NSEIL

COMPANY CONFIDENTIAL

National Stock Exchange Ltd.

User Manual for
KMP and Director Details

User Manual

Page 1 of 29




NSEIL COMPANY CONFIDENTIAL

TABLE OF CONTENTS
1 ABOUT THIS MANUAL-....cccoveieeiainenn. 3
11 PURPOSE OF THIS MANUAL-............... 3
1.2 WHO SHOULD READ THIS MANUAL-......... 3
13 HOW TO GET INTOUCH-.......... 3
13.1 DOCUMENTATION SUPPORT-........... 3
1.3.2 CUSTOMER SUPPORT-.......... 3
2 GETTING STARTED-............... 4
2.1 STARTING-.......... 4
2.2 ELECTRONIC MEMBER INTERFACE-.......... 7
221 NAVIGATION BAR-......... 7
3. COMPLIANCES-............ 8
3.1 KEY MANAGEMENT PERSONNEL-......... 8
3.11 KMP DETAILS-......... 8
3.2 DIRECTOR DETAILS-............ 19

User Manual Page 2 of 29




NSEIL COMPANY CONFIDENTIAL

1.1  PURPOSE OF THIS MANUAL

This manual will enable you to use KEY MANAGEMENT PERSONNEL i.e. KMP Module of
the Electronic Member Interface User Module and provides detailed procedures for the same.

1.2 WHO SHOULD READ THIS MANUAL

This MANUAL is useful for anyone who is a user of Electronic Member Interface KMP module.
The main functions of this module include:
e Toadd, change; export the PAN Card and other details of KMP such as Compliance
Officer, Directors, CEO or MD etc.

e To add, change, export only Directors details.

1.3 HOWTOGET IN TOUCH

The following sections provide information on how to obtain support for the documentation and
the software.

1.3.1 Documentation Support

NSE welcomes your comments and suggestions on the quality and usefulness of this document.
For any questions, comments, or suggestions on the documentation, you can contact us at:
National Stock Exchange of India Limited.

Exchange Plaza, Block G,

Bandra-Kurla Complex, Bandra (East),

Mumbai — 400051

Tel — 022-26598100

1.3.2 Customer Support
If you have any problems, questions, comments, or suggestions regarding Electronic Member
Interface User module, contact us at the address mentioned above. While contacting customer
support, have the following information ready:

e Your NAME, Email address, phone number and FAX number

e The type of hardware including the server configuration and network hardware, if

available
e The version of Electronic Member Interface User Module
e The name and version of the operating system
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2. Getting Started

In this chapter, you will learn about “’Key Management Personnel’” (KMP) module.

21 STARTING

For accessing this KMP module of ENIT Compliance, A new service is created i.e. “ENIT NEW
COMPLIANCE”.

The Member needs to provide access to the new service to the compliance users for accessing
above modules. This access to the new service can be given using Admin user provided to the
Member.

To start the ‘Electronic Member Interface’ portal, Trading Member first needs to go log in to
Member Portal using the ‘Userld, Member Code and Password’.

Then he needs to go to ‘ENIT NEW COMPLIANCE?’ tab to get the access. It is advisable to use
IE11 or higher versions of IE.

To start the electronic member interface user module

1. Open Internet Explorer browser from the desktop.
2. Type https://www.connect2nse.com/MemberPortal/home.jsp in the address bar and then
click the
Go button from the browser.
3. NSE Member Portal Login screen gets launched as below:

m | @ https://www.connectznse.com/MemberPortal/home jsp p-ac ‘@M lfé" Sap ig}Memt;:«Ponal = ~

File Edit View Favorites Tools Help

Dial 1800220051 (option 1) for help regarding Logir
IMPORTANT NOTIFICATION ON SECURITY CON|

AboutUs | Communique | Circulars | Holidays | Regulstions | TestMarket Details | FAQs | ContactUs

ship= NSCCL  Products»  Investors  Services & Circulars v & sep & Sign in

Services
Extranet Downloads
Billing Downloads

xJ|

! Circulars

‘@Slouxn

User Information Register for Circulars new!

