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This training manual introduces the learner to the Aadhaar enrolment process.

The module is meant to give all its users a firm grounding on the various stages in the enrolment process.
The manual starts with the hierarchical structure of the various entities involved in the enrolment process.
A major portion of this material describes in detail the various activities in carrying out enrolment for
Aadhaar. This module also covers various standards and guidelines prescribed by UIDAI.

Target Audience
e Registrar's Supervisor
e Enrolment Agency Supervisor

¢ Enrolment Agency Operator

e Technical Support Staff

Dependent or Related Modules

e Module 1 — UIDAI and Aadhaar
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Objectives

In this module, you will learn

The Organizations involved in the enrolment process

The enrolment process flow

The First Mile Logistics

The process of data de-duplication and Aadhaar generation

The roles and responsibilities of agencies and people involved in enrolment

The standards and guidelines, as suggested by Unigue Identification Authority of India (UIDAI)

Enrolment Organizations for the UIDAI

The UIDAI partners with a variety of organizations to enroll residents for Aadhaar and verify their identity.
The structure of this partnership is shown below.

[ UIDAI }{ Registrar J —{ Enrolment Agencies }{ Enrolment Centres ]
A 4 = < g

{ Registrar J _{ Enrolment Agencies }{ Enrolment Centres j

= S -
4[ Registrar J —{ Enrolment Agencies JJ~{ Enrolment Centres ]
7 =

{ Registrar J _{ Enrolment Agencies JJ»{ Enrolment Centres J

: Empanelment AJ ;

Civil Society
Outreach Groups

UIDAI and Partners

Registrars: A Registrar is a department of the central or state Government or a reputed
organization with whom the UIDAI has entered into a Memorandum of Understanding (MoU) for
on-field implementation of the UID Project.

Enrolment Agencies: Enrolment Agencies are appointed by Registrars and will directly interact
with and enroll residents. Enrolment Agencies could be third party agencies that are empanelled
by the UIDAI or they could be existing offices of the Registrar like the LIC using its own offices
and staff, etc.
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3. An Enrolment Centre is setup by an Enrolment Agency where residents would get themselves
enrolled.

4. Outreach Group: The UIDAI along with the Registrars will also partner with civil society groups
and community networks which will promote Aadhaar and provide information on enrolment for
hard-to-reach, marginalized and deprived populations such as tribals, destitute and homeless
people.

Lead Line (Top left corner): Volunteer from an Outreach Group
addresses the villagers Volunteer

3

"Having an Aadhaar will help you..."

Volunteer talking to residents

UIDAI has set up a grievance handling contact center where residents can call (all India toll free
number 1800-300-1947) and get their queries resolved.

Unique Identification Authority of India
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Outline of Enrolment and Aadhaar Delivery to Resident

EA
g‘
' \ Enrolment

i,

Data backup €——

Carri SFTP

Enrolment
Station

De-duplication

Broad Outline of the Enrolment Process and Aadhaar Delivery to Residents
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Enrolment Enrolment Enrolment Transfer of Data De- UIDAI Sends|
Agency sets Agency Agency Demographic duplication The Aadhaar
Up the Captures Performs | [and Biometric| | and Aadhaar| | In a Letter to
Enrolment Residents’ Backup of Data Generation The Resident

Centre Demographic Data and Collected By By UIDAI at

and Biometric sync the Enrolment CIDR
Data Agencies to
the CIDR

Enrolment Stages

Stage 1: Enrolment Agency sets up the Enrolment Centre

The steps for setting up an Enrolment Centre are as follows:

Description

1 Enrolment Agency in consultation with Registrar Identifies Suitable Locations where Enrolment Centres may be Setup
2 Enrolment Agency in consultation with Registrar Decides Number of Stations for Each Enrolment Centre
3 Enrolment Agency Deploys Required Hardware Devices and Software

4 Registrar loads KYR+ Application and provides Residents’ Pre-enrolment Data If Available

5 Enrolment Agency Loads Residents’ Pre-enrolment Data on the Computers of Enrolment Stations

6 UIDAI Provides Content to the Registrar for Awareness and Publicity

7 Registrar Creates Awareness among Residents

8 Enrolment Agency Helps Registrar in Creating Awareness among Residents

9 Enrolment Agency Ensures Availability of Certified Operators and Supervisors

10 Enrolment Agency Completes On Boarding of Operators, Supervisors and Introducers (OSI)

1 Enrolment Agency Ensures Site Readiness and Fills Checklist

12 Registrar Audits Site Readiness

Enrolment Centre Setup

Unique Identification Authority of India
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Step 1: Registrar Identifies Suitable Locations for Enrolment Centres
and Number of Enrolment Stations Required

The Enrolment Agencies will setup Enrolment Centres in the geographical areas identified by the
Registrar.

Identifying premises for Enrolment Centre

Rakesh comes to meet Eshan at a local school where = 3
the Enrolment Centre has been proposed to be setup “ )
by Enrolment Agency. \

i
) T think you have selected
» the right place and the
-—— right time for setting up

As the Enrolment Centre would
be on the ground floor, it will be
easier for the old persons. And
what about Logistics facilities?

" the Enrolment Centre.

r
Yes, I've searched a lot and finally found this ﬁl:ce'
It is easily accessible by everyone. Generally t
climate is very hot here, hence I preferred winter
f?r enrolment. The winter vacation for students is
also on.

What is the frequency of

Is stationery readily
power-cuts in this area?

~ " available nearby?
——

Market is Just

/

Powcr-c:ns happen twice or thrice a day

=Y
with a duration of 30 - 45 mins, ::Lf:':":'\o:::yy h e
But we have arranged for generators is available at

and the fuel station is just one and o

half Kilometers. away reasonable rates.

Does the school have
running water facility?

h ¥

Water is available twice a day. |
But there is a reservoir within

the school which helps to maintain
running water supply for 24 hours J-\

Unique Identification Authority of India
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e Shelter and protection from natural elements — The Enrolment
Centre will be using a number of expensive devices for enrolment.
Besides, the data resulting from each enrolment needs to be
protected from any kind of damage.

o Excessive heat (summer sun) can prevent efficient operation of
devices and ultimately lead to devices malfunctioning.

o Water seeping in through the roof (if it rains) can also damage
equipment.

o Falling debris can damage equipment and cause injury to residents as well as the persons
manning the centre.

e Local Help — The Registrar and the Enrolment Agency will need
support for not only setting up Enrolment Centres but also for day
to day operations which only the local authorities will be able to

provide.

For example in case of a fire, the centre will have to depend upon the
fire brigade, police and medical units which are normally managed by the
local district administration.

This will be possible only if the Registrar and the EA interacts with these
local authorities from the planning stage onwards and right up to the

time that all enrolments for that area are complete.

The local administration will also facilitate the creation of awareness about Aadhaar, its benefits
and will help in publicizing the enrolment schedule to the residents.

e Remote and difficult to reach areas — Whenever enrolment has to be done for residents who
are located in remote and hard to reach areas, where proper infrastructure for setting up
Enrolment Centres are not readily available, it may become necessary to use mobile and
temporary Enrolment Centres.

The Enrolment Agency along with the Registrar will decide on the number of such mobile
Enrolment Centres and also the duration for which they will function.

The list of difficult areas will be available with the State
Government. The frequency of visits to such locations,
and the period over which the station is open for
enrolment will be decided by the Registrar based on
parameters like:

o Density of population to be covered

o Prevailing weather conditions

o Geography of the region

The process of setting up of enrolment centre is explained in the section “Guidelines for Setting
up the Enrolment Centre”.

Unique Identification Authority of India -
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Mobile Enrolment Centre

e Number of Enrolment Stations to be deployed

UIDAI has provided guidelines and calculation work sheets to Registrars for working out the
number of Enrolment stations required at an Enrolment Centre. These guidelines are based on
certain assumptions and the Registrar must, in consultation with the identified Enrolment
Agencies, work out the numbers.

Parameters to be considered are:
Minimum number of days over which the enrolments will happen
Approximate number of enrolments in a day
Distance between the Enrolment stations
Area required for each station

Area available at the Enrolment Centre

Number of working days in a year
Number of enrolments per Enrolment station in a year

Duration of the program

© ©® N o g M w DN

Average number of enrolments per Enrolment station during the project duration
10. Total expected registrations as a percentage of the population

Model RFP published on UIDAI website provides an excel sheet for facilitating calculation of humber of
stations.

Unique Identification Authority of India
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Step 2: UIDAI RO (Regional Office) Approves Station Deployment Plan
Enrolment agencies (EA) have to undergo an on-boarding process for enrolment stations, during which,
e EAs provide enrolment station deployment plans

e EAs show that they have certified and active operators, requisite machines and hardware
available for deployment. _

e EAs show that they have the staff and capability to supervise the
centres.

EA has to update Enrolment Centre information on the UIDAI portal
http://gamis.uidai.gov.in/es/.

The Registrar will approve the centre plan and UIDAI RO will monitor the same and may intervene where
required.

Step 3: Enrolment Agency Deploys Required Hardware Devices and
Software for Enrolment

An Enrolment Centre needs to have different types of equipment for smooth and efficient operations. This
includes computers and related software. In fact the enrolment process cannot take-off in the absence of
these equipments. The most critical pieces of equipment include:

Hardware
e Computers — Laptops or Desktops (with minimum recommended configuration)

e Digital Camera (with stand)

e lIris Scanner = Q
e Fingerprint Scanner

e Printer ®

e GPSdongle ’ l
e UPS

e Generator
Software

e Operating System — Windows XP-SP3 (with Service Pack 3) or Windows 7

e Aadhaar Enrolment Client Software (Latest Version)

e Pre-enrolment database and KYR+ Application (if available)

Exercise : Do you know...

