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ANNEXURE 2

SEPT BY STEP USER MANUAL - SUBMISISON OF ASSOCIATE DETAILS BY CLEARING
MEMBERS

1) Login on link https://ims.connectZ2nsccl.com/NCLMemberPortal/ & put User ID, Member
Code, Captcha and Password -

D NSE Contact US

Sign In

2) After Login, click on NCL_INSPECTION
Q NS‘E Dashboards v

SERVICES
NCL_INSPECTION
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3) Go to the Compliance tab. Under the compliance tab select “Associate Details Submission”

ICL_INSPECTION

ONSE

My Inspection = Internal Audit = Slalemsn:hpload- Contact Details  System Audit =

Half Yearly Net Worth Submission

My Inspection
Annual Return Submission
m Ongoing Membership Compliances

———————P| sesociate Details Submission

4) The following screen shall appear:

ONse

SERVICES
NCL_INSPECTION

Dashboards v

Inspection Type

Reminder

ONSE

Associate Details Submission

™ ToDate -

From Date Status v

Select a file to upload | Choose File | No file chosen m

Sample Template p MEMCODE _ASSOC_DDMMYY.csy

ISIN of Security or
Debt Instrument | Symbol for the
listod on Stock | Listed
Exchange by the | Instrument
member

Clearing Member | Clearing

Name Member PAN

Name of the Listed
Instrument

Flle Status

Help Document & Help Manualss

Non-Confidential
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5) To add the Associate details, click on Add New Row

IRVICES

CL_INSPECTION ’3 NSE

My Inspection ~  Internal Audit~ Statement Upload + Compliance v Contact Details  System Audit ~

Associate Details Submission

From Date :

™ ToDate ® Status: A

File Status
Select a file to upload | Choose File | No file chosen
Sample Template p MEMCODE_ASSOC_DDMMYY.csv l

Submit as Nil Submission Help Document  Help Manual.pdf

- e

e The fields Clearing Member Code, Primary Member Code, Clearing Member Name and
Clearing Member PAN shall auto populate based on the user’s login credentials.
e Select the category of Submission viz:

Category Name

Description

CMS - Clearing Member for Self

The details of all the listed Security or
listed Debt Instrument of the Clearing
Member.

CMA - C(Clearing Member for its
Associates

1) The details of all the group and
associate entities of the Clearing
member

2) From the list above, in case if the
group and associate entities have
any listed Security or listed Debt
Instrument, the same is required to
be disclosed.

TMS - Trading Member for Self
(For this purpose, the Trading
Member shall mean Trading
members for whom the clearing
member is clearing trades)

1) The details of all the Trading
Members.

2) From the list above, in case if the
Trading Members have any listed
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Category Name Description
Security or listed Debt Instrument,
the same is required to be disclosed.
TMA - Trading Member for its 1) The details of all the group and
Associates associate entities of the Trading

Members

2) From the list above, in case if the
group and associate entities have
any listed Security or listed Debt
Instrument, the same is required to
be disclosed.

e On selection of ISIN from the dropdown, the symbol and name of the listed instrument
shall auto-populate

e In case of submission of Associate details for Trading Member associated with the
clearing member, the TM Code can be selected from the drop down. The TM Name and
TM PAN shall auto populate basis the TM code selected.

e In case of submission of Associate details where the PAN of associate is not available,
members are required to provide the reason why the PAN is not available for the entity.

e Help Manual for fields to be filled in for each category is provided can be downloaded
from Portal.

ONSE

SERVICES
NCL_INSPECTION Q NSE

My Inspection »  Internal Audit+  Statement Upload » Compliance » Contact Details  System Audit

Associate Details Submission

From Date = ToDate -

File Status
elect afile to upload | Choose File |No file chosen edeemed

Sample Template p MEMCODE_ASSOC._ DDMMYY.csv

Help Document ® Help Manualxis

Instrument
Exchangebythe Instrument sireas

member
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e [fassociate PAN is not available, mention the reason in “Reason for PAN not available”

o NSE Dashboards =
SERVICES
NCL_INSPECTION Associate Details Submission
From D: = ToD, - .
Select a file to upload | Choose File | No file chosen File Status
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6) On filling in the details, click on submit to NCL
(> NSF Dashboards v

SERVICES
NCL_INSPECTION Associate Details Submission

From Date =  ToDate - Status v
File Status
Selocta il to upload Choose e Na tle chosen (NN Flesatus
Sample Template » MEMCODE _ASSOC_DDMMYY.csy
[ e ] o o v i

