
KRISHI BHAVAN : NEW DELHI 

F.No.Admn./8/3/2014-W.S.(Vol-ll) Dated the ~5 May, 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 option has been cre
ated. An officer can monitor the attendance of all officers directly reporting to him/her as well 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) 
(ii) go to employee login in the attendance portal for generation of OTP 
(iii) Reporting Officer 
(iv) to fill 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 Attendanc~ Portal by individual employee, the Reporting 

Officer shall be able to monitor attendance of their subordinates in the channel of reporting 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 Reporting officers are also requested to ensure that 

their subordinates may identify their respective Reporting officer. 

Further all the officers/ staff are also requested to fill the field "leave", "Tour" in the attendance 

portal while on leave or on tour. 

p-~ 

Distribution:-

( P. Sakthivel ) 
Deputy Secretary (WS) 

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

2. Director(DARE)/ US(Estt.) DARE, Krishi Bhavan, New Delhi 
3. Sr. PPS to DG, ICAR/ PPS to Secretary, ICAR/ PPS to SS&FA 
4. ISO, DKMA for uploading this O.M. on ICAR website. 
5. DS(GAC)/ Nodal Officer for AEBAS for DARE/ ICAR. 

P·TO. I 
L 



~ ~ 31'jX"i'ClI"l ~ 
INDIAN COUNCIL OF AGRICUL rURAL RESEARCH 

~ 'lWf, ~O ~ >ffiR lWf, ~ ~-110 001 . 
Krishi Bhawan, Dr. Rajendra Prasad Road, New Delhill0 001 

'11T.x:i. lrnT. /8/3/ 2014-cnT.31. (~.II) ~ • If/sl1i, 2015 

m<:r. 3WlN ~ ~1~W~Cfi m£ffi\ WTlJCifl-m£ffi\ 1:ilior "CfiT ~ ~ CfTB ~ ~ Cfi4ij1R~1 q\j i3"C1"R£ffi\ 
q\j ~'i11cR'1 

3WlN ~ ~1~l~I?;Cfi m£ffi\ WTlJCifl (~~<Il~~~i) ~/'fTi[i3J1l ii rm~lf.qd q\j 'li ~ I ~ ~ ~ fcp~. 
~ 3J1l'l ~ Cfi4ijIR~) q\j i3"C1"R£ffi\ q\j ~-W: /~ CfR "Wf;, Employee Login Option ii Attendance 

Portal ii "Reports (Subordinates)" q\j ~ ~ ~ q\j 'li ~ I ~ $ ~ "CfiT ~ CfR"ir ~ ~ 
xM ~ ~ CfTB "Wfr ~ q\j i3"C1"R£ffi\ 3th "ffitT t\ ~ 3ltWr ~ "Cfl! ftq'rcf ~ CfTB 'I"ft ~ 
q\j "\Jl1"R£ffi\ "Cfl! ~ CfR ~ ~ I 

~ ~ "CfiT ~ ~ cf; ~, wircn ~ qj ~ Attendance Portal ii Employee Login Option # 
'Reporting Officer' q\j ~ "CfiT ~ CIffi'r ~ 3J1l'l ~ ~ q\j ~ CfR"'iT ~ ~ I \[Cfi" 'IT'I \ij6f ~ 
~ q\j ~ CfR 0ft \ilRfr t ~ ~ 3th B"'fCf; ffi ~ ~ 'I"ft ~ ~ ffi ~ 3J1l'l 3ltWr 
Cfi4ijIR~'; q\j ~"Cfl! ~ CfR ~ I Attendance Portal ii ftrirftrr ~ q\j ~ ~ qj ~ ~ ~ 
"Cfl! \[Cfi"-\[Cfi" ~ A'1Fc1R!1d ~ m jj'rf). 

i. ~ ~ (dare.attendance.gov.in) 

Ii. ~ "CfiT '[Jl'f ~ qj ~ Attendance Portal # Employee Login ii iJlT1i 
iii. Reporting Officer 

iv. A'1Fc1R!1d ~ ~. 
(Cfi) 1ffi "!l6 ~ 
(<<r) <'m ¥f ~ . 
('1) ftrirftrr ~ q\j "\Jl1"R£ffi\ :mttr 3th 'Tab' ~ I 

wircn ~ ~ Attendance Portal ii ~ llfir;l:rr 'rfr ~ qj ii"l"G, ftrirftrr ~ Employee Login 
Option # Reports (Subordinate) ~ "CfiT ~ CfR"ir ~ ffi ii 3J1l'l 3ltWr Cfi4ijIR~'i q\j i3"C1"R£ffi\ "Cfl! .~ CfR 

~I 

~/'fTi[i3J1l qj "ff~ ~/Cfi4ijIR~1 "fr • % fcp ~ ~Cfi "\Jl1"R£ffi\ 1:ilior ii 3J1l'l-3J1l'l ftrirftrr 
~ q\j ~ ~ cR I ftrirftrr ~ ~ ~ • ~ fcp ~ IT(\" tlAflijd cR fcp B"'fCf; 3ltWr ~ 3J1l'l-3J1l'l 
ftrirftrr ~ q\j ~ cR I 

>R I 

"Wfr ~/Cfi4ijIR~';"fr IT(\" ~. ~ fcp ~ ~ llT ctW T.R wit ~"\Jl1"R£ffi\ 1:ilior ~ 'Leave', 'Tour' 

1. prq 1fifil/c)\ir-I/IINj~~flfI1, ~ ~ ii ~"fIi5d" ~/'fTi[i3J1l qj 'I"ft ~/3fTlT'T/ 'If'rc 
2. f1mCfi (~)/31"ff('£!I'f'!J), ~, prq 1fifil, ~ ~ 
3. ~6IA~~ICfi, 'fTi[i3J1l qj ~ lItfR f'rGfr O/"ff~, 'fTi[i3J1l qj lItfR f'rGfr O/fiMq 0 ~ fuffit<:r fI('I16Cfi11 

qj lItfR f'rGfr 0 
4. .3ir, ~"Cfl! ~ ~ wq;l "Cfl! 'fTi[i3J1l q\j ~ T.R ~ ~ qj ~ 
5. ~/'fTi[i3J1l qj ~~"I~~fI qj ~ ~ /1J1l 0 (_) 