What is the latest version of the Aadhaar Enrolment Client?

Who will provide the KYR+ application software?

Unique Identification Authority of India
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Other points to be taken care:

e All the equipment must be installed and tested thoroughly before the Enrolment Centre can be
declared as ‘ready to launch’.

e The equipment must also be tested every day before starting enrolments to ensure that residents
are not inconvenienced by equipment failure.

e In any case, sufficient backup equipment must be maintained to minimize waiting time and delays
in case of any equipment failure while enrolments are going on.

A very important factor in Enrolment Centre setup is the preparation of the Enrolment station.

Enrolment Station Preparation

Rokesh comes to the Enrciment Station within the Enrolment Centre 10 verify whether Enroiment Agency
has deployed proper hardware and sof tware for enroiment
.

All the hardware devices seem 1o be available
for Enrolment. But what about the software Yes, all hardware have been
Which Operating System are you going to use? conrected and tested for all

What about the bockup power
systems? Are you using a UPS
to guard against power fallure?

Unique Identification Authority of India
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Step 4: Registrar loads KYR+ Application and provides residents’ Pre-
enrolment Data / Beneficiary Database If Available

Pre-Enrolment Data and KYR+ Data Capture

» , N 5 KYRDATA 4
Registrar's Database P .
N = ENROLMENT
o 1 KYR + DATA FORM
Pre-Enrolment é ¥ KYR DATA
Data{.CSV ﬂe)’ Captines Brroimant R SRR
= i Demographic  Operator
2 RN . & Biometrs Capt\ll)r:l:YR+
Import E%;m; _Information
g | 6 4 12
3 Asdhaar Enrolment "9 ALT +TAB
Client Software —r e b

ENROLMENT PRESS F5
s Jr COMPLETE \ /ﬁ
I - KYR Data (in i
@ kyrplus.datfile) o
i 8 satfie) do

. KYR+ Application

o  KYR+ application software which is provided by Registrar, can be used if additional data like
annual income, educational qualification, marital status, etc. is required.

o KYR data captured by Aadhaar Enrolment Client can be integrated into the KYR+ software
after every enrolment and the KYR+ application can then be used to enter KYR+ data.

o Refer to Figure 3 for a broad understanding of Pre-enrolment and KYR+ data capture
process.

e Pre-Enrolment data

o It is the demographic information about some residents that may already be available in
databases maintained by State Governments for various schemes like PDS, RSBY or
MNREGA.

o The Registrar has to share the Pre-Enrolment Data, in the format specified by UIDAI (CSV
format), with the Enrolment Agency.

o  The pre-enrolment data provided by the Registrar contains fields that are additional to those
captured by the Aadhaar Enrolment Client.

o The pre-enrolment data provided by the Registrar is imported into the enrolment client
software.

o The Enrolment Agency tests the beneficiary database (provided by the Registrar) on
Enrolment Station in advance and ensures that it is accessible and searchable.

o The EA while capturing the profile of the resident will retrieve the pre-enrolment data and
update it before capturing Biometric information.

Unique Identification Authority of India
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o The Aadhaar Enrolment client also has an option, called ECMP Lite, to create a pre-
enrolment database, named ECMP Lite.

Refer to Annexure A for more information on Pre-enrolment data.

Exercise: Check your understanding

|| Are AEC and KYR+ applications installed on two different computers?

Step 5: Registrar Checks Pin Code Data for its Correctness and
Completeness

Registrar ensures that Pin code data for planned enrolment locations is checked in Pin Master of Aadhaar
software for its correctness and completeness.

Let us see what all things that registrar needs to check: [ Pin Code: 600 078 ]

e Registrar reviews and reports missing / incorrect Pin codes to UIDAI and gets these corrected.

e Registrars / EAs must also report transliteration errors of PIN code data in local language and get
it corrected in the Pin Code master.

e Pin code master data contains the details of Village/Town/City, District, P.O. and State against
each Pin code.

The PIN numbers for regions where enrolment is planned should be included and its correctness
verified by Registrar. Registrar should provide this list of PIN numbers to CIDR.

Step 6: UIDAI Provides Content to the Registrar for Awareness and

Publicity
UIDAI shares key messages and sample content that can be used in —
awareness building activities. The Registrar in consultation with UIDAI i can
design final content that will be used in advertisements. \’%
Content Designing: § 7 %

e While designing final content for advertisements, registrar
should consider the profile of the local population and their needs will have to be considered.

e The activity should ideally begin four weeks before the date of enrolment in a centralized
Taluka level location with adequate arrangements.

Awareness Campaign:

e The awareness campaign targets the Enrollers, State Government
Officials, elected representatives of Panchayats, local bodies —
urban and rural and Key Influencers (Introducers and Key Village

Unique Identification Authority of India
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people like Teachers, Doctors), people who will be the face of Aadhaar for the individual
residents and also aid the process.

Key Objectives:

e The key objective of this phase of communication is to ensure, thorough education, the benefits,
process and requirements of Aadhaar as also training them on what they should convey about
Aadhaar.

Learning/ Training Material:

e Learning / Training material, primarily in the form of posters, flip-
charts and videos should be used.

e These can be developed using standardized material that UIDAI
would create, adequately customized in terms of language.

e The participants should be given some take-away material also.

Step 7: Registrar along with the Enrolment Agency creates
Awareness among residents / Target Beneficiaries

Creating Awareness

Spreading awareness before the actual enrolment day:

e The Registrar will take the help of various marketing agencies (as decided by UIDAI) who will
help in communicating with the target resident groups. Residents will thus come to know about
timing and location of Enrolment Centres, benefits of enrolling, etc.

e Communication to residents can start seven days before the actual start of enrolment. The
Gram Sabhas can be held to focus on Aadhaar related procedures and spread awareness.

e The key objectives here are generating ground-level awareness among residents to ensure
maximum coverage and ensuring residents understand the requirements so as to be prepared for
the enrolment.

Unique Identification Authority of India
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e This activity would require using media like loudspeakers, pre-recorded speeches, posters,
banners, wall writings, stickers, leaflets, booklets and vehicles covered with Aadhaar information
and billboards.

e The Enrolment Agency will not be allowed to change or remove the material provided by
Registrars/UIDAI. Enrolment Agencies will help the Registrar in advertising Aadhaar.

On the day of the enrolment:

e The communication activities should be focused on making the resident understand the exact
process of enrolment (e.g., how to fill up form, biometric processes etc.) and what are the next
steps / grievance handling procedure once they exit the enrolment station.

e This activity would thus require posters and banners, vehicles covered with Aadhaar information,
TV with Videos explaining process, branded apparel, trained manning personnel.
Typical awareness activities
Member of the Enrolment Agency steff is felling the

residents about the enrolment process and the
benefits of Aadhaar,

Exercise: Planning on how to spread awareness

List down some innovative ways, that you can think of, to spread awareness of Aadhaar.
Share them with your colleagues, trainer. You can suggest some of the practical
solutions to the EA who employs you

Step 8: Enrolment Agency Ensures Availability of Active Operators
and Supervisors

Although training is not mandatory, certification is mandatory for
Enrolment Operators and Supervisors. It is the duty of the concerned
Enrollment Agency to ensure certified as well as ‘activated’
Enrolment Operators and Supervisors are available at each
Enrolment Centre.

Activating Operators and Supervisors:

e The Aadhaar or Enrolment Number with Date is mandatory

Unique Identification Authority of India
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before activating the Operators and Supervisors in the admin/technology portal
(https://portal.uidai.gov.in) of UIDAI.

e The Enrolment Agency is also required to have a unique Operator ID for each of their Operators
and Supervisors to activate them.

e Any name mismatch between the enrolment and the Certification Agency data, needs to be
approved by the UIDAI Regional Office for activation.

e The Enrolment Agency is required to login to the portal and download master data file,
registrar’'s data file and the user credentials file and then import them into the Aadhaar
Enrolment Client (using ECA login).

The number of certified Enrolment Operators should be more than the number of Enrolment Stations for
job rotation and avoiding Operator fatigue.

Hiring of Certified staff

Supriya, a certified Enrolment Agency Supervisor Eshan takes Supriya to the Enrolment Station to
has come to the Enrolment Centre o meet Eshan. introduce with oth:r Operators

Opu, a certified Enrolment Agency Opera Eshan takes Opu to the Enrolment Station to
come to the Enrolment Centre to meet Eshan. introduce with other Operators.

. Opu-sotrErrolmzz
| Agency Operator

he will be working with
| usfmmfoday

The Enrollment Agency should ensure that each Enrolment Centre is under the control of a
certified Supervisor.

Role of Supervisor:

e The Supervisor ensures smooth enrolment and provides guidance to the
Operators and enrollees, especially in handling exceptional cases.

Unique Identification Authority of India
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e The Supervisor is required to handle any situation that requires immediate attention at the
Enrolment Centre itself and inform the Registrar subsequently.

Role of Technical Personnel:

e Technical personnel for attending power /system / biometric instrument ‘f
related maintenance problems should be available on call. o ‘
uy

e |t should be in a centrally located place covering about six Enrolment !
Centers (recommended), so that the downtime can be minimized.

Exercise: Test your understanding

1. The operators should be located such that they can be moved immediately to an
Enrolment Centre that requires their services

2. There should be many Supervisors in an Enrolment Centre

3. The Technical person should be well versed with computers and have the capability
to handle typical problems that may arise during Enrolment Centre operations

Which of the above three statements would you agree with?

