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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:-

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

9 Introducers
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Introduction to UIDAI and Aadhaar
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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 Deliveryof Fi nanci al and Ot her Subsidies, Benefits
Act 2 Gnllﬂthc‘)J)le 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).
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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

m : "m
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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Data Repository
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Registrars
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The Aadhaar (Enrolment and Update) Regulations,
2016 published on 12" September 2016 and other
amendments issued thereafter.

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

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

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

1 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

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

1 Enrolment Agencies will directly interact with and
enrol residents and could be third party agencies
that are empanelled by the Authority

A permanent or temporary centre set up by an
enrolment agency for carrying out enrolment of
residents and updating their information
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T 1t i s the syst e mdembgephe
and biometric data is captured
Enrolment _
Station 1 The enrolment set-up includes a computer, the

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

91 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 1 Software vendor are providing the software, such

f . ) : ;
?/Cér:\(ljv;rse as operating system (Windows XP, Vista, Windows
7), Application software, etc
1 Enrolment/Update Software will be provided by the
Authority and it will have in-built security features
to secure the information collected
1 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
1 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
I ntroducer ds Aadhaar n
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
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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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We value integrity
We are committed to inclusive nation building

We pursue a collaborative approach and value our partners

CORE VALUES

We will strive towards excellence in services to residents and service providers
We will always focus on continuous learning and quality improvements

We are driven by innovation and provide a platform for our partners to innovate

= =4 -4 A4 A -8 -

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 U Just another card
V Unique ID number issued to an individual U One per family
shall not be re-assigned to any other
individual
V Enabl es residentés i d| U Aadhaar will replace all other IDs
successful AAuthenti cg
V Collect and record demographic and U 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 U Aadhaar can be used as Proof of Citizenship

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

V UIDAI enables universal identity U 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, U 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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Chapter 2

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:

1 State/ UT Governments

1 Central ministries and departments / agencies under them

1 Public Sector companies of Central / State Governments

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

1 Schedule Commercial Banks

9 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 }[ 1.{ }[ mn mmn H H }{
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 A
specified in Appendix A. -0t ] I

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

10.

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}
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

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

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

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

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.

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

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.

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

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 i 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:

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

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

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

1 The person should have read the complete Training Material on Aadhaar Enrolment/Update available on
A ut h o wdbgite/b@fere giving the certification exam

1 The person should have obtained i Super vi sor feratTéesfing and Cextdication Agency
appointed by Authority

T Note: Obt aining a ASupervisor Certificateo does n
Enrolment/Updatewit hout engagement with Authorityds empanel |

After taking the certificationandbe f or e starting work as EAO&6s Supervisor:

T The person must be engaged and activated by any Enrtr
guidelines prior to commencing enrolments

1 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 responsibilitesofan EAG6s Supervisor?
At the Enrol ment Centre, Supervisordés role is to plan an

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

1 Prepare and Manage the Enrolment Centre Setup Checklist i
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 ’g ,
sign the checklist at the beginning of each enrolment centre and/or 2N
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

1 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

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

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

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

I Name of Registrar and Contact Number

i Name of Enrolment Agency and Contact Number

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

I Working hours and Holidays of the Enrolment Centre

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

i List of Documents required for Aadhaar Enrolment/Update

T Rate List for all the Aadhaar related services

1 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.

1 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

Page 16 ASGIY BIERARE0 &




4 Unique Identification Authority of India ﬂ//\\

Government of India AADHAAR

Understanding Aadhaar Enrolment and Update

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

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

On Boarding Self and Others

Supervisor must submit hiss/her A On b oar di rpng withr mo

the required documents to the Enrolment Agency which in turn
submit the form to concerned i '
verification.

After verification, Authori t Regisnal Offices will approve/reject the
on boarding with the respective Enrolment Agency

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

Enroll ed User means user 6s Buthontyeid successfullyeconspietedsandv er i f i

stored in local database at the enrolment station.

