten [Fapept ooew et | follea iy T procesure leed down by DAL

Agphcant’s sgratuns/ Thubarnt

help@uidai.gov.in https://uidai.gov.in/ 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 | | '7’ | | '

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) P RS

Dot MOV SSUDENEsor Wil Be worang # Seeecp Mode/Pesmamont Centr @

S

D st ] | | | [

: > ——— = - == = =
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 | ! | - - | - 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 https://uidai.gov.in/ 1947
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| 1]

Pan No. of EC incharge/Owner -

HiESAENEERN

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:

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.

Place:
Date:
Seal & Signature of Technical Co-
ordinator/State Head of Enrolment Agency
help@uidai.gov.in https://uidai.gov.in/ 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/ 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/
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Appendix L — Aadhaar Enrolment Kit

Aadhaar enrolment kit consists of a set of hardware devices required to carry out successful Aadhaar enrolment
& update. This set of devices comprises of following devices.

l.

Il
M.
V.
V.
VI.
VII.
VIII.
IX.
X.

agrONE

Laptop/desktop

Monitor

Multifunction printer/scanner
White screen

Focus Light

Surge Protector spike

Iris Scanner

Camera

Slap scanner

GPS Device

All these devices shall be as per UIDAI’s specifications.

Biometric devices (Slap/Iris Scanner) shall be STQC certified.

Complete kit warranty shall be for 3 years except White screen, Focus light & surge protector.

During warranty, faulty equipment’s shall be replaced/repaired within 7 days.

Aadhaar Enrolment Kit comprising of specific make/model of device shall be UIDAI certified for its working

with latest UIDAI's enrolment client (ECMP)

Minimum Specification of Aadhaar Enrolment Equipment

Iltem S.1.1. — Laptop/Desktop

Specification Details
Machine Form Factor| Laptop/Desktop
Model From Top 5 vendors as per latest IDC report
CPU 2-GHz Dual Core or later
Display Minimum 14" HD Anti-Glare (16:9)
Connectivity Should have built-in support for Bluetooth 4.0, Wi-Fi (IEEE
802.11b/g/n) and Ethernet (10/1000 Base-T), bluetooth not required incase of laptop
MEMORY 4-GB DDR3 or higher, SDRAM @1066MHZ expandable up
to 8-GB with 1DIMM SLOT FREE
Built-in webcam with minimum High Definition 720p, not required in case of
Webcam laptop
HDD Minimum 500GB (or Higher) Hard Disk

Input / Output Ports

One HDMI

One VGA, 2 incase of laptop

Dedicated Minimum 5 USB 2.0 port*

help@uidai.gov.in
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Battery Backup

One Ethernet (RJ-45)

4 CELL or 6 CELL LITHIUM/0.5KVA UPS with 30 min backup time

Chipset Integrated with CPU or equivalent
Graphics Integrated Graphics
Specification Details
Keyboard
Full Sized (Minimum 84 Keys) Windows compatible Spill-resistant keyboard
Touchpad Wide Touchpad below keyboard, not required in case of laptop

Preloaded OS

Windows 10 professional

Microphones

At least one built in Mic, not required in case of laptop

ACCESSORIES

Laptop carrying case

WARRANTY

3 years comprehensive onsite-warranty. BATTERY AND
POWER ADAPTER WOULD HAVE ONE YEAR WARRANTY

ANTI-VIRUS

For End Point Security

*In case the laptop has less than 5 USB 2.0 ports, then a USB Hub with multiple USB connections (enabling 5
devices plug-in through USB port) should be provided at no extra cost

Item S.1.2. — Monitor

Specification Details
OEM Among the “Leaders” Quadrant in the India region in any
of the previous two Quarters as published in IDC / Gartner
/ Frost and Sullivan report for the PC / Laptop / Monitors.
Size 15-16 inch or higher
Type LCD
Resolution 1024 x 768 or above
help@uidai.gov.in https://uidai.gov.in/ 1947
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Item S.1.3. - Multi Functional Device (MFD)

