INDIAN COUNCIL OF AGRICULTURAL RESEARCH
KRISHI BHAVAN : NEW DELHI

F.No.Admn./8/3/2014-W.5.{Vol-Il) Dated the £)5May, 2015
OFFICE MEMORANDUM

Sub:  Aadhar Enabled Biometric Attendance System — Monitoring of attendance of subordinates by an
officer using Attendance Portal.

The Aadhar Enabled Biometric Attendance System {AEBAS) has been implemented in DARE/ ICAR.
In order to enable Reporting Officer to view/ monitor the attendance of his/her subordinates, a new fa-
cility of “Reports (Subordinates)” in the Attendance Portal, inside Employee Login aption has been cre-
ated. An officer can monitor the attendance of all officers directly reporting to him/her as weli as the
attendance of all officers reporting to his/her subordinates by using the above facility.

in order to use this facility, every employee is required to identify his/her Reporting Officer using
the facility “Reporting Officer” inside Employee Login option in Attendance Portal. Once the reporting
officer is identified, the reporting officer and all officers above his channel shall be able to monitor the
attendance of their subordinates in the channel of reporting. For identification of Reporting Officer in the
Attendance Portal, every employee will have to follow the given steps one by one:-:-

(i) to visit website {dare.attendance.gov.in)
(i) go to employee login in the attendance portal for generation of OTP
{ifi) Reporting Officer
(iv) to fiil the following fields:-
{a) My Grade Pay
{b) My Basic Pay
{c) attendance ID of Reporting officers and press “Tab”.

After completing the above process on A;ctérnd-ancér Portal by individual employee, the Reporting
Officer shall be able to monitor attendance of their subordinates in the channel of reportlng by using
facility Reports (Subordinate) inside Employee login option.

All the employees of DARE/ ICAR are requested to identify their respective Reporting Officer in
the Biometric Attendance Portal immediately. The Repeorting officers are also requested to-ensure that
their subordinates may identify their respective Reporting officer.

Further all the officers/ staff are also requested to il the field “Leave”, “Tour” in the attendance
portal while on leave or on tour.

( P. Sakthivel )
Deputy Secretary {WS)

Distribution:-

1. All officers/ Sections/ Units of DARE/ ICAR including ASRB at Krishi Bhavan/ KAB-1/11/, NASC, New
Delhi.

Director(DARE)/ US{Estt.) DARE, Krishi Bhavan, New Delhi

Sr. PPS 10 DG, ICAR/ PPS to Secretary, ICAR/ PPS to SS&FA

150, DKMA for uploading this O.M. on ICAR website.

DS{GAC)/ Nodal Officer for AEBAS for DARE/ ICAR.
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