Supervisor mu st make sure t hat-boaaded at théh atioRsCfgrdocaht or s 0

authentication

Managing Centre Operations
Supervisor also acts as an Operator, when required, in exigencies

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

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

Supervisor must ensure that the residents who have come for Fresh Enrolment have never enrolled for
Aadhaar by wusi ng i FprovidedimthecEhralmentCliemtc i | i t y o

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

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

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

Supervisor is required to ASign offd every enrol

Abi ometrit¢coaxcep
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1 Supervisor must ensure that every Operator is aware of and has a print copy of the critical points to be
revi ewed at the station during Residentds review

1 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

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

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

1 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

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

1 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

1 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

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

1 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

1 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

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

n GPS Location, Backup, Sync and Export

1 Supervisor ensures twice-a-day data backup of all enrolment data ) )
to external hard disk as per Authc Y, Z58 g\ i
station number where backup is done to ensure that all stations are
backed up and none is missed.

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

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

1 Supervisor manages timely data export of enrolment data for
upl oadi ng t o Aietnaaonmuin tipftdssdays er v er

help@uidai.gov.in https://uidai.gov.in/ 1947
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Who is an Operator and what are his/her qualifications?

Operator

Understanding Aadhaar Enrolment and Update

Supervisor can maintain a register for data exported. Record date, station number and packets exported
at each station for reconciliation purpose

End of Day Review/Correction

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

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

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

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

Performance Monitoring

A

The Supervisor cooperates with the Authority/Registrar 6 s moni t or s
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

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

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:

f
f

1

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 basic understanding of operating a computer and should be comfortable with
local language keyboard and transliteration
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T The person shouldpéeaatorob€Carnefli fiaddt ed from a Test.i
appointed by Authority

T Not e: Obtaining a f Operator Certificateo does n
Enrol ment/ Update without engagement with Authorityods

Before starting work as an Operator:

1 The person must be engaged and activated by any Enrolment Agency in
accordance with Authorityds guidelines prio

1 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

1 The person should have read the complete Training Material on Aadhaar
Enrolment/Update available on Authori t y6s website before givi
exam

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

On-boarding of Operator

Operator must submit his/ her AOn boarding For
the Enrolment Agency which in turn submitst he f orm t o condegionabd @i Au
Of ficeso for v er i f i RegibnaloQffices Wilf dpgrove/rajeetrtiefon c at i o
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

Machi ne. Enroll ed User means that the wuserods
successfully completed and stored in local database at the enrolment station.

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

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

1 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.

1 Brief the enrolment/update process to
resident before and during the process I 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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1 Make sure that the resident has never enrolled for Aadhaar before doing a fresh
enrol ment using the AFind Aadhaar Facili

1 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.

1 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.

T 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.

1T Check t hat t h A&adhaar ¢
Enrolment/Update form is verified and
carries Verifieros
and stampl/initials. The form must also
carry Resi dent és
signature/thumbprint.

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

T I'n case of I ntroducer/ HoF based enrol men
should be available in the form along with their details filled in the fields provided for
Introducer and HoF, respectively.

f Make sure that t h

1 Capture demographic and biometric is on all the time during the
data of the resident in the Aadhaar client enrolment/update and ask the
software (ECMP/UCL) in the sequence resident to cross check the data
of data capture as per the screens being entered and review
provided on the software client. demographic data with resident

before signing off.

1 Make sure that the Enrolment/Update

9 Print, sign and provide Form, Original Supporting
acknowledgement to the resident and Documents and Signed Consent slip
take resident signature on consent at the is uploaded in the Enrolment/Update
end of enrolment. Client and all documents are returned

to the resident.
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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:

f
f

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

Theper son should have obtained ACELC Operator Certifioc
appointed by Authority

Not e: Obtaining a @A CELC Operator Certificateo doe
Enrolment/Update without engagement with Authorit y 6s empanel l ed Enrol ment Ag

Before starting work as CELC Operator:

f

The person must be engaged and activated by any Enrtr
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 Ma
website before giving the certification exam

CELC Operator mu st submit his/ her Aion boarding Forn
Enrol ment Agency which in turn submit the form to coc
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 6s biometric details verif
stored in local database at the enrolment station
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Who is a Verifier and what is his/her responsibility?