Step 9: Enrolment Agency On-Boards Operators, Supervisors and
Introducers (OSI)

Enrolment Agency should ensure on-boarding of Operators, Supervisors and Introducers (OSlI) in the
Aadhaar Enrolment Client.

During on-boarding, biometrics of OSI are stored in the Aadhaar Enrolment Client

after authentication and validation.

e Aadhaar Enrolment Client needs to be connected to internet during
the process of on-boarding.

e OSl can also be un-boarded from the Aadhaar Enrolment Client. ".

Step 10: Enrolment Agency ensures Site Readiness as per Checklist

/,
After the Enrolment Centre has been set up, the Supervisor of the Enrolment @/j\\o//

Agency should tick each item as per their readiness against them in the checklist /4':///(“ from
the UIDAI as shown in the table in "Error! Reference source not found.". {‘ N

The Supervisor also has to document exceptions, if any. In the end, the Enrolment
Agency’s Supervisor will also sign-off the checklist.

Step 11: Registrar Audits Site Readiness as per Checklist

The Registrar’'s Supervisor may audit site readiness of the Enrolment Centre from time to time to ensure
that all the required items are present for smooth functioning of the enrolment.

Unique Identification Authority of India
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Guidelines for Setting up the Enrolment Centre

Suggested Enrolment Centre layout

< 10 ft >
—-dr—— ] 4

Wall paint/Screen color - White

Enrolment Office Centre

Window

ChairsIor Waiting

i. The layout of stations should be in such that the process in one station should not disturb the
people in another station i.e., stations should be located as far apart as possible.

ii. The layout and the furniture in the enrolment centre should provide maximum comfort to the
enrollee and minimum fatigue to the Operator during enrolment process.

iii. The Enrolment Centre selected must be secured and protected from the natural elements like
wind/rain/sunlight so that there is no damage or loss to the devices and data.

Unique Identification Authority of India
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Examples of Enrolment Centre Setup

iv.  The laptop / desktop and all biometric devices, peripherals are to be maintained in a state of
operational readiness by undertaking the maintenance routines as prescribed in the technical
manuals.

Enrolment Station Layout

V. Sufficient backup devices and spares are required to be available at the Enrolment Centre so that
the process of enrolment does not halt at any stage. The enrolling agency may note that
liquidated damages / penalties will be levied if the enrolment is stopped due to reasons
attributable to them.

Vi. The enrolling agency should endeavor to provide a ramp at the Enrolment Centres wherever
required. A sturdy ramp made of wooden planks may be used for this purpose.

Unique Identification Authority of India
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Selection of Premises for Enrolment Centre

Selecting the ideal location for an Enrolment Centre.

b Option 1 seems suitable, it is single storied,
/ it has sufficient space for residents to
quw;:.&n it is far from the main
town will be difficult for the residents
to access. Show me the next.

Ahl Option 2 is located in the town, but the
e of fered is on the first floor first floor.
lift, that would be difficult for aged ond

infirm residents fo access.

i

18 B < »

L e =
: &
R
- |

= ' g o fLefﬂv:eEseeOpﬁon{ Vs;Msnw::ebe ideal
S or nrolment Centre. It ison ground
Option 3 is on the ground fioor but it is floor, easily accessible as it is in the town and
T may e GrFficalt for residents 7o wai ot oot et sthint i s
o T . It is a school so one knows its location.

and managing the crowd may be a problem. Let us go and check.

Unique Identification Authority of India
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Verifying suitability of location

Inside the hall of the proposed Enrolment Centre.

The ambient light inside ﬂ\ﬁ hall
is sufficient for capturing good
photographs of the residents.

| 3

Yes the light is good,
but you need to place the
Enrolment Station properly,
So that there are no shadows
while taking photographs.

1
You should keep a separate place with
sufficient chairs for waiting residents.

Place 4: Single Storied school building has been
selected for Enrolment Centre,

‘

We have taken the right
| decigion by selecting this
place as Enrolment Centre,

Let’s go inside

and check the
facilities

available,

i

How many stations you
have planned to setup hcre?J

We have planned to setup
4 Enrolment Station,

You should make arrangements for
displaying posters and banners
outside the building in English and
local lan both. And the enrolment |
steps should be displayed so that the
enrollees can visualize the process.

We will put up all the banners
and posters required.

Unique Identification Authority of India
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Enrolment Centre - Best Practices

e Area around 500 sq. ft. built up area (can be two rooms). Open spaces for
accommodating queues

e Good approach roads/streets, ideally ground floor

e Well laid out stations setup without any clutter & sufficient
e Well light and proper white background for photo capture
¢ Keep crowd away from enrolment area

o Effective token system with sufficient number of stations to avoid long waits

e Provide comfortable sitting area with water and other basic amenities

Enrolment Station Layout:

Enrolment Station Layout

While setting up an Enrolment Centre, the Enrolment Agency has to
procure the necessary hardware, software and other infrastructure.

The Registrar needs to ensure that every Enrolment Station only uses
equipment which have been approved by the UIDAI and certified by an
independent certifying agency/agencies empanelled by the UIDAI.

The software and hardware at the Enrolment Station should be tested to
confirm that they are working properly.

Unique Identification Authority of India
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Basic Requirements:

Vi.

Vii.

viii.

Each station should have adequate lighting appropriately located so as to capture good quality
facial images of the enrollees.

A white background should be maintained for the purpose of capturing the facial image.

At least one enrolling station in each centre should be earmarked for physically challenged,
pregnant women, women with infants and senior residents.

o This station should be clearly marked with a visible
banner

o Apart from the regular Operator, one assistant to assist
enrollees should be present at this station.

o This station should have the facility to capture
biometric data from enrollees using a wheel chair,
without asking them to shift to the normal chair or
make them stand etc.

The furniture (tables and chairs used for Operator and the enrollee) laid out should be ergonomic
and should minimize unnecessary movements of the enrollee during the biometric capture
process.

All the Operators should be given adequate training in biometric data capture to avoid trouble or
inconvenience to the enrollees.

Lady Operator:

o It is recommended that lady Operators shall be deployed for
enrolling female residents.

o In case it is not possible, lady assistants should be available to m
assist female enrollees. é’/"

. . W
o It would be advisable to enlist the help of volunteers from the \

village where the Enrolment Centre has been set up.

o With some minimal training the lady volunteer would be able to /
render the required help to the female enrollees during the biometric capture process.

To avoid fatigue to the Operators, the enrolling agency should not use the services of the same
Operator continuously — preferably two Operators should manage a station alternatively i.e., two
shifts covering forenoon and afternoon of the day.

Technical personnel for attending power/ system/ biometric instrument
related maintenance problems should be available on call in a centrally
located place covering about six enrolment centres so that the system
downtime can be minimized.

Daily backup of the data of each station has to be taken immediately after
the last enrolment for the day. The backup media should be kept securely
away from the Enrolment Centre.

All the systems and biometric devices should be cleaned and kept ready well before the starting time of
the enrolments and the prescribed routine checks are to be carried out for the hardware used for the
enrolment process.
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Stage 2: Data Capture Process

Steps for capturing resident’s information are as follows (the first three steps are required only in cases
where the resident is not part of a pre-enrolment database):

Step 1: Filling of Enrolment form (KYR, KYR+ data)

Step 2: Verification and Storage of Resident’s Documents

Step 3: Enrolment Operator imports Pre-enrolment data into the Aadhaar Enrolment Client

Step 4: Enrolment Operator Checks if the Resident has a NPR Receipt Number

Step 5: Enrolment Operator Enters/Updates the Resident Data in the Enrolment Software

Step 6: Enrolment Operator Records Resident’s Consent for Information Sharing

Step 7: If Resident is Less than 5 Years Old — Enrolment Based on Parent/Guardian Details

Step 8: Enrolment Operator Checks if the Resident has any Biometric Exceptions

Step 9: Enrolment Operator Checks if Resident wants an Aadhaar enabled Bank Account

Step 10: Enrolment Operator Captures the Resident’s Biometrics

Step 11: Enrolment Operator Shows Data to the Resident for Validation

Step 12: Enrolment Operator gets Introducer’s / Head of the Family’s Sign-off

Step 13: Enrolment Operator Provides Own Fingerprint to Sign-off the Data Capture

Step 14: Enrolment Operator Gets Supervisor’s Sign-off for Exceptions if any

Step 15: Acknowledgement and Consent for Enrolment

Step 16: Enrolment Operator Corrects data, if requested by the Resident within 96 Hours

Unique Identification Authority of India
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Working with Aadhaar Enrolment Client

UIDAI client application software, the Aadhaar enrolment client (AEC), is used to record demographic
and biometric data of residents. Aadhaar enrolment client is also referred as ECMP, i.e. Enrolment
Client Multi Platform, from version 1.5 onwards. Multiplatform implies that the AEC is now available for
the Windows and Linux operating system platforms.

The usage of the AEC software is described in the following steps.

Step 1: Logging in to the Aadhaar Enrolment Client

The first step in the process of capturing resident data is to login to the Aadhaar enrolment client. Launch
the Aadhaar enrolment client in any one of the following two ways:

1. Click the Aadhaar enrolment client icon on the desktop.
OR

2. Click Start > All Programs - UID Authority of India = Aadhaar Enrolment Client >
Aadhaar Enrolment Client.

Aadhaar Login =® | EEEEERSLI
] Operator ID
On selecting from the drop-
an Operator Operator ID down
ID, the A
corresponding ’ ‘
Operator’s Operator Name
name would '
be displayed drijit Basu -
in the [ J P S 3. Provide
‘Operator 1 your
P o finaerprint
Mo’ i AADHAAR
Enrolment Client version 22707 e
Logi Cancel
|JL ’ 4. Click the
2 Login
. Enter L R D R LS i = button
2 Enter L Copyright (c) UID Authority of India, allrights reserved T

Aadhaar Login screen

Every user has to be on-boarded before login. During login, both, the password and biometrics of the user
has to match with the records in the database.