Specification Details

FUNCTION PRINT COPY SCAN

DUTY CYCLE IN
PAGES 8000 PAGES

PPM — BLACK (A4) | 18 PPM

Model From Top 5 vendors as per latest IDC report
RESOLUTION 600X600 DPI
MEDIA USED Ink tank for low cost running i
Specification Details
UPTO
CUSTOM MEDIA SIZE LEGAL
STANDARD OPERATING| Compatible with Windows 8, Windows 10 and
SYSTEM SUPPORTED earlier versions of Windows (XP, Vista) and Linux
SCAN RESOLUTION 600X600 DPI OPTICAL
BIT/COLOR DEPTH 24 BITS
COPY SPEED BLACK 18 CPM
COPY RESOLUTION 600 X 600 DPI
Iltem S.1.4. — White Screen
Specification Details
Size 4 X 5 ft stand mountable / wall mountable
Accessories Stand
Non-Reflecting Yes
Opaque Yes
help@uidai.gov.in https://uidai.gov.in/ 1947
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Item S.1.5 — Focus Light

Specification

Details

Capacity

60w

Accessories

Stand, 2Mrts Wire and on/off Switch near the operator

Iltem S.1.6. — Surge Protector Spike

Specification

Details

General

6 nos. of 5A sockets (4 Indian style + 2
Style), Fuse, on/off Switch and 1ISO mark

International

Item S.2.1. — Iris Device Spe

cification

(http://www.stqgc.gov.in/sites/upload_files/stqc/files/BDCS-03-08.pdf)

Specification

Stationary
(mounted: wall,

tripod or stand)1

Hand-held2

Hand-held with
alignment aid3

Iris Diameter (In pixel)

> 210

Spatial Resolution Pixel

Resolution

>60% @ 4.0 Lp/mm > 16 Pixels/mm

# of simultaneous captured

1. Stationary: Any capture process where the device is stationary and the subject is required to position and

rest himself/herself

2. Hand- held: Operator operates and holds the camera and the subject is stationary. 3Alignment aid:

Camera has mechanical fixture for alignment. Optical viewfinder is not considered alignment aid.

Specification Stationary Hand-held2 Hand-held with
(mounted: wall, alignment aid3
tripod or stand)1

eyes4d

Viewfinder External Internal External or

Internal
Capture distance > 750 mm > 50 mm >20 mm
help@uidai.gov.in https://uidai.gov.in/ 1947
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Capture volume > > 20x15x12mm > 20x15x12mm

(width/height/depth) 250x500x500mm

Exposure time <15ms <33 ms <33 ms

Imaging wavelength 700-900 nm

Spectral Spread Power in any 100nm band > 35% of total power

Scan type Progressive

Image margins Left & right: 0.50x iris diameter, Top & bottom: 0.25x iris
diameter

Pixel depth > 8 bits/pixel

Image evaluation frame rate > 5 frames/sec, continuous image capture

Capture mode Auto capture with built-in quality check (incorporates NIST

quality considerations)

Sensor signal to noise ratio > 36 DB
Connectivitys USB 2, USB-IF USB 2, USB-IF certified
certified Or
Networked
(TCP/IP)
Power USB or independent PS
Weight NA <1kg <1kg
Dimension <300 x 100 x 300 <220 x 200 x <220 x 200 x 100
mm 100 mm mm
Operating temperature 0-49C

10 — 90% non-condensing

Humidity

Durability/Shock IP54

Safety Standard Exempt Group per IEC 62471:2006-07
Standards FCC Class A, RoHS

4. Considered simultaneous if second eye is captured within 2 seconds of first eye done without moving
the device.
5. Total of only 1 USB port will be available for connectivity and power
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Specification| Stationary Hand-held2 Hand-held with
(mounted: wall, alignment aid3

tripod or stand)1

Software AP| Compliant with latest UIDAI Device Capture API

Specifications.
Linux/Windows 64 bit VDM ready certified by UIDAI

Item S.2.2 —Camera (http://www.stqc.gov.in/sites/upload_files/stqc/files/BDCS-03-08.pdf)

Specification Details
Capture Mode Plain live capture
Image Quality Full Frontal (0x01) as per ISO/IEC 19794-5