User Id
Member Code v ntember Code here
Password

Enter text as W
shown in the « @ A4
image ‘ [

Forgot Password
Clear Cache

Corporate Actions

Whats New

EXTRANET_dnid
EXTRANET_upld

Member Feedback new!

MARGINS

~J UC1-Online

Scancel || @nen
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After entering the credentials, user needs to clicks on ‘Submit’ button to login.

Userld v" Type the appropriate Userid in this

field.
v" This field is alphanumeric.
v' This field is mandatory.
v Type the appropriate member code of
the user in this field.
This field is numeric only.

v" This field should accept 5 digit correct
member code.

v This field is mandatory.

Password v" Type correct password in this field.

v This field accepts alphanumeric &
special characters.

v" This field is mandatory.

Member v
Code

4. When user logs in, then following screen will be displayed:

) -~ - L - — - -h o - o e
eu || @ https: 3 - com jsp o~ 597\[@@....«:2»& 1@Memherponal x‘ A

File Edit View Favorites Tools Help

‘Welcome : ooooo000
Last Login : 21-Sep-2016 12:09:47
AboutUs | Communique | Circulars | Holidays | Regulations | TestMarket Details | FAQs | ContactUs
National Stock Exchange ofndia Ltd Existing Membership- | NSCCL | Products~ | Investor~ | Services & Circulars v

| Menu «| | @ welcome

IT-NEW-COMPLIANCE
=] ENIT-Compliance

[Z] ENIT-Service Request
EJENIT-Trade

(21 UCI-Online

& UserProfile | 3ichange Pwd | ] Theme |

Dial 1800220051(option 1) for help regarding Login
IMPORTANT NOTIFICATION ON SECURITY CONFIGURATION

@Hep | H]sion out
5o Services »|
NSEIL Dashboard new!

NSCCL Dashboard new!
Compliance Tracker @
Extranet Downloads &)+

Billing Downloads +
£ Circulars ®
Business Support Tools

L) Feedback Corner c

" £2] Register for Circulars new!

‘. Corporate Actions

&J Whats New

Message from
MD & CEO, Nsy

2] Member Feedback new!

lor complaints are now sent to the Trading Member through ENIT- Please check under Investor Services Cell > ISC correspondence | Access to ENIT-System Audit should be only given to a ne
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5. When Trading Member opens ‘ENIT NEW COMPLIANE?’ tab, the main screen
‘Dashboard’ gets open:

NSE

Alerts Reminders
Request ID Module Name Submission Date Request D Module Name Submission Date
x x x x x x x x
1 10851/ADVERTISEMENT ADVERTISEMENT 07-Jun-2016 APPROVAL PENDING 1 10851/ADVERTISEMENT ADVERTISEMENT 07-Jun-2016 APPROVAL PENDING
2 10851/ADVERTISEMENT ADVERTISEMENT 10-Jun-2016 APPROVAL PENDING 2 10851/ADVERTISEMENT ADVERTISEMENT 10-Jun-2016 APPROVAL PENDING
3 10851/ADVERTISEMENT ADVERTISEMENT 10-Jun-2016 APPROVAL PENDING 3 10851/ADVERTISEMENT ADVERTISEMENT 10-Jun-2016 APPROVAL PENDING
4 222/ADV/0616/61 ADVERTISEMENT 15-Jun-2016 APPROVAL PENDING 4 222/ADV/0616/61 ADVERTISEMENT 15-Jun-2016 APPROVAL PENDING
5  10851/ADVERTISEMENT ADVERTISEMENT 08-Jun-2016 APPROVAL PENDING 5  10851/ADVERTISEMENT ADVERTISEMENT 08-Jun-2016 APPROVAL PENDING
& Page | 1 of 1 10 v View 1-50f5 =] Page 1 of 1 10 v View 1-50f5
Submission Alerts Submission Reminders
Module Name Submission Date Status Module Name Submission Date Status
x x x x x x
1 ADVERTISEMENT 20-Sep-2016 Submission Pending 1 ADVERTISEMENT 20-Sep-2016 Submission Pending
2 ADVERTISEMENT 28-Jul-2016 Submission Pending 2 ADVERTISEMENT 28-Jul-2016 Submission Pending
3 ADVERTISEMENT 13-Sep-2016 Submission Pending 3 ADVERTISEMENT 13-Sep-2016 Submission Pending
4 ADVERTISEMENT 10-5ep-2016 Submission Pending 4 ADVERTISEMENT 10-Sep-2016 Submission Pending
5  ADVERTISEMENT 21-Sep-2016 Submission Pending 5  ADVERTISEMENT 21-Sep-2016 Submission Pending
6 ADVERTISEMENT 17-5ep-2016 Submission Pending 6 ADVERTISEMENT 17-Sep-2016 Submission Pending
® Page 1 of i 10 v View 1-60f 6 o Page 1 of 1 10 v View 1-60f 6