Closing Aadhaar Enrolment Client

Click on the Cross (W) icon, at the top-right corner of the application, to close Aadhaar enrolment
client.
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Step 1: Filling of Enrolment form (KYR, KYR+ data)

The resident has to fill the Enrolment form with the KYR and if available, KYR+ information

If the resident has any difficulty in filling the Enrolment Form, the verifier can guide the resident in
filling up the form

The Enrolment Operator may guide the resident in taking assistance from local support such as
village officials, field Inspector, Introducer, staff from Non-Government Organizations (NGOS),
Civil Society Outreach (CSOs), etc.

Resident needs to carry original documents and a photocopy of Proof of Identity (Pol), Proof of
Address (PoA), Date of Birth (DoB), Proof of Relationship (PoR) documents for verification.

If the resident is not carrying photocopies of these then the Enrolment Centre should provide the
photocopies free of charge.

NOTE: Data must be entered from verified enrolment forms only

Mahesh comes to the enrolment centre Mahesh asks for directions from Vidhi who is a volunteer
=3

Vidhi takes Mahesh to another table and gives him

an enrolment form

I want to enroll for
Aadhoar. What do
I have to do?..

I have a photo identity card, my driver's
license, but I don't have any other
start filling it. T documents, It ht documents are not

LA i, .ﬂdh sar
you have brought 'ﬁ Brac yor

originals of documents

like a Fhoio identity,
proof of address,
proof of oge, etc.

any document, but in
that case you would
need to be introduced.

Unique Identification Authority of India
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. But since have a driver’s license

that can be used as photo identity
and proof of address.

— va __ YR

That's a relief. |
It t I would
haveto go back home

and fetch the L
documents. Thanks, |

I dgnt::ve a photocopy.
s thereac
machine ovm&l:%

Yes, there is one inside
the Enrolment Centre.
You will also need to have
a copy of the filled
enrolment form. Fill it up,
sign it and then make

a copy.

Exercise 1: Some thoughts..

lﬂm'solnghf.tam to be of help. Now please
* fill the form and sure that all t dcto-ls like

name and address match what is stated in the
driver’s license. Call me if you need any help.
One more thing, a photocopy of the driver’s license
Il be required.

Okay, but where do
I submit these papers?

The verifier will first verify
all details in the enrolment
form and the copy of the
driver’s license.

11\?' g:cmm :dowby

wi accept

the who does
enrolment

documents?

documents?

¢ Is Vidhi guiding the resident correctly? What else could have Vidhi done?
e If you were responsible for the EC would you charge Mahesh for photocopying the

e Is Vidhi right in telling Mahesh that his Driver’'s License would suffice as Pol and PoA

Unique Identification Authority of India
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Step 2: Verification of Resident’s Documents

The resident must submit true copies of all original documents which are stored along with a copy of the
enrolment form by the Enrolment Agency. These copies are then sent for permanent storage to the
Registrar.

Document Verification

Mahesh has filled the form and obtained
the photo copies. He is now waiting for
the verifier to check his documents

I am Mahesh Salvi, I have a
M driver's license. I have made
% copies of the license and
the enrolment form

*‘ |
Hello, what's your name.
Here let me have a look

at your documents

Veral starts verifying the documents  Veral signs the documents

~

- -
\ e

Veral hands over the documents to Mahesh and points to the entrance of the enrolment centre.

Your documents are okay.
Please go inside
and meet any one of the
0 tors inside
the Enrolment Centre.

Find out..

|| e Who is a Verifier? What are the responsibilities of the Verifier? ||

Unique Identification Authority of India
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Scenario: Resident meets the Operator

Mahesh enters the enroiment centre Opu gets up and points to the resident’s chair

and sagned the copies.
We can now start with
the enrolment,

Exercise 2: Try....

List the steps that Opu will follow from here on and verify the same as you proceed through the
lesson:

1.

a r w DN

Unique Identification Authority of India
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Step 4: Enrolment Operator imports Pre-enrolment data into the Aadhaar
Enrolment Client

e When pre-enrolment database is available, the Enrolment Operator can retrieve the residents’
data by entering the Registrar’s Identifier in the enrolment client software.

e This reduces the time required for an enrolment, as the operator does not have to type all the
information in the Aadhaar Enrolment Client’s demographic screen.

A few examples of Registrar’s Identifiers are as follows:

o Ration card number (Food and Civil Supplies Department as Registrar)

o Job card number (Rural Development Department as Registrar)

o Policy number (LIC as Registrar)

o TIN (RGI as Registrar)

o Electoral Photo Identity Card (EPIC) number (Election Commission as Registrar)

o Permanent Account Number (PAN) number (Income Tax Department as Registrar)

Step 5: Enrolment Operator Enters/Updates the Resident Data into the Enrolment
Software

e The Enrolment Operator should check with the resident if the RGI (census) officials have visited
his/her household for a population census survey and assigned a NPR receipt number (TIN).

e The Operator enters the NPR number in the enrolment software.

e The Enrolment Operator enters the verified demographic resident data into the Enrolment
software from the Enrolment Form.

o |f data has been retrieved using Registrar's Identifier, then Enrolment Operator checks and
corrects or completes the resident’s demographic information.

e Enter the names of the documents, submitted as proof by the resident, in the Aadhaar Enrolment
Client software

Step 6: Enrolment Operator Records Resident’s Consent for Information
Sharing

The Enrolment Operator has to ask the resident whether it is alright to share the captured information with
organizations engaged in delivery of welfare services.

The Operator has to select appropriate option in the enrolment software to capture resident’s response as
“Yes/No”.

Step 7: If Resident is Less than 5 Years Old - Enrolment Based on
Parent/Guardian Details

e In case of children below the age of 5 years, one of the parents’ or guardian’s name and Aadhaar
/ Enrolment number shall be recorded. This is compulsory.

e If the child is being enrolled along with the father/mother/guardian, who has not enrolled for
Aadhaar, the child cannot be enrolled until the parent/guardian has been enrolled.

Unique Identification Authority of India
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Step 8: Enrolment Operator Checks if the Resident has any Biometric Exceptions

e Enrolment Operator checks to see if resident’s eyes and fingers are missing / amputated and
Enrolment Centre Supervisor verifies the same.

e |If the resident has any biometric exceptions, these also have to be captured on the demographic
screen in the form of biometric exceptions.

e Operator enters details of “Missing Eye Indication” or “Missing Finger Indication” as appropriate.

Biometric exception

Aadhaar: Biometric Exceptions

Click on
specific
part of
the image
to
indicate
biometric
exception

Right Eye Left Eve

Right Hand Left Hand

Ia‘ ‘ Cancel ‘

Indicating the Biometric Exception in Aadhaar Enrolment Client

Exercise: Test your understanding

What could be the biometric exceptions for a child who is less than 5 years old?
] Missing finger(s)
] Damaged Iris
] None

Give reasons for the answer(s) that you have selected

Unique Identification Authority of India
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Step 9: Enrolment Operator Checks if Resident wants an Aadhaar enabled Bank
Account

Note: Financial Inclusion

Financial Inclusion
e Financial Inclusion (FI) implies access to formal financial services

e UIDAI plans to enable FI by facilitating the opening of bank accounts for all residents along with
the issuance of the Aadhaar

e There would also be a provision to link the existing bank accounts of residents to the Aadhaar.
e Bank accounts can be opened for all residents, including children
e The micro-ATM network will eliminate the need for the resident’s physical proximity to the bank
Benefits of Financial Inclusion
e UIDAI is working at ensuring disbursal of social security benefits, like
o Pension
o Scholarship
o NREGA wages
directly to these bank accounts
e Person to person immediate transfer of funds at low cost
¢ Mobile top-ups and similar other applications easily implemented, even in villages
Procedure for Fl during Enrolment

e The enrolment centre operator will enter the details of the resident’s bank account in the Bank
Details screen of the Aadhaar Enrolment client

e The details of the resident’s existing bank account include
o Name of the State where the Bank Account exists
o Name of the Bank (in full)
o Name of the Branch (in full)
o Account Number

o Indian Financial System Code (IFSC of the branch e.g. BKID0004479 is Bank of India,
Gaya Branch), if automatic updation does not take place

NOTE: The IFSC field is not mandatory

e The enrolment centre operator will indicate that the resident wants FI by checking the relevant
‘check-box’ in the Aadhaar Enrolment client screen.

Unique Identification Authority of India
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About Financial Inclusion

The Operator is updating the resident’s preference related to Financial Inclusion (FI)

Okay Mahesh, I have finished
entering most of the details,
We have to now update your
preference as far as Financial
Inclusion is concerned.

y Okay let me explain it to you.
Essentially Aadhaar is meant
to help the marginailized and
deprived section of the
community by facilitating them \
to take ndvam:ge of various §
services offered by Banks and | _3
other Financial Institutions
including Government
departments,

N Okay I am

| inning to
" understand.
Tell me more.

Consider a farmer who needs a loan
from the government to dig and
construct a well on his farm land.
It would be considerably easier for
the concerned department to ensure
that the loan amount is going to the end
beneficiary.
- e — g

~ >

For most of these institutions
the primary re%nremem from
a prospective beneficiary is
identity, That is where
Aadhaar will help. Hence if a
resident has not been able to
open a bank account, which
would then enable benefits
from a Government schem to
flow dircctl( into this account,
Aadhaar will help such a person,

_But how does this

That is \:ry-
don't need to dig any wells,

affect me?