Minimum Resolution| 800 x 600

Capture Mode Manual Capture with Auto Focus and Auto Lighting Adjustment

Sensor >2 Mega Pixel Native

Connectivity6 High Speed USB 2.0, USB-IF certified

Lens Fixed, SLR

Power Through USB/Independent PS/Lithium lon preferred to AA/AAA
batteries

Mount Tripod

Operating 0 to 50 degree Celsius

Temperature

Humidity 10 — 90%

Safety Standard UL

Software API Compliant with latest UIDAI Device Capture API Specifications

Durability / Shock IP 54

Note: Total of only 1 USB port shall be available for connectivity and power

Item S.2.3. — Finger Print Device Specification
(http://www.stqc.gov.in/sites/upload_files/stqc/files/BDCS-03-08.pdf )

Specification Details
Capture mode Plain live scan capture
Image Acquisition| Setting level 31 or higher (Section 9.1 of Biometric Design
Requirements Standards for UID Applications V1.0)
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1
Image evaluation frame rate| > 3 frames/sec, continuous image capture
Capture mode Auto capture with built-in quality check (incorporates NIST
6. Total of only 1 USB port will be available for connectivity and power
Specification Details
guality considerations)
Capture area >76mm x 80mm
Connectivity7 USB 2, USB-IF certified
Power Through USB
Dimension (W X H X D) [ <160mm x 160mm x 160mm
Weight Maximum 2.5 Kg.
Operating temperature | 0—-50 C
Humidity 10 — 90% non-condensing
Durability / Shock IP 54
Standards UL certified (if applicable). Meets 1SO 19794-4:2005
Section 7 and Annex A certification requirements (IAFIS
Appendix F certified).
Software API Compliant with latest UIDAI Device Capture API
Specifications
Linux/Windows 64 bit VDM ready certified by UIDAI
Note: Total of only 1 USB port shall be available for connectivity and power
Item S.2.4. — GPS Device
Specification Details
General The GPS device should be certified by UIDAI as per
GPS related OM 4(4)/57/122/2016/E&U-Pt
Note: List of approved GPS vendors are available in
the UIDAI website, www.uidai.gov.in
Accessories With all necessary required cables and accessories to
connect to the PC/Laptop
Warranty 3 years Comprehensive on-site Warranty
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7. Total of only 1 USB port will be available for connectivity and power

SPECIAL TERMS AND & CONDITIONS FOR AADHAAR ENROLMENT KIT

1. Installation & commissioning: Bidder shall provide Remote support Facility for installation of Aadhaar
Enrolment Kit

2. Delivery Period:-Bidder shall complete the entire delivery to consignee within 30 days from date of
purchase order.

3. Performance bank guarantee -, Bidder shall submit the PBG of 10% of the contract value. to the
purchaser before payment is released

4. Payments: 100 percent of the payment shall be made within 10 days of supply of Aadhaar enrolment kit
to consignee after its acceptance & submission of PBG .

5. Warranty for the complete kit except white screen, Focus light & surge protector shall be 3 years.

6. SLA: In case failing to replace/repair of faulty equipment’s within 7 days (equipment’s within warranty),
Rs100 penalty per day per equipment till the replacement/ repair shall be deducted from PBG.

7. The ceiling price for Aadhaar enrolment kit shall be Rs 1.5 lakh which may be set on the gem portal in
such a way that same is not visible to the sellers but the offered price more than the ceiling price shall not
be accepted in the gem portal.
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Appendix N- Common Errors in ECMP Client and resolution

Enrolment Agencies must download latest ECMP Client from the path specified by the Authority. After
downloading the client and during the usage, Operator/Supervisor faces multiple issues/challenges as mentioned
below. Resolution to be adopted by the staff to resolve such issues is provided against each error for reference
and following the instructions mentioned-

S.no | Error =Screenshot Error Name- Resolution

1.