The following pop-up will appear, indicating that the submission has been completed

successfully.
ONse

Dashboards v

SERVICES
NCL_INSPECTION
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7) In case of NIL associates, the same is also required to be intimated to the Clearing
Corporation under CMS. Member can select option “Submit as Nil Submisison”. The
Clearing Member shall be allowed to provide Member NIL Submissions through front end

only.
o N..S.WE Dashboards v
SERVICES
NCL_INSPECTION ) NSE
-
My Inspection v Internal Audit v  Statement Upicad »  Compliance »  Contact Details System Audit v
Associate Details Submission
From Date : ™ ToDate = Swuatus: p v
Selectafile toupload | Choose File |No file chosen _ B sans
Sample Template p MEMCQ#CLDW
[ scavow o R suorotos i submision | Help Document  Helo Manualise
D yﬁE Dashboards v
SERVICES

NCL_INSPECTION

Confirm

A Do you want to submit NIL Submission?

33
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The following pop-up will appear, indicating that the NIL submission has been
successfully updated.

0 ”.%.E Dashboards v

SERVICES
NCL_INSPECTION

8) Members are requested to review the associate details displayed on the portal. In case of
changes in Associate details i.e deletion of existing submissions, members can select on the

delete icon ( ¥ ) on the row and delete the record. Members can delete or add record in the
Portal. There is no option to edit the associate details already submitted.
Qo NSwE Dashboards v

SERVICES
NCL_INSPECTION
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9)

The following pop-up will appear, indicating that the records has been deleted

successfully.
ONSE

Dashboards v

SERVICES
NCL_INSPECTION

Bulk Upload Functionality:

For ease of submitting multiple records, member have been provided a functionality to
upload multiple records through the bulk upload functionality process. The Clearing
Member shall be allowed to provide Member NIL Submissions through front end only.

ONSE

Dashboards v
SERVICES

NCL_INSPECTION Associate Details Submission

From Date = ToDate = Status

File Status
Select a file o upload [ Choose file|No fle chosen [ R

Sample Template » MEMCODE ASSOC_DDMMYY.csy

[ T e o Docers i
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10)Members can download Template from the portal for filling in the details for bulk
upload.

11)Members shall upload the file on filling in the requisite details on the portal
Ensure that the file name follows the format “MEMCODE_ASSOC_DDMMYY”

o

Dashboards v

SERVICES
NCL_INSPECTION Associate Details Submission

o S

12) On uploading the file, for the records updated successfully, members shall get an alert

regarding number of records successfully updated. Member shall be able to view the

success file.
ONSE

Dashboards v

SERVICES
NCL_INSPECTION
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13) On uploading the file, for the records which could not be uploaded, members shall get a
failure alert. Member shall be able to view the failure file with reasons for failure.

<« G @ Gl @ -
D ”_ﬁE Dashboards v

SERVICES

NCL_INSPECTION '!-SF

Systern Ao -
Associate Details Submission

‘Sample & MEMCODE ASSOC DOMMYY.csy

From Dato = ToDato =

Rownioad Error Fig
Ssioct a i to upioad * [ Croose Fie | No fle chozen

14) In case of multiple entries, some records may be uploaded successfully while others may
result in an error. Success records shall get added to the submissions details.

The member shall be able to view both the success file and the error file separately.
ONSE

Dashboards v
SERVICES
NCL_INSPECTION
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15)For entering TM details, the member must select the TM code from the dropdown. The
remaining fields TM Name and TM PAN shall auto populate.
e In case TM code not found in the drop down, contact membership@nsccl.co.in
ONSE

Dashboards v

SERVICES
NCL_INSPECTION Associate Details Submission

=3 =3
g . m File Status

16)In case if ISIN or TM code is not available for selection, members may send the issues to
“membership@nsccl.co.in” with the subject line “NCL Associate Details Submission-
I[ssues in Reporting “Name of the Clearing member name and Member code” along with
screenshot.

17)MIS Download Functionality
Members have an option to download the complete submission details from the Portal for ease
of reviewing the submissions. Members can click on Export to CSV for getting the complete
details of the submissions.
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c G 2 7 (<R
Q NSE Dashboards v

'SERVICES
NCL_INSPECTION ONSE

Associate Details Submission

Sample & MEMCODE ASSOC DDMMYVcsy
From Date = ToDato - St ‘Bl

Seiact a file to upioad * [ Choose Fike | No file chozen

(Choaring [ primary o it e the . = 5 —r——"
Mertwe (Mebr (CoOMember [Oowe Caemry BN (e fnevelind T Code ™ e THpen [Memectthe (PANGHDE | mtable Pan e Sunn |8 Sutmion 2%
Code  code [N pr! e — P —— a——
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