No. You may alreadz
have a bank account.
In which case you can
et your Aadhaar
linked to this account.
In future this will help
the bank authenticate
any financial
transaction that you may
carry out from wherver
you are located.

B
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?
So go";‘;u":g,:’," '0'3,'.‘"' Nothing. T will enter the

bank account to details that are available
be Aadhaar enabled? : in the enrolment form.

Yes I saw that but it is onl (
Yes. What do I have to do? now that I} undu's?ooz
what it means. Thanks

Exercise: What have you understood so far...

How did Opu come to know that Veral had verified Mahesh’s documents?

e What would Opu have done if Mahesh’s document were not verified by Veral?

How does having pre-enrolment data help the Operator?

Who provides the pre-enrolment data?
e Can a child who is 1 year old be enrolled?

How will the Registrar or UIDAI know what are the documents that have been received
from the resident?

Financial Inclusion is a mechanism to help specific types of residents. Who are they and
how does having an Aadhaar help them?

How does linking Aadhaar to his bank account help Mahesh?

e What are the types of Biometric Exceptions that the Aadhaar Enrolment System
recognizes?

Which of the following can be considered as Biometric Exceptions for the purpose of
Aadhaar enrolment?

Amputed leg

Extra (6”‘) finger on right hand
Blind in one eye

Cataract in both the eyes

Missing toes on left leg

Oooogao

Both thumbs missing

Unique Identification Authority of India
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Step 10: Enrolment Operator Captures Biometrics - Facial Image, Exception (if
any), Fingerprints, and IRIS

PLEASE REFER TO MODULE 4 ‘Working with Biometric Devices and Data Quality’ FOR MORE
INFORMATION
Scenario: Capturing Biometric Information

Biometric Data Capture

Will it hurt when
you scan my eyes?

. e - - 2 ¥

I have finished entering your demographical data |
and will now go oh:o% with capturing your
biometrics. We capture 3 types of blometric
information for each resident. First I will
photograph you. I will then scan
your eyes. Lastly I will take your fingerprints

The entire process is completely painless
and in no way harmful to you. So stop
worrying. You may comb your hair, clean
your face and adjust your shirt, clean your

glasses. I will start once you are ready.

———

You look great,
but stop smiling,
maintain a stern

face and don’t blink.

Okay hold that
position and..... done!

Data Quality

You will first edfi of your
left hand omis ace. Oncyc

capture is complete, you will repeat
the same with the 4 fingers of

place both your thumbs on the
scanner. Please make sure that the
entire finger makes contact with
the surface an not just the tips.
Look at the markings on the scanner.
They indicate how your fingers

should be positioned

Unique Identification Authority of India
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Press down a little more firmly.
You will find that it's easier if
you stand.

This is the iris scan Okay Left eye capture
device. You can see : is complete.. .. Now Right
that its like a binocular, : b e eye copture is complete.

All you have to do is Please give me the scanner

place this on your

eyes. You will first

see a small light

glowing in front of

your left eye. Look

at the light. After

some time it will go
out and another light

will start glowing in

front of right

eye. Shall we start?

Unique Identification Authority of India
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How many times can this be done?

3., = | 4 attempts are normally allowed.
The ure quality is poor. ’ /4 But one can repeat attempts any

We will have to repeat the /4 number of times by cancelling ;
process. any of the aftem&:&y ust try again

That completes the biometric
capture. You will now have to
help me check the data
entered to ensure
that everything is alright.

e

The Enrolment Operator will ensure the following for biometric data capture:
e Picture of face must be captured for all residents, including infants
e Iris and fingerprint scans are captured only for residents above 5 years of age

o |If the resident has a biometric exception (any finger missing, any eye missing) an extra
photo of the handicapped feature is captured and stored in the Aadhaar enrolment client.
In such cases the Enrolment Agency Supervisor signs off the exception with his or her
fingerprint

Unique Identification Authority of India



\ Demographic Data Entry

"AADMAAR

Step 11: Enrolment Operator Shows Data to the Resident for Validation

e The Operator shows the data entered to the resident on a monitor
facing the resident and if required, reads out the content to the
enrollee, to ensure that all captured details are correct.

e The resident has to agree that the entered data is correct or point
out errors that may have occurred during data entry

e Operator then corrects the errors pointed out and again shows
the data to the resident.

NOTE:

o If the resident asks for correction of the data, the Enrolment Operator has to make the correction
in the enrolment client Software in accordance with the information contained in the documents
submitted by the resident and verified by the verifier.

e If an error is found at a later stage, when the resident has already left the Enrolment Centre, the
EA must call the resident at a date and time that is suitable for both and make the correction in
the resident’s presence

Step 12: Enrolment Operator gets Introducer’s / Head of the Family’s Sign-off
APPLICABLE ONLY IN CASE ENROLMENT IS INTRODUCER / HOF BASED

In case of Introducer based enrolment, the Introducer will have to provide her/his fingerprint as sign-off,
confirming that the information captured is correct. If the Introducer is not physically present at the time of
enrolment, the enrolment can be verified by the Introducer at the End of the Day.

Similarly, in case of Head of the family (HoF) based enrolment, the Head of the Family will have to
provide her/his fingerprint as sign-off, confirming that the information captured is correct.

Head Of The Family
Head
§
Pol, PoA
Bocirieat No Pol, PoA
Documents
J o
. - [D 1. PDS Card
( 2 MNREGA Job Card
Enroiment 3. CGHS'State Government'ECHS/ESIC
| Medical card
ofthe 4 Peansion Card
Head O.f 5 Army Canteen Card
the Family 6 Passport
o
N ~
). ( Enrolment
of all family
(empean; iy 208967453222
307753125853 adnia ol 769201199783
fhe s 413952788215
the Family

Head of Family based enrolment

Unique Identification Authority of India
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Note: Head of the Family (HoF)

Requirements to be fulfilled during Head Of The Family based enrolment:

Head of the Family acts as the Introducer. In case the ‘Head of the Family’ based
verification, her / his name must be present on the Proof of Relationship document like
‘MNREGA Job Card’ or ‘PDS Card’ etc. as the head of the family.

On selection of ‘Head of the Family’ based verification, ‘Relationship to Resident’ section
will be made mandatory.

The Head of Family is first enrolled on the basis of valid Pol, POA

Like Introducer, the head of the family (HoF) can also verify the identity and address of
the family members in specific circumstances. For this,

» The dependent family members can be enrolled through any of the specified
relationship documents as long as

v' The relationship revealing document (PoR) is unambiguous

v Both the documents (Pol, PoA of Head of Family and the Relationship
documents for the dependent family members) record the same address.

The copy of the Relationship document submitted as proof should be signed by the Head
of the family and countersigned by the Registrar authorized Verifier at the enrolment
centre.

In case of HoF based enrolment, the documentary Proof for Relationship (PoR) to HoF
needs to be selected.

Only those family members, whose names are recorded on relationship document can be
enrolled based on the relationship document

The HoF can endorse the resident and vouch for the validity of resident’s information by
giving his/her fingerprint in the enrolment software.

HoF should sign/provide thumbprint on the Consent for Enrolment endorsing the resident.

Supported PoR documents are given in Appendix Il D

Check your knowledge..

Resident Mahesh tells Opu the Operator that his surname has been entered incorrectly.
On checking the form Opu finds that Mahesh’s surname, which is Salvi, has been written
as Salve. Mahesh insists that it is Salvi and asks Opu to make the change in the form and
the data entered. What should Opu do?

How does the EC ensure that a resident is indeed the Head of Family?

Why is the Introducer’s confirmation in the form of her/his biometric required?

Unique Identification Authority of India
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Step 13: Enrolment Operator Provides Sign-off for the Data Capture

The Enrolment Operator provides her/his fingerprint as confirmation and sign-off for the data that has
been captured in the Aadhaar Enrolment Client.

Exercise 3: Do you know how...

[Hint: What is that on the right of this box?]

How does the Operator provide sign-off? “

The Enrolment Agency Supervisor's fingerprint shall be
needed if there are any exceptions (such as missing finger or
eye). This would also be required if the biometric quality is not
good and the “forced capture” option is used.

'- O“‘.t
. erator
“:'.5’ o

Exercise 4: Knowledge check.

” When is the Supervisor’s fingerprint required? ”

Step 15: Acknowledgement and Consent for Enrolment

e In case resident is a child below 5 years, father / mother / guardian of the child whose enrolment
ID was recorded in software will sign the consent form.

e The Consent Form along with the PoA, Pol & DoB proofs is then stored as per the procedures
prescribed by the Registrar.

Scenario 1: Confirm and Complete the Enrolment

Enrolment has been completed for Genaration of Consent for enrolment
Mahesh and Opu is confirming the same and Acknowledgement slip

I will now confirm
eno I will now print out the
T iment by Consent for Enrolment and

ghflfn?hme:cf:nm c';;c" : Acknowledgement form

biometric exceptions
I would have had to
get the Supervisor's

confirmation

Unique Identification Authority of India




ﬂ@\’ Demographic Data Entry

AADHAAR

= That is because the
Both, Consent and Acknowl slip is
Acknowledgement slip, for you while the Consent
are printed on one for Enrolment slip is for
sheet of paper. I have B our records. This is the
L Yo separate them. ‘! Consent for enrolment
.- 7 : slip which you have to sign
and handover to me.

A That's the Acknow! A
It contains your enrolment
ID which can be used to
check the status of your
Aadhaar on the UIDAI web
site. You are now enrolled
¢ for Aadhaar, thanks for your

cooperation.

g ==

Check your knowledge..