1 When the resident comes to enrol for Aadhaar to an Enrolment Centre, demographic information will be
entered from documents that the resident provides
1 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
1 The verifier present at the Enrolment Centre will verify the documents submitted by the resident against
the enrolment/update form filled by the resident
1 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
1 Any serving /retired official both from Government (including Armed forces and CPMFs) and PSUs
including Banks not below the rank of be&Howedpobé dedldyedad ass |
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 Authorityds Regiona
1 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
1 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?
1 Make sure that the resident has original documents for verification.
1 The documents produced by the resident for Aadhaar enrolment/Update must be in the list of UIDAI
approved documents only
1 The format is for certificate to be issued by officials/ institutions (only those that are recognised in the
Ul DAl 6s v al i dnts)for ®roof af fdentityp Rraofmof Address, Proof of Relationship, Proof of
Date of Birth is as per Appendix C
1 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
1 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
1 Verify Name, Date of Birth, Address, and Relationship Details against Pol, DoB, PoA, PoR, respectively
T Name
i Pol reqguires a document containing the residentds
document has both
help@uidai.gov.in https://uidai.gov.in/ 1947
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i 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."

CardNo. ... ...

\1 | Invalid POI without photograph |

1 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 ‘

1 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

[ s [Aee

Wsoa  Ooteof Gl G7/09/1974
vedwsd[] varified 4

Strect, s/ Lonvs Lane Mo 2

ton New Shimia

Post OMfice Hewr Shanls

o Svan vt

|[rmcou 1recc s Smb-flistrict
|

Stare Himachal Pradesh
PINCODE 1 70009

roulile tis

Nabde 1o

\‘ [ Wrong Usage (With Salutation) |

\ | Correct Usaae (Without Salutation) I

a It is very important to write the personoés
may tell that his name is V. Vijayan whereas his full name may be Venkatraman Vijayan and similarly R. K.
Srivastavabés full name may actually be Ramesh
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

name

AADHAAR
Aodhagr Envelment is free and voluntary. Correcticg
and Aadhaar Enrolmaent. In case of Carvaction proy|
In case of € orrection provide your EID No
Please follow the instructions

1 | Pre-Enrolment i

w

Full Mame: I{AMI.'% ND RS BHAGAT

Gender:  Male {J) I%\(dlet] Transge:

Y

Aadhagr Enrelment is free and veluntary. Coi
and Azdhaar Enrelment. In eass of Coractiof
In case of Correction provide your El

Please follow the instruc

1 | Pre-Enrolment!D

3 | Full Name: }rt’ Bhagat

4 Gellder:A‘lnle (W) Female{ ) Tr

Name
Slo-

POI
-l

Ram Chandra Bhagat
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 POI
Name Chandra Ram Bhagat m
Address — 109- B Tara Apartment “-—h

Lane No 2
New Shimla, Himachal Pradesh
Card No. CDI908766

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

Not Acceptable due to difference in name

POA POI
Name Chandra Ram Bhagat m
Address — 109- B Tara Apartment it
Lane No 2 PR

New Shimla, Himachal Pradesh
Card No. CDI908766

Name Sita Chandra Bhagat

Sio- Ram Lakhan Bhagat
Card No. 42333244

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

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 fAiVerifiedod. When resident declares the DoB with
is considered as fADecl aredo.

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 b i r t We raisf/ifd e 61 ar edd or ageas filled hi s/

; 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. TheCafie ofd personds name, if any, is usually
parents and children, respectively. If not available, one can leave this Address line blank.
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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. Iln the case of children below 5 years, ANameod and
guardian is mandatory. Parent/Guardian must produce their Aadhaar letter when enrolling children
(or they can be enrolled together).