Error- Operator
Authentication Failed

Resolution —

e Check Bio-Lock (in
Portal / M-Aadhaar)

e Aadhaar is
Suspended
(required bio update)
' n330 - e Auth template
== re-extraction >
Contact UIDAI Tech
Support
Error- Registration
Failed
Resolution —

e Change the data card
/ network Connectivity
and then try again

e Re-Register the client

e This may also occur
because IP not
whitelisted / firewall
settings

Error- Operator details
missing

Resolution —

e Please check network
connectivity (link /
speed)

e If network is fine, then
please re-onboard
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Error- Iris device not
detected

Resolution - Check the
device connection.
Restart the services and
check

Error- Operator sync
unsuccessful

Resolution - Follow the
Process of Operator On
Boarding again

Error- Pincode Data
Error

Resolution —

* Provide the entire
Pincode Data
(Number, District,
Sub-District, VTC)

+ Download & Import
_ the latest
ZTED DELAVERY Of MANCIAL AKD OTER SUSSEN S SERMFITS AND STV & AcT wmes | 4L B “l\/laster'-data’Y flle (In

ECMP / UCL)
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7. Error- Packet Sync Error
Resolution —

e Process -> Export
Enrolment Data ->

e Synchronise Operator
Details -> Synchonize
Packet States (enable
full sync)

8. T S N EEE— er— Error- Connecting to

e IS M | O Server
0 Regava B E=rotment Agency 0
i miiieives a3 Center Type 3 Came-Moce -
— Resolution - Contact
UIDAI tech Support team
Export Packets
Export Registrar Packets -

9. Error- Error
encountered during
print
Resolution — Check the
physical connection of
printer
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10.

11.

12.

ct it
' 0 Server Connecton faled. Piease try agan of contact UDAI tech suppo

‘q Ok

Understanding Aadhaar Enrolment and Update

B Aadhan

T copy of the enrolment chent is nof rogistersd. Please regrster the fygpheaton

Aadhaar Login =®

_Operator UD

‘. A

‘__-——~~"'“—'— Logn | | Cancel

Enroiment Update Chent (Lie Edton)
version 3.3.0.0 Lf

Error- Enrolment client
is not registered

Resolution — Re-register
the client

UD Authorty of g, ol rghis resen'?

Copyignt (©

Error- Server

connection failed

Resolution - Please
check the network
connection and then try
login

Error- Number of fingers
does not match the
expected numbers

Resolution - Ensure
entering proper number of
Biometric fingers along
with proper directions

help@uidai.gov.in
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13. i Error- Some files have
ogin
AGdhOGf - 9 been tampered
Fingerprint Resolution —
ificat
ooy e The Operator has not
been properly On
' boarded. Please
) on-board again
A ~
D o Few System
A A file(s)/folder(s) are
Enrolment Cbent version 33.3.3 Logn | Canw“ edited
14. Error- Local verification
service is not available

Resolution —

e After starting system
wait for some time
and then start the
client,

o if issue still persist
then we need to go
services-> restart
Aadhaar Multiplatform
Device Manager &
Aadhaar QQSSITV
Service

15. Error- Scanner missing
errors

Resolution - Please

check the physical

/hardware connection of

your printer + Scanner

device and try again
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16.

17.

Error- Network
connection error

Resolution - This error
mainly occurs in SFTP
software -> check the
network connection ->
replace the database file
and re-register

18.

Error- Registration with
CIDR failed

Resolution - Check the
entered registration
credentials (user name
and password)

Error- Fatal error during
installation

Resolution - Installation
of client machine was not
done properly->
uninstall all client software
restart your system->
start installation process
again

19.

" Aadhaar Acminisrsion SlB =

P n
AADHAAR Ch Sacurty  DETOGUCNICE SCBEN DAIADARS g

The network used is not
able to connect UIDAI
server./ Client is Not
Registered/ QSSITV
service are not
responding (partially
enrolled) - Restart
Aadhaar QSSITV service
just before clicking “Enroll
User” before onboarding/
Name as in certificate and
Aadhaar is different/
Registrar is not mapped
for the concern operator
id/ Registrar is Not Active/
EAis Not Active/ Operator
is Not Active/ Operator
Associated with Another
EA/ The biometric
captured is less than
60%.-Try giving only left
slap(four fingers) or right
slap or two thumbs only
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