What does Mahesh sign and what does he get to keep?
What does Opu sign and what is done with that document?

Unique Identification Authority of India
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The following requests for changes are included in the scope of the Correction Process:
a. All demographic fields i.e., Name, Address, Gender, Date of Birth / Age

NOTE: If a child has been declared to be of less than 5 years of age during enrolment, the age must
not be changed to 5 years or above during the correction process as this would require capture of
biometric information and that would not have happened during enrolment

b. Information sharing consent - '
c. Consent to open a Bank Account / Linking of existing [@ Data Correction 6]
|

Account

d. Relationship to resident

e. Mobile Number

f.  Email Address

g. NPR Receipt Number

h. Relationship Details(Relation type, Name and EID/UID)

Introducer Name and UID

Enrolment Completed,

=

! :

Within 96 hours

Come to the
'Enrolment centre

Call the Resident

Correction of :
: Correction of |

Correction Process

Unique Identification Authority of India
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Scenario: Carrying out a Correction

Hello, my name is
Jayci Correa
and I had come for
enrolemnt on 22nd
of June 2012,

to clw\% b t the

date of ur"t‘z Ac

slip but I have my

Birth certificate

which states the
correct date

You must bring the Acknowledgement slip.
i Have you brought the il I cannot do the correction without that.
Acknowledgement ' Please get it. And you will have to get it
slip and other r t corrections have to be
document the | done within 96 Hours of enrolment and
correct date of birth |

today is the 26th,
is mentioned? " ~——g Yy

I will be back within
an houi with the
Acknowledgement
slip. Do you need
anything else?

Please get the copy of the Birth
Certificate verified. You know
the person who sits outside the
enrolment centre and who had
verified your form and other
documents

Exercise: Correction can be carried out within..

Jaycinth had enrolled on the 22™. Today is the 26". Can the correction be done or is Opu making a
mistake?

Unique Identification Authority of India
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Correa has returned with the documents
You only have to

change Date
of Birth. So, this
should be quick.

I r'\‘opc
everything is in o <
ordcrnr?ow. oo

Yes, I have the old
" Acknowl
slip and your Birth
Certificate.
I will now make

the changes

Yes, but I have to re-enter
your name and re-capture
your phot and atleast
one of your Biometrics besides |
" changing your Date of Birth.

That's the
Acknowledgement
of Correction, It
contains your new

enrolment ID which
can be used to check
the status of your
Aadhaar on the

UIDAI web site.

I have stored you
Correction Consent
Form. Thank you for }

your cooperation.

‘.,". » _\— ’ ‘,"".'I

For Children below 5 years:
In case the resident is a child, below 5 years, the biometric of the parent/guardian, whose details are

entered in the relationship fields, will be required. The Operator will sign off the enrolment.
Supervisor, Introducer sign off will be required in case of biometric exceptions and Introducer based

verification respectively.
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Correction Process Points to note
Validity Period Within 96 Hours of enrolment
Age of Resident No change in age from less than 5 to 5 years or more permitted
Type of Correction Allowed Demographic data only. Name needs to be re-entered for all correction types
Documents Verified documents for all fields where corrections are to be effected
Biometric Captures Resident’s Photograph, Parent’s Photograph for child less than 5
Biometric Confirmation Resident’s Biometric (any one) as confirmation after review
Sign-offs Operator, Supervisor (Biometric exception), Introducer (if introduced)

Quick reference for Correction process

Correction Process in AEC

e UIDAI has permitted corrections to be made to the demographic data of a resident.

e The correction can be done if a resident approaches the enrolment centre within 96 Hours of

enrolment.

e The resident must fill the Correction Form and
get it verified by the Verifier.

e To correct any of the demographic details for
an existing enrolment, the Operator must first
click on the Resident Enrolment - select the
Correct Enrolment Details option

[Shortcut key: Alt + Ctrl + C]. The
Demographics screen of the Correction will
appear.

3
Enrol a Resident g 3 v

HReedent Enrciment Lie-Cycie Cranpee  Processes

&

/

1. Click Resident 2. Click Correct Enrolment
Fnrnlment Details

Moving to the Correction screen

To make any correction in the existing enrolment details, you must provide the resident's Name,
Enrolment Number, Date & Time in the corresponding field with the help of Acknowledgement and

Correction Form.

e Name is a mandatory field on the Correction screen. You have to enter the resident’'s name in
the Name field for any type of correction, even if correction in the name is not required.
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PE= i - - = —]
—— ".‘

‘ZAN. Comect Enrolment Details ¢ o
AADMAARN Faamst Dowman Uv-Drom Davgee Faouses
Enter Name, L_» e -

Enrolment v b & O o Crest | | T ot e e e £ yae ot
No. & Date- T LY
Time and S -
then click iisdadi s
Check Gt “~
T g -
Ceatact Dmtatn Detent) P

[P gt 5 T LIS WA o e il by B UL 8 g cied sgaged b iy of el waraa el B

Correction-Demographics screen

e Click the Check button to validate. If the entered Name, Enrolment number, date and time
passes the validation check, a valid message appears. Click OK to proceed.

Correction in the Name

e To make a correction in the resident’s name, you should click on the Edit icon () displayed next
to New Name. It will activate the New Name field. Now enter the resident’s corrected name in the
New Name field.

e When the New Name field is activated, the Identify Proof field of the References screen is by
default set to mandatory.

Correction in the Personal details

Correction in Personal Information section could be in any of the following fields: Gender and Age or
DOB. In order to correct the Gender and Age or Date of Birth, the Operator should click on the Edit Icon
to enable the corresponding fields.

e Click on the Edit icon to enable the corresponding field to make any correction.

(Before clicking — [ ]. After clicking — [.j].)
e Enter the correct data.

Correction in Contact details

e In order to correct the existing contact details, click on the Edit Icon ( E‘m) displayed in the
Contact Details bar. All fields under Contact Details section will now be enabled for making the
required changes. All data in the contact section fields must be re-entered.
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¢ When the Edit Icon of the Contact Details is clicked, the Address Proof field of the References
screen is activated.

Correcting the details of child who is less than 5 years old

e Click on The resident is less than 5 years old checkbox, after entering Name and Enrolment
No. & Date.

e The Relative Details section in the References screen is mandatory, in this case. On clicking
The resident is less than 5 years old checkbox, the Relationship to Resident section will be
enabled automatically and will then allow you to enter details.

e Now, in the Demographics screen, click the corresponding Edit icon () and enter the
corrected data.

e In the References screen, you have to capture the Relative Name and her/his Enrolment ID or
Aadhaar No.

Click the Next button when corrections are made. Or else, you can click the References tab from the
upper panel. The References screen under Correction will be displayed.

References Capture

ERE B Sae A e o e e G
23 2
AN, ConectEmoimentDetals] &b & ©

AADHAAR Assdert Eureot  Lite-Cyce Changes  Processes

Proof of Date of Beth
Dete of 8rm Pract eme v
Identity and Address Verdication
© Verty usieg sigparting decuments
\geetty Prost  MNorw

Adarwss Proot None

O nireducer shal verdy the residents dentityinddrens

e e von

O Mead of Famsy shal verdy the rescent's denity‘address
e
Rulative Defalls et Ghvany

Rsitor Type & Name it (Seect @ e w
¥) Enrsiment O

D) Ascnaar o

Documnents sutimitted for ver ffication

Tekal number of decument pages scbated I

APrenun et b

FAOISICIES

References Capture for Correction

In the References screen,
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e For Name correction, enter Identity Proof details

e For Address correction, enter Address Proof details

e For Child details correction, enter Relative details

¢ In case of Introducer based correction, enter Introducer details

e In case of Head of the family based correction, enter HoF and Relative details

Photograph and Confirmation Capture

The resident must be photographed after a correction.

Resident also needs to confirm the correction. Get the resident’s biometric details for confirmation and
authentication.

AN 7
"N Correct Enrolment Details j v
AADHAAR Rovcent Exvoment  Litw-Cycle Chioges  Processes

1. Capture
resident’s
photograph

2. Capture
resident’s
fingerprint
oriris to
confirm the
correction

APenan et b

: Capturing Photograph and Resident’s Confirmation at the time of Correction

e Capture the resident’s photograph.
e You should ensure capture of any one of the following biometric of the resident:
Left Slap / Right Slap / Two Thumbs / Left Iris / Right Iris

e |If the resident who is undergoing enrolment correction is below 5 years of age, you have to
capture the biometric detail of the resident’s Guardian.

Click the Next button when the photograph and resident confirmation are captured. Or else, you can click
the Review tab from the upper panel. The Review screen under Correction will be displayed.

Review of Corrections

Once the corrections are captured, you should ask the resident to verify the data captured.
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After that, you have to authenticate the corrections made to the resident’s demographic details by
providing your finger print.

o 27
AN ConectEnoimentDetaits| &b & ©

AADHAAR

Assdert Evuivent  Lite.Cycle Changes  Processes

Rescents name shal be spdated N 0sr records

Amit Jha fta g

Now Name: Amt Kemar Jna = W A PR

008 Mot Changed we Ay off ven
CI0: Sy 0 ST, p——
NouseBulidingAppt 112 A T wofwde - 112 ¢
StreetRoadlane S Boac -
Landmark - Near Ganess Tenpk N | wouiulind w3
Village Town/City ~ Angeri v fag e S b o=
PO, Shegete v deeraiege @@ -
Ay e iF aer = g Rm
Irvotrant D 2990-10001-00054200TG01 1N 442 AEET WO 2950-10001 000542807201 1144542
Verttication Detats Click
ot ottty PANCae Confirm
froot ctastess: \ow O

Frost of Date of Bwmy

Left bis

drrwvous | el Priet Preview | [ contim

B0

T (2500_saw) Ad iR Sew | 8 0 § 25:-000.2012 112340 20 | Locationt & 00 NO™ 00 E G m

Correction — Review screen

e Click the Confirm button. Aadhaar: Confirm Enrolment Correction window opens.