Understanding Aadhaar Enrolment and Update

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

@ Head of Family (HoF):

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

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

c. The verifier must also check the HoF details in the Enrolment/ Update Form in case of HoF based
verification. Ho F6s Na nie foamstould lze ddrifted againstihm Baxhaari n
letter.

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

; Mobile Number and Email address:

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

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

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).

y
-
- w

2%

Vo

b. If aresident is unable to provide documentary proof of identity or -~
proof of address, they can be enrolled through a pre-designated
filntroducer o who is identified an 2d by the
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 Ilntroducers are individuals (for exampl e, Regi strard
of local administrative bodies, postmen, influencers such as teachers, health workers and doctors,
Anganwadi / ASHA wor ker s, [ te)jdergifedhy & Registrarand cefistekred io a | N G (
Ul DAl 6s CI DR as fAlntroducerso.

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

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

d. 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 Registrarc oncer ned and regisasré@tdntnodubaAl
the particular Registrar. Therefore, the I ntroducer
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.

b. The Introducers must attend the Aadhaar awareness workshop organised by the Registrar and UIDAI to
acquaint themselves with the Aadhaar programme and understand Introducerd gesponsibilities and
liabilities.

c. If the identified Introducer is ready to work as an Introducer, he/she will have to give a written consent
(prescribed Performa attached as i Appendi)x tD being an I ntroducer for
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.

d. 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.

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

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

g. 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.

h. Introducer must be easily accessible to the residents.

i. The I ntroducers must ¢ heckddshon th&Ensoimdne forin fos corftetmass and
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.

j- 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. Introducershavet o provide their biometric on Aadhaar <client

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
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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 1 EAs will declare enrolment 1
with the Registrars and EAs. station deployment plans
i.e. when and where the
oo centres will be established

1 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
~, [ ][] 1 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 oni 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 Aut horityé Redhgough rnheit
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 :

1 On-board (Enrolled) User: Verification of
Us er dometric details is successfully
completed and stored in local database

1 Not Enrolled: Verification of Us e r l@aosnetric
details is not successfully completed and not
stored in local database
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7. Enrolment Staff will provide their fingerprints (left 8. Once biometrics are captured, user sends a
slap, right slap and two thumbs) request to CIDR server for authentication
1 When the quality of biometric is above threshold, 1 During authentication at server, biometric of the
pass indicator will be shown to user Enrolment Staff are compared against the
1 User will get unlimited number of attempts to biometric provided by the same person at the time
capture biometric that passes the required of enrolment
threshold

GPS Sync of
Enrolment device

IMPORTANT

1 EA staff must ensure that the Enrolment Device must be attached to the GPS device at
all times

1 EA staff must ensure that the device is fully functional at the time of login into the
enrolment client

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

1 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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Aadhaar Enrolment/Update Process
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Chapter 4. Aadhaar Enrolment/Update Process

The Aadhaar enrolment process includes visiting Enrolment Centre, filling the Aadhaar Enrolment/Correction i
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).

1 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.

1 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.

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

1 The waiting time for Aadhaar generation may vary upto 90 days after receipt of resident data packets in
CIDR.

1 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

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

Document-based
Enrolment

Introducers include:

=

Registrarsé own empl o
Elected local body members

Members of local administrative bodies
Postman

Influencers such as teachers

Introducer-based
Health workers

Enrolment
Doctors

Anganwadis / Asha workers
Representatives of local NGOs

=A =4 4 -4 4 -4 -4 -
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Information  Captured during Introducer-based
Enrolment:

T Introducerd mame
T I'ntroducer 6s Aadhaar

1 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

Head of Familyés Aadhaa

= =4 4 4

Biometric confirmation of the Head of Family at
time of enrolment

9 Proof of Date of Birth
1 Proof of Relationship (parent and child)

‘1 1 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) e ? v ry f Biometric confirmation of the any one parents at

time of enrolment

9 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:- >

1 Complete Demographic Information

One iris, if not possible to capture both the irises

)l
1 Fingerprints of remaining fingers in case of missing finger
1

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 }'