o

NSE Copyright (c) 2016

When no records are available, then it will show ‘No Records Found’.

User Manual Page 6 of 29




NSEIL COMPANY CONFIDENTIAL

2.2 ELECTRONIC MEMBER INTERFACE

To navigate your way in the Electronic Member Interface (User), a proper understanding of the
interface is essential. This section illustrates the various parts of the Electronic Member Interface
(User) and their uses.

F
e
P -, "
Al Reminders
Dlhent Fusding "
Peditically Exgosid Persn  » N Sasbyrabuibon Dute SLatun Ryt I uastu e Harme Subrmisuion Date Stalus
Ifriumas
L\.I."'l‘."l'.'t""'i'?"'i" b
oy Maranparnit Perianiel ©
e —— oy records found No records found
[Hrecton detaly
Fage 1 AD ee * 3 b Wy peod S 10 whired
Submission Alerts Zubsmissicn Reminders
Uenugler Hisvee Siitestialon [ane st okl Ram Sabvrstibon Dute SEali

2.2.1 Navigation Bar

The navigation bar displays the various options available in the Electronic Member Interface
(User).

On clicking on ‘Compliance’ module, Key Management Personnel module is available:
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n

Advertisement L3 .
Ale . Reminders
Client Funding I
Politically Exposed Person  » Name Submission Date Status Request ID Module Name Submission Date Status
Insurance L % % X x x x X
Quarterly Compliance L
Key Management Personnel KMP Details
el Ind No records found

Director Details |

@ Page |1 of 0 » =1 | 10 v No records to view

Submission Alerts Submission Reminders

Module Name Submission Date Status Module Name Submission Date Status

‘Key Management Personnel’ module contains:

e KMP Details

3.1 KEY MANAGEMENT PERSONNEL

Key Management Personnel module helps the Trading Member to add, change, export the details
of PAN card and other details for the KMP of the company.

3.1.1 KMP Details

Login with correct member credentials.
Click on ‘Compliance’.

Go to ‘Key Management Personnel’
Select ‘KMP Details’ and click on it.

Mowobde
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(® NSE
K

Ale

Advertisement L3
Client Funding I

Politically Exposed Person * Name Submission Date Status

Insurance L x %
Quarterly Compliance L
Key Management Personnel * | KMP Details ]nd

Director Details |

Submission Alerts

Reminders
Request ID Module Name Submission Date Status
X x x x x
No records found
@ Page |1 of 0 » =1 | 10 v No records to view

Submission Reminders

Module Name Submission Date Status Module Name Submission Date Status
On clicking, below page will get open:
KMP DETAILS
Member Name ABC Ltd. Member Code T
Role :

SELECT

Reset

r
o

ﬂ Reference No. :

NSE Copyright (c) 2016
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Here, ‘Member Name’ and ‘Member Code’ are auto populated and disabled fields.