‘ Aadhaar: Confirm Enrolment Correciion

Coermor  2950_sorg Yorogucer

[ aperstor Confirmatian [ mtraducer Confirmaten

For Introducer
based or HoF
based
correction,
capture their

Capture your
own

Soore |
[

Click
Save

Operator’s Authentication and Introducer’s Validation for Correction
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e If the resident has been introduced, capture the Introducer’s biometric detail (Any finger) in the
Introducer Confirmation area.

e Set Currently not present checkbox to True to capture Introducer's Confirmation at a later
stage.

e Ifitis a Head of the family based correction, then capture HoF’s biometric detail (Any finger) in
the Introducer: (HOF) Confirmation area. Head of the Family acts similar to Introducer.

e Capture your own biometric in the Operator Confirmation area of Aadhaar: Confirm
Enrolment Correction window.

e Click Save button to save the capture.

You can
select
regional
Resident Enrolment Corrected $ ly! Iangtt_lage
option
Enrolment © 2990673714 Z29102012/18/58M12
enerate declaration n regional Bogusge Click F_'rim
Receipt
<
Prinmt Receipt Anach Documents Maxt Correction

Correction Completion Confirmation window
e New Enrolment ID is generated.
e Along with the Enrolment ID, the Generate receipt in regional language option is also
displayed.
e Check the Generate receipt in regional language checkbox to true to generate print receipt in
local language as set in the ECA. Otherwise, the Acknowledgement would be printed in English.

e Click the Print Receipt button in the confirmation message box to generate and print an
Acknowledgement of Correction and Request for Correction.

e On clicking the Print Receipt button, the Attach Documents button is enabled. The Attach
Documents button is used to attach / scan and attach the documents selected in the References
screen.

e Once the Print Receipt button is triggered, Next Correction button is also enabled. You can
either print once again or press Next Correction to start a new enrolment correction.

e Operator should collect the photocopies of the resident’'s documents including Correction Form
and store them safely along with the documents submitted by the resident during the original
enrolment.
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Stage 3: Document Storage

Storage of Resident’s Documents
The following process will need to be defined by the Registrar for safe storage of documents:
e The Registrar may store documents obtained from the resident in:
o Paper based forms (hardcopy),
or

o Paper documents can be scanned online during the process of data capture,
or

o Paper documents can be scanned offline and will be given a Document Identification
Number (DIN) — barcode for better tracking of documents at later stage.

e These documents need to be maintained by the Registrar at least for 7 years from the date of
capture or as specified by UIDAI from time to time.

e In case of any legal requirements, Registrar shall furnish necessary documents as required by
UIDAI.

e The Enrolment Agency Operator will store the photocopies of the documents of the resident.

Note: Store Documents

UIDAI is in the process of evolving a suitable document storage and management strategy. Till then
Registrar/EA must manage and store the documents safely. In case of any legal requirements,
Registrar/EA shall furnish necessary documents as required by UIDAI.

Guidelines on Handling and Storage of Documents

Enrolment documents carries important and confidential resident information, UIDAI urges to handle
enrolment documents with care and protect it from damage and theft. This section outlines some best
practices for document handling and storage at various stages.

1. Each operator must maintain a file (hard copy) which bears the number of her/his enrolment
station

2. Each station must also have a soft copy of the document details (in Excel or CSV format)

3. The verified copies of the documents collected from each resident including Consent Letter must
be stapled or clipped together to create a docket

Ensure that all copies are fresh and verified.
Ensure that each docket contains the documents for one resident only

File the dockets in the order of enrolment
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The EA Supervisor must create a manifest of documents in soft and hard copy and list
exceptions, if any.

The EA Supervisor must handover the documents to the Registrar office periodically as specified
by the Registrar

Each set of dockets is referred to as a Batch
EAs and Registrars must try to maintain the Batch size at 250 EID dockets
Each batch must have a ‘manifest’ which must be assigned a unique batch number

When the number of batches reach 200 (corresponding to about 50000 EID dockets), Registrar
must log a pickup request with the Document Management System (DMS) service provider

CSV files for all batches can be zipped into a single file and uploaded to the DMS service
provider’s portal or sent to them by email

Registrar will authorize and coordinate any pickup that takes place from the EA

Typically the DMS service provider will arrange for a pickup within 7 days or receiving the related
intimation

DMS service provider will have to provide ID proof of DMS project, sign-off on a declaration and
manifest which are prepared in duplicate

EA official can sign on the copy of the document being handed over to the DMS provider

A copy of the Manifest must be sent to the registrar by the EA

Unique Identification Authority of India
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Storage at Enrolment Center

Keep documents in atray.

= After enrolment immidiately collect the set of documents and staple it at left hand side.

= Store documentsin properboxes,

Use plastic covers to protect against environm ental hazards.

= Transport documents from Enrolment Center to Registrar's officein properly sealead
boxes tagged with proper manifest and packing list.

W

Use PET strapstotie the documents.

DON'Ts

= Do not fold docum ents,

= Avoid folding and excessive stacking of documents.

= Do not keep documents in direct sunlight,

= Do not keep documents near flammable material, dust and water.

*= To avoid confusion in later phases, do not write anything on documents.

= Do neottie documents using rope or packing tapes. It will damage them.

Figure 1: Do's and Don’ts of Document Storage

Storage at Registrar Office

Store documentsina

| secured place to protect Do not move documents
from fire, water and from storage area for quality
sabotage. checkimanifest preperation
purpose,

Keep documents/boxesina

lockable place with proper Avoid de-stapling, re-
| ventilation till plckup by stapling or folding or

Document Management excessive stacking of

System (DMS) service documents,

provider,

| Store documentsin
boxes.

Do's and Don'ts of Document Storage
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Stage 4: Enrolment Agency performs Backup of Data and
Sync

Data Backup

e The Operator must backup the contents of the hard disk of the computer at each Enrolment
Station from time to time in an external hard disk. If the data gets corrupted then the Enrolment
Agency will need to re-enroll the residents which will be a loss to the Enrolment Agency. Hence
taking backup is extremely important.

N

Figure 12: Data backup at external hard disk drive

e Itis recommended that the Operator / Supervisor takes backup of data captured at least twice a
day and maintains it for a period of minimum 60 days (or as specified by UIDAI form time to time).

Sync

e The Enrolment client software, after successful enrolments, needs to sync
with the server every 7-10 days

e The sync process requires internet connectivity.

e The sync typically happens only if there are any exported packets with
status “Exported”.

e During synchronization, the operator may not be able to do any other work.

o |f there are no packets with the status “Exported” on the Enrolment client system, a message is
displayed indicating that the sync program has been completed.

On completion of the sync, the data on the server has been exactly matched to what was available
on the client machine.

The server, after a successful sync, sends three kinds of responses:
Acknowledged - The packets have been successfully received and processed.

Resend - The server would have received the packets but the packets would have failed some
validations.

Not Received - The server would not have received the packet at all and it would have got dropped in
transit.
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Stage 5. Transfer of Demographic and Biometric Data
Collected to CIDR

At the end of the day data from every enrolment station must be transferred to CIDR. This process is also
referred to as ‘First Mile logistics’.

This job is done by the Supervisor for each Enrolment Centre.

Currently the most widely used method for transferring this data is by using the SFTP (Secure File
Transfer Protocol) option provided by UIDAI.

In case this facility cannot be availed of for any reason, the other option is to send a portable Hard disk
containing this data to CIDR with the help of a suitable ‘carrier’ like for example India Post.

In both of the above mentioned methods, the data must first be transferred to a portable Hard Disk using
the ‘Export’ option that has been provided in the Aadhaar Enrolment Client software.

Essentially, using this option results in the creation of ‘Manifest’ file which contains the list of Enrolment
Numbers for all enrolments done since the last Export.

Scenario 2: How to export data

Data Export? 1o a portable Hard Disk

I om now clicking on the 'Export’
option in the AEC

Opu, this is one of the Look the data expor? has started
most important part
of a supervisor's job.
The enrolment is
complete only when
this data reaches I “‘h"““
CIDR. Observe the ‘Y°“ ""’:d
sequence of steps onnec = Srecth
a portable Why con’t we directly
'?'a ¢ I“::'perfonw::g Haord Disk transfer the data to
- b;YW to the CIDR over the Internet?
 prctaiosany station

It's a bandwidth problem
SFTP requires a minimum of
IMbps bandwidth which is
available at our Mirajpur
centre that is quite close
All the centres in the
surrounding area transfer the
data to this Hard Disk ond it
is then taken to Mirajpur. The
data from all the Hard Disks
is then tronsferred 1o CIDR
using SFTP, It isalso
temporarily stored on a local
Hard Disk there in order to
serve as o standby in
case any packet upload fails

I get it. Our Internet speed
is barely 100Kbps. I saw that
when you were carrying out

the "Sync’ operation
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That's right. Okay the export
is complete. I will disconnect
the Hard Disk from this
station and I will then export
the data from the next one

Are you going to use
the some Hard Disk?

The older data is
deleted ot the main
centre after the
upload is complete
and therefore the
Hard Disk will not
become full

Is it okay to delete
the data once it has
been transferred to

¢ CIDR?