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

1 In case there is some error in the

letter) . _ information mentioned in Aadhaar Letter
1 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) 1 Resident can also submit a Update

1 Downloaded in the form of m-Aadhaar Request 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.

1 Incase 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

1 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

1 Mandatory Update: The biometric information of children has to be mandatorily updated upon attaining
five years of age and fifteen years of age

1 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
wes resident s consent sdordeactvationefsAadhaarlNaneberisspedfiodin Appendix |
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Mode of Updates

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

(@).

Isiting 1 The resident will be biometrically authenticated
Enrolment . . :
Sl and shall be required to provide his Aadhaar

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

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

1T Resi dent 6s camA deal rugdated online
through SSUP Portal by submission of Aadhaar
number and the registered mobile number and
uploading the supporting documents

Online mode 1 Authentication will be carried out through a
One-Time Password (OTP) sent to the registered

mobile number

1 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.
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AADHAAR

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
in ARel ationship to Residento.

does

h. In case of children below the age of 5 years, one o f the parentsdé or guardi a

Number shall be mandatorily recorded.

i. I't is not compulsory for only fathero6s name to
can alone be recovgear dioan & shiesirdbpntegiarintdss o

i Enrol ment of the parent is mandatory prior to
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

E
] B
\Uj!"’

Name Address -3
@ ¥

@ﬁ !% =5 | (=

;- Mobile e-Mail ID
4

Gender Date of Birth
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Login to latest ECMP
client using your login

AADHI&I
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Enrol a Resident 3 3 o
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section.
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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
& Verdy usng supsoring Socuments.
Isentty Froot | Disabéty D Carshandcasped medical cemficate msuzab..[«
Addrons Proot | Baok StwemintPassbook (22

O iirosicar anal erty the resisents ienttyindsress

Nsmehsdhas to

O Heas ot Famy snak verlty ma residents ionltynddrass

Select .

Relative Details (7 Not Gren

Awbalion Tyzs & Namw - oS b

Documents submitied for verification

Totslrumber of decurmnl pszes subsled i (2| d

Enrol a Resident z“ 3 0

Realdent Exroment  Life-Cycle Changes  Froseases

AN

AADHAAR

Ideatity and Address Verification

Fiease seiect ane of the falowng

& Verdy usng supsortng Sacuments.
Mentty Proof | Disabéty D Carshandcasped medical cerficate msusdb. [+

Addross Proot | Baok StuemintPassbook I+

O btrosucer shal verity te resisents enttyiosress

Narmethsdhan to

© Head of Famiy whal verlty 2 residsata isnltyindgruss

Select -
Relative Details [~ Not Gren

Rulaton Type & Name - wofoE dE

Documents submitied for verification

Totalnumber of documsnt pspes subsiled 3 [2 e
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Click Photograph tab :@): — bl m@,.,, Mgmu ..
and click the bomicomel K] o Pl R
photograph of the
resident.

| dpreviun | netp

-
';/Q/\\' Enrol a Resident 3

Go to Fingerprints “KRoHAAR”
tab.

Capture the left hand
figure impression then
right hand fingers
impression followed by
both Thumbs
impressions using the
biometric device.

| esttem sxoment Lte-Cycie Cranges Procaases

Frevus | Neap

Click Iris tab. 2N Enrol a Resident 3 3

Capture the both Iris
impressions using the
Iris scanner.

o

PO -~
AADHAAR | Resient Evroment Life-Cycle Changes Processes
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Step 10

Finally, click Review
tab and confirm the I:I
details with the
resident.

In case of any errors,
go back to the relevant
tab and correct the
same.

Click Confirm.

Step 11 == - e

The operator should AN : M
give his/her thumb
impression in the

biometric and click
Save.

v 7

Y O =

Step 12

Printing of
Acknowledgement Slip
and getting it signed by

the resident
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