Government of Haryana/=RamvmaarR
Directorate of Food and Supplies

e ey e

To

1. All the District Food and Supplies Controllers
In the State of Haryana.

2. Deputy Controller Legal Metrology, Haryana
DIC Building, Football Chownk, Ambala Cantt.

Memo No:  C.O/ITCELL/2016/ 5 7° *—
Dated, Chandigarh, the 17] 3}3,,1 =

Subject:- Regarding Online Entry of Leave or Tour on http://hrfood.attendance.gov.in.

Reference on the subject cited above.

Bio-metric devices are likely to be delivered and installed on all the locations up
to 31° March 2016.

You are hereby directed to ensure that all the employees mark their attendance
as per office location on Biometric Attendance Devices from the date of installation of
devices.

You are further directed to ensure that if any employee proceeds on leave or

tour he must enter Leave or Tour online on http://hrfood.attendance.gov.in after the

approval of Competent Authority. Guidelines for Online entry of Leave or Tour on

http://hrfood.attendance.gov.in are attached as Annexure-‘A’.

Ensure strict compliance of these directions.

Nl

Deputy Director (Admn.)
for DLr;ctor Food and Supplies, Haryana

Endst. No. C.0./ITCELL/2016/ S 7=1 Dated, Chandigarh the 1’7) 3} ) 4
A copy of the above is forwarded to all the officers/officials at H.Q with the

directions to ensure entry of Online Leave or Tour on http://hrfood.attendance.gov.in after
the approval of Competent Authority. Guidelines for Online entry of Leave or Tour on

http://hrfood.attendance.gov.in are attached as Annexure ‘A’.

Deputy Director (Admn.)
for Dir,gg;tor Food and Supplies, Haryana




Annexure-A

GUIDELINES FOR ONLINE ENTRY OF TOUR OR LEAVE ON
http://hrfood.attendance.gov.in BY THE EMPLOYEE

Step 1 Visit http://hrfood.attendance.gov.in . Screen will look like this.
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Step: 2

Click on Employee Login
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Enter your Eight (8) digits ID

Enter the captcha Code as it appears

Employee Corner | e

Instructions for using Employes Comer:
Attendance 1D
1. Enter the & diit ARendance Regictraon D.
2. Enter Capicha code as displayed n image.

3. Generate OTP to signin o employee comer

Loginto the Employez comar fo update employes ivomation, sat reminders 30 leave ang
o records.

Note:
a The OTP generated vl b2 valid or one calendar day. the empioyee can e the same OTP
lalogin to e empoyes comer muliple tmes n a day

. e Generating the Login OTP vl for 5 mins fo rsceva the same, £ OTP s not delyered
5 mins hen you can by again fo regenerate anciher oy,

£ 1 you have alieady generated an OTP which s vald you can iy o login direchy using he
same

4 Forany other assictance please get i fouch with the Atisndance Helpdesk orvriz o us ol
helpdesk-atiendance[aflgov[dofjin




Step: 4
(OTP Message would be sent on your registered mobile)

Enter OTP No. at here

‘ Enter the captcha Code as it appears

#efod attendance gov.in

gn P C‘ | Dachboard

Haryana Aftendance

& Home  Empepe

# Daicar Employee|Corner 1::

& Employes Registration

Instructions for using Employee Comer.
Logn Attendance ID
1 Enterthe § digit Aftendance/Registration D.

2. Enfer One Time Password (OTP) as received

3 Enterthe capicha code as displayed in image

4. Press Login butten o sign in to Employee Comer

95284416

orp*

Login o the Employes comer to update employes information, set reminders , add leave and
four records

4 GoloAtendance govin :

Enter the code exactly as it appears: * Note:
a The OTP generated wil be valid for one calendar day, the employee can use the same OTP

o login to the empioyes comer muiiple fimes in a day.

b. Afler Generafing the Login OTP wait for 5 mins fo receive the same, if OTP is not defiversd
in 5 mins then you can iry again to regenerate anofher alp.

. Ifyou have already generated an OTP which is valid, you can try lo login directfy using the
3ame.

4. For any ofher assistance please getin fouch with the Allendance Helpdesk or wrte lo us &l
helpdesk-attendancefat]gov{dot]in

Press Login
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=
Step: 5

Click on Leagye or Tour as per requirement and enter approved

Tour or Leave
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Haryana Aftendance
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What can be done n the Employes Comer:

1. Updte the demographic infomafion submted on BAS portal.

2. Setreminder to recaive SMS alert for marking opening & chosing atendance,

3 View Employea Alendance Register

4. Add FullHalf day Leave racords. (equires verioaion by node offer o be displayed
on Atiendance register)

5. Add Tourrecords. (requires verfation by nodal ofcer {0 be isfayed on Afendance
Tegite)

Note:
3. Adding Leave and Tour Records wik ne m displzying approprize representation on the
Affendance Register

b, Update your Decignafion. DisicyUndof Organzaficn n case of chenge so tal Atendance
Tepors e generaled comecl and your name fesiures i the comectorganization unit

. You can view hitoncal afendance regiserdafa by selfing he month and year below the

o For zny oler assistance please gel i touch wih e Atiendance Helpdesk orvfie o bs t
heipdeskaftendancefagovidotin
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