Of course. Thsi Disk has a
capocity of 1 Terra Byte and
caon easily be used for data
from all the stations.

- What happens if the
!. Hard Disk becomes full?> i

—-—

Even if we delete the data
in the portable Hard Disk,
the data is still available in
the Hard Disk of the
Enrolment Station. When
we sync the station with

CIDR, oll data that has [

been correctly updated I understand
in CIDR will be deleted So we are not
from the station’s Hard only

Disk. Therefore no
unncessary data is left
lying around. Undeleted

data can become a security
issue if some unauthorized
person gets hold of it.

optimizing
Disk space

e Update list of Introducers
e Download new software releases

e Master data management

Connect/sync Enrolment Station / laptop to Internet (& CIDR) at regular intervals (at least once in
2 days) to:

e Send electronic updates/manifest to CIDR
e Receive updates from CIDR to resend any corrupt / missing data

o Delete enrolment records for which Aadhaar already generated

CIDR

Stage 5: Data De-duplication and Aadhaar Generation at

The CIDR generates Aadhaar/rejection letters and gives to India Post for dispatch. Resident grievances

related to rejections are addressed by the UIDAL.
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Step 1: CIDR Checks for Duplicate Data ]

[ Step 2: CIDR Issues Aadhaar and Generates Letter ]

Steps to show data de-duplication and Aadhaar generation

e CIDR checks the enrolment data for any duplicate entries. This is called Data De-duplication.
Biometric data is the basis for de-duplication.

e CIDR issues an Aadhaar to the resident that has cleared the de-duplication process and
generates a letter informing the resident of the same.

This step is also known as the Last Mile Logistics.

After an Aadhaar is generated by CIDR, a letter with the Aadhaar is printed and delivered to the resident.
The resident gives a confirmation receipt for the letter and CIDR updates its records.

Resident receives Aadhaar

Unique Identification Authority of India




Demographic Data Entry

"AADMAAR

Roles and Responsibilities

For all the tasks listed above there are number of people/organization who will take on specific roles and
responsibilities which are given below.

Verifier

Enrolment Agency Supervisor
Enrolment Agency Operator
Introducer

Head of Family

Resident

Registrar’s Supervisor / Verifier

Audit Enrolment Centre readiness
Audit of enrolment agency processes and their effectiveness and adherence to IEC norms
Act as Document Verifier.

Review all consent letter data against Pol, PoA documents and inform EA in case of errors

Reqgistrars can enlist the services of retired government officials in case they are unable to spare serving
officials for document verification.

Any serving /retired official both from Government and PSUs including Banks not below the rank of Group
‘C’/ class lll employees may be deployed as Verifiers.

Enrolment Agency Supervisor

Setup enrolment station

Supervise enrolment process

Handle issues and concerns of operators and residents

Act as an operator, when required

Ensure checkilists are filled and signed

Ensure audit feedback, if any, is incorporated in the process

Manage data export and data backup to external hard disk. Take enrolment data to a designated
location for transfer to CIDR

File, back up and store enrolment data as per UIDAI guidelines
Sync the client every 7-10 days.
On-board Operators, Supervisors and Introducers on the client for local authentication

Ensure safe handling and storage of documents and transfer of same to Registrar
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Supervisor must review all enrolments of the day to ensure accuracy of data entered

EA Supervisor guides Operator in case of critical situations
Ensure one file per station is maintained for documents storage

Ensure dockets are arranged (set of documents for a resident) in the order of enrolment and
create a manifest of all enrolments along with type of documents against each enrolment

Create document batch with manifest in soft copy and hardcopy along with exception list (if any)

Once critical volume of dockets is reached, move all the EID dockets to designated Registrar
offices

Handle enrolment documents with care and protect them from damage and theft

Enrolment Agency Operator

Capture demographic and biometric data

Ensure correct Pol, PoA, DoB and HoF documents are collected and the documents verified.
Ensure clarity and quality of submitted document.

Handle exception cases during capture of data

Obtain consent for enrolment and make corrections in the data recorded, if required

Provide acknowledgement slips to residents

Store Consent Letter, Pol, PoA for Registrar/UIDAI

Ensure documents for a resident are tagged together along with consent.

Ensure all documents in one set belong to one resident

File documents in order of enrolment

Introducer

Attend Aadhaar workshop and familiarize themselves with Aadhaar enrolment processes
Provide consent to the Registrar to work as an Introducer

Confirm the identity of the resident by giving his/her UID and fingerprints for verification and
signing off the Introducers declaration in the consent letter of the resident.
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e Endorse the resident and vouch for the validity of resident’s information by giving his/her
fingerprint

¢ Provide demographic and biometric information

e Provide authentic documentation (such as Pol, PoA & DoB) or be introduced by an Introducer
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1. Review Setting up Enrolment Centre Checklist and ensure all requirements are in place.
Enrolment Agency Supervisor should sign off the checkilist.

Scenario 3: Beginning of Day Activity
| Beginning of Day Activities
i

= Also check the stationary
M stock and the Phot
P after you come bocm
e we have a Sync scheduled
for today.

Supervisor carries out the sync operation for
| one of the stations

Its cum?zg
to the 5
I will check do

the same for the
other stations,

P!e::c wait until
the operation

completes.

1. Supervisor must Review all enrolments of the day to ensure that data has been correctly entered.

a. The default status of packets is ‘Approved’. Supervisor can Reject or put a packet on
HOLD for Correction by giving a valid reason for same

b. Supervisor must sign off by giving his/her fingerprint after End of Day Review

c. For the packets on Hold for Correction, EA must inform the resident to come to the
enrolment centre on the next day for data correction.
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d. 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.

e. At the time of Export, those packets will be considered which have either been approved
or rejected by supervisor.

f. Packets on Hold for Correction will get auto Rejected and exported after correction
window timeframe have elapsed and no action been taken on packet status.

SUPERVISOR

— -

Review

| I

Approve J Reject J On Held ]
L 4
Y i ~ '
Export Export Correction I

Approve / Reject

Export

Packet Handling

2. Packets Rejected by Introducer will not be available to the Supervisor for Review. These packets
will get exported when Export is carried out.

Export Data for transfer to CIDR

4. Maintain a Register for data exported. Record date, station nhumber and packets exported at
each station.

5. Take End of Day back up (note that backup is required twice a day preferable one during lunch
time and another at end of day. Backup needs to be maintained for at least 60 days) and record
the date and station number where the backup was done in the Register

6. The number of consents for enrolment should match the number of packets exported.
7. End of Day meeting at centre for sharing learning-of-the-day and issues faced.

8. Make arrangements for replacements of faulty devices, hardware and other logistics for next day
enrolments.

9. Hand over completed documents (Pol, PoA and Consent Form) and enrolment forms (enrolment
forms only if required by Registrar) to Registrar’s Supervisor with pickup list of documents.
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10. Ensure all devices and laptops are shut down. Check power off to avoid accidents. Ensure
security arrangements for devices and other equipments.

11. Specific End-of-Day Reports are available on the client, for selected time period, to facilitate EA
Operations. This includes Hold and Reject Reports for Enrolment Station.
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End of Day Activity

End of Day Activities

]

Romi, the photograph for this resident is not clear. Please call him
again tomorrow. I am ing the packet on hold. I have also rejected
one of the p‘:ckets g - '::'ce data ' huefy for d:'rll t::d biov:fe rics
IS extreme! r.You wi to call the resident orm {
the enrolment :on:z again. We cannot allow this to hcppen':eoo often. T{,:"&ﬁ%,mn
Data quality is of the utmost importance and you are responsible for | :
ensuring the same. We cannot inconvenience the residents
because of our carelessness.

Oﬁakow.
poroved
opaﬁ the § : : -
kets, ) & y Harish, please
ou are =~ & ! . A gin this to the
doing a S : } G . delivery person
food Job. o1\ d1§ waiting outside.
a?:o‘m 5 : It has to be
the orhers. J | , nax? Envolment
. centre for data

I will do that Sipe:

\

» Okay we had a today and although data ity is
+ still a concern it d‘:‘f’iymfdy improved. Rejecﬁorg:l-efydown
bleperceMasconmdtolosfued&Immdloﬁs
can do even better. night all of you. Please make sure
that your stations are switched off.
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Abbreviations / Acronyms

Term Definition

ATM Automated Teller Machine

CGHS Central Government Health Scheme

CIDR Central Identities Data Repository

CSO Civil Society Outreach

DDSVP Demographic Data Standards and Verification Procedure
DMS Document Management System

DoB Date of Birth

ECHS Ex-Servicemen Contributory Health Scheme

Fl Financial Inclusion

HoF Head of Family

ID Identity

IEC Information, Education and Communication

IOCL Indian Oil Corporation Limited

KYR Know Your Resident

KYR+ Fields required in addition to KYR fields required by the Registrars
LIC Life Insurance Corporation

MLA Member of the Legislative Assembly

MNREGA Mahatma Gandhi National Rural Employment Guarantee Act
MoU Memorandum of Understanding

MP Member of Parliament

NPR National Population Register

NREGA National Rural Employment Guarantee Act

NREGS National Rural Employment Guarantee Scheme

OoTP One Time Password

PAN Permanent Account Number

PDS Public Distribution System

PoA Proof of Address

Pol Proof of Identity

PoR Proof of Residency
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RDPR Rural Development and Panchayati Raj
RGI Registrar General of India

RSBY Rashtriya Swasthya Bima Yojna

SFTP Secure File Transfer Protocol

SSLC Secondary School Leaving Certificate
uUiD Unique ldentification

UIDAI Unique Identification Authority of India
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