‘Role’ is a dropdown field with following options:

® NSE =3
I —— T

KMFP DETAILS

eraleet e A 11 Mamber Lodr

e SELECT

e COMPLIANCE OFFICER
e DIRECTOR

e CEOorMD

e PARTNER

e PROPRIETOR

e CEO or MD or MANAGER
e COMPANY SECRETARY
e CFO

e OTHERS

When member selects ‘OTHERS?’ option from ‘Role’ field, ‘Others’ blank text box will get
launched where member can enter the role or role description as below:
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Key Management Personnel

Role :*

OTHERS

Others :*

Salutation :*

SELECT

Name :*

Phone no. :

Moabile no. :*

PAN no.:*

PAN upload :*
Choose File | No file chosen

Note — Appropriate role will be available to member as per the constitution.

‘Reference No.’ is a blank editable field. It accepts numeric, alphabets and special characters.
‘Search’ and ‘Reset’ are two buttons given.

‘Search’ button will help member to get the MIS Report.

‘Reset’ button resets all the entered details to its default values.

On clicking ‘Search’ button on all default values, it will generate a default MIS Report showing
‘Export to CSV’ icon and ‘ADD’ button.

[A] To export all available reports in the CSV sheet:

When user keeps all fields as it is and clicks on ‘Search’ button, all available report will get
displayed. By default, it will display 10 requests per page. User can change it to 20 and 30

requests.

User has to click on a sheet icon to get the fetched report in CSV format as follow:
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2 Welcome shachi ~

KMP DETAILS
Member Name ABC Ltd Member Code 12345
Role : SELECT Reference No. :

User can click here to

export the MIS Report Reset
in the .C5V format

=]

Role Reference No. Salutation Name Phone no. Mobile No. Pan No. Pan Document DIN Edit

x x x x x x x x x x

11413 Compliance NISM 2
11413_Compliance MISM_2 123456
Dec-2016.pdf

1 37345 DIRECTORS 2063/KMP/Q117/484 Test 24451234 9820098200 QWERT1234Y

Digital_Signature_Installat]

[BEEE | DIRECTORS 2069/KMP/0117/432 . gdfgdf 325345435435 | 5435345435 QWSWE3456T |- Copy - Copy - Copy - | 32424234 -

Copy_signed_signed. pdf
Digital_Signature_Installat

3 12345 DIRECTORS 2069/KMP/0117/435 Ms. pdfgdf 325345435435 5435345435 QWSWE3456T - Copy - Copy - Copy - 32424734 ._
Copy_signed_signed. pdf
Digital_Signature_Installat

4 | 12345 | DIRECTORS 2069/KMP/0117/434 Ms. pdfgdf 325345435435 5435345435 QWSWE3456T - Copy - Copy - Copy - 32424234 £ v
Copy_signed_signed. pdf

o pageafs om0 V] View 1 - 10 of 42

~

User can also export the MIS Report in CSV format using any filtration of the editable fields.

Note — DIN No. is available only for ‘Directors’.

[B] MIS Report on entering the specific details regarding to the report:

User can enter any specific details, say ‘Role’, can also find the related MIS Report as below:

S

KMP DETAILS
My R A L3 Mernber Code
Rade 1 SELEC - Badprimata B, |

e :

= Whae can spacch Bor & partioolar detal by
it g et it i Ehirir blank seanch boxss .
ke
Hoir Hrigvence Ma. Salifstion Hame Phare ne. Moksile Ho. Pan Mo Pan Bocumment (i} Eie
X 107 OTHERS M. 5T 31501 CTCLRen dexd -
1 107 OTHERS M. dielrie I8T_33501_CTOLReq dexii &
Fage |1 o 1 W Wiew 1 -3 3
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[C] When no record is available on the filtered results:

When no record is available then, on search, it will show a blank page with alert ‘No records to
view’ as below:

Roer
I T

KMP DETAILS

Eemberr Hame AT L Member Code

Racke : Referemor Ho. :

Roir Rrferercr Ko, Salutation Hame Phore no. Molbsile No. Pan Ma. Pan Docurment fHH Eckit

[D] Open the PAN Document from the MIS Report:

User can open or save the submitted PAN Document from the MIS Report by clicking on the
attachment’s hyperlink as below:

A

A  Compliance~ & Welcome shachi ~

Member Name —— Member Code —
Role : - [o] | Referencelo.:
Reset User can click on any PAN
" Document to open itor
=) download it
Member ) )
Role Reference No. Salutation Name Phone no. Mabile No. Pan No. Pan Document DIN Edit
x x x x x x x * x
_ ;
1 12345  DIRECTORS 2069/KMP/0117/484 s Test 24451234 9820098200 QUWERT1234Y ‘,;—;14123;:.“ d:'ame NEM 2 2056 Z A
ec-. N
Digital_Signature_installat
2 12345  DIRECTORS 2069/KMP/0117/432 s gdfgdf 125345435435 5435345435 QWSWEIMSET - Copy- Copy-Copy- 32424234 z

Copy signed signed.pdf
Digital_Signature_Installati

12345  DIRECTORS 2069/KMP/0117/435 Ms. gdfedf 325345435435 5435345435 QWSWE3456T - Copy - Copy - Copy - 32474234
Copy signed signed.pdf
Digital Signature Installat

12345  DIRECTORS 2065/KMP/0117/434 Ms. gdfgdf 325345435435 5435345435 QWSWE3456T - Copy - Copy - Copy - 32424234
Copy_signed_signed. pdf

= Pageuf5 = e 10 ~ View

~

5
N

v

- 10 of 42
~
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[E] Add New details:

When user clicks on Search button, it will show the MIS report, if available but same time it will
launch ‘Export’ icon and ‘ADD’ button.

On clicking this blue colored ‘ADD’ button, it will launch ‘Key Management Personnel’ pop
up window over the fetched MIS Report as below:

Key Management Personnel
SELECT

SELECT

PAN no. :*

PAN upload :*

This pop up will contain following fields:

e Role - Itisadropdown list with options : SELECT, COMPLIANCE OFFICER,
DIRECTORS, CEO or MD etc

e Salutation — It is a dropdown list with options : SELECT, Mr. , Ms. , Mrs.

e Name - A blank text box will accept all alphabets, dot (.) and space. The field length is of
50 characters.

e Phone No — A blank numeric box will accept only numbers. The field length is of 12
numbers.

e Mobile No - A blank numeric box will accept only numbers. The field length is of 10
numbers.
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e PAN - A blank alphanumeric box will accept all alphabets and numbers only. The field
length is of 10 characters. This field accepts the format: ABCDE1234F.

e PAN Upload - It is a blank upload box which will accepts only .pdf documents.

e DIN - A blank alphanumeric field will get pop up only when role is selected as
‘Director’. It will accept all alphabets and numbers only. The field length is of 8

characters.

All the fields are mandatory with * sign except Phone No. field.

‘Certify, Submit and Reset’ buttons are available.

‘Submit’ button will get enabled only when user will certify the details by using a valid

certificate as below:

Certificate Registration

Salutation :*

Name :*

Phone no. :

Mobile no. :*

PAN no. :*

PAN upload :*

Select Digital Certificate
“au can choose a digital certificate from those available on your computer ta sign your file.

Expiration Date
nseit_sgovekar@vendor.n... Communications Server 12 June 2017 08:55:38

Click View to see the contents of your digital certificate View...

User Manual
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Key Management Personnel

Role CEQ orMD

Salutation :* Mr.

Message from webpage

==

I\, Form Signing Completed ! Kindly Submit The Form

Mobile no. :*

PAN upload :*
w D/\TestFiles\Diaital Sian: _Browse...

Reset

Key Management Personnel

Role == CEO orMD

Salutation :*

A Data certified successfully.

Mobile no. :*

ASDFG1234R
PAN upload :*
o [D TestFiles\Dicital Sion: _Browse..
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On clicking ‘OK”’, user can able to click on ‘Submit’ button and on successful submitting, system
will generate a new reference no. as below:

Confirmation

0 Request submitted successfully.The reference
no. is Member id/KMP/MMYY/Request No.

The Format for the Reference No is Member ID/KMP/MMY Y/Request No.

If the Digital Certificate is not installed then user needs to install it first. Then only he is able to
go further.

‘Reset’ button resets all the entered details to its default values.

The correct error alert will be displayed if user keeps the mandatory fields blank or entered
invalid details while adding new details.

Note — User is able to create only one Compliance Officer. If he tries to create more than 1
Compliance Officer, then below error alert is displayed:
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Ky Marasgement Pearsonmel

v | Bl ke Fallpks ¢ ofplirdd O er

[F] Edit already submitted details:

User can edit already submitted details of Compliance Officer, Directors, CEO or MD etc by
clicking on the pencil icon under column ‘Edit’ from the fetched MIS Report as follow:

& ]

A  Compliance~ 2 Welcome shachi ~

KMP DETAILS
Member Name Py Member Code p—
Role : seecT Reference No. :

User can click on this
'Edit’ icon to edit the
already submitted

details

=

" Role Reference No. Salutation Name Phone no. Mobile No. Pan No.
x x x x x x x x
1 2345 DIRECTORS 2069/KMP/0117/484 24451234 9820098200 QWERT1234Y ~
Digital_Signature_Installat|
2 | 12345 DIRECTORS 2069/KMP/0117/432 Ms. odfgdf 325345435435 5435345435 QWSWE3456T - Copy - Copy - Copy - 32424234 4
Copy_signed_signed.pdf

Digital_Signature_Installat|
3 | 12345 | DIRECTORS 2069/KMP/0117/435 Ms. pdfgdf 325345435435 5435345435 QWSWE3456T - Copy - Copy - Copy - 32424234 !

Copy_signed_signed.pdf
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On clicking the ‘Edit’ icon, below ‘Key Management Personnel’ titled pop up window will get
open over the MIS Report as below:

Key Management Personnel

Role :* CEO orMD

Mr.
test
022244545454

Mobile no. :* 9898959898

PAN no.:* ASDFG1234R

PAN upload :* Digitel_Signature_InstallstionGuide - Copy - Copy.pdf

Here, ‘Role’ field is a non-editable field.

Without clicking blue colored “edit’ button, user is able to edit only Salutation, Name, Phone
no., Mobile No. fields.

When user clicks on blue colored ‘edit’ button, ‘PAN No’ and PAN Upload’ fields get blank.
Without clicking on “Certify’ button, ‘Submit’ button will not get enabled.
User is able to certify and submit even if he does not change any detail. But on certifying and

submitted, it creates new reference no and same time previous ref no will also exist in the MIS
Report.
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3.1.2 DIRECTOT DETAILS

Using this module, user can search, add, edit and export only Director Details.

1. Login with correct member credentials.
2. Click on ‘Compliance’.
3. Select ‘Director Details and click on it.

® i
NSE o [Nenm
0

Advertisement r .
Ale . Reminders
Client Funding 4
Politically Exposed Person  » Name Submission Date Status Request ID Module Name Submission Date Status
Insurance L X X X X X X X
Quarterly Compliance 4
Key Management Personnel »
Y Menee ) records found No records found

I1SC TM Supervision

Director details

& Page |1 of 0 » w10 M No records to view

Submission Alerts Submission Reminders

Module Name Submission Date Status Module Name Submission Date Status

On clicking, below page will get open:

A  Compliance~ 2 Welcome shachi =

DIRECTOR DETAILS

Member Name ABC Ltd Member Code 1095

Reference No. :

NSE Copyright (c} 2016
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Here, ‘Member Name’ and ‘Member Code’ are auto populated and disabled fields.
‘Reference No.’ is a blank editable field. It accepts numeric, alphabets and special characters.
‘Search’ and ‘Reset’ are two buttons given.

‘Search’ button will help member to get the MIS Report.

‘Reset’ button resets all the entered details to its default values.

On clicking ‘Search’ button on all default values, it will generate a default MIS Report showing
‘Export to CSV’ icon and ‘ADD’ button.

[A] To export all available reports in the CSV sheet:

When user keeps all fields as it is and clicks on ‘Search’ button, all available report will get
displayed. By default, it will display 10 requests per page. User can change it to 20 and 30
requests.

User has to click on a sheet icon to get the fetched report in CSV format as follow:

DIRECTOR DETAILS

Mrvde Haswe " Matvrbur Canhe

Brference Mo :

Usisr can efick hasre to export
e IS Repoat In Bhe OS50

format

Wi Brdpromce Ho. Sabatation  Mame Phone o, Mobile Mz, DOB Ervasil il Qalification. ofter Pan B, Pan Documsnt (] Exit
ol

£
i
]
¥
]
My, My My My My

S e S view 1« 90.0f 12 o,

User can also export the MIS Report in CSV format using any filtration of the editable fields.
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[B] MIS Report on entering the specific details regarding to the report:

User can enter any specific details, say ‘PAN No’, can also find the related MIS Report as
below:

&

DIRECTOR DETAILS

By M AREC LEd Mombar Cosle
Rerfevence Ba. 1

=3 -
- Uivas gan wearch for & particula detad by

enlering B in theds blink wearch bowes

Baderende o Salutstion Hame Phracdue i Moy W DO vl iad DusSfication otfer Pan Ma. Py Dond it D [l
tril
1 1m0 A0S TR _ M1 STV GURTA L3 5 = [ i -~ APTTTITIWD W Tl &
Craduate
Pagw | 1 of 1 " - Wi 1 - 1l

[C] When no record is available on the filtered results:

When no record is available then, on search, it will show a blank page with alert ‘No records to
view’ as below:
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A Compliance~

2 Welcome shachi ~

DIRECTOR DETAILS

Member Name

ABC Ltd Member Code 12245
Reference No. :
Membei Reference No. Salutation Name Phone no. Mobile No. DOB Email id Qualification other Pan No. Pan Document DIN Edit
code

[D] Open the PAN Document from the MIS Report:

User can open or save the submitted PAN Document from the MIS Report by clicking on the
attachment’s hyperlink as below:

(=) NSE L~
DIRECTOR DETAILS

Mermber Hame ARC L1d Member Lode

Eederence Mo :

Ui gy cllichk hapre bo
= open of dowslcsd the
uphsidied BAN Botumiety e
Mty Bl evene Mo fabatarmen  Maves Phawe raa., Mokale o oo Emadl b4 Chaalite; atiun  otheer Pan W Pan D wsvaend (=L Eat
©onder
=
Digial Sipratire b ~
1 02005 BOMS/THR_KMPADIETI06 s, rwct cv 145145 SAISB4534  Ob-Jan-BT tegiodoadcn CANE ASIFGSATEY - COpy - Copy ey &2
L
T mzaan DOSRTHE_NMPADIETING s shachi (ERTATSES FATINTITET (- Jun- 1993 el _ugo EETX  QuEpRagsry DM SHANERN oo .
BT | AT MBI treck v 1E51ES SAISMEM  ORJan-20T  tidplodinoio CUIB ARG T SOLiET F
il BOTIY 0N HE_MPADIET e whawcful OEF T Sl SHTATETET O un- 1790 reedf_upovelc DTHERS BEENTY Of R DR B TY srgr ikl I
5 BOTIT BOSS/THR_KMPALTETI R4 ' £ T e e e W ooy e
P | 1 o3 e w9 - Wiaew 1 - W00l 14

[E] Add New details:
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When user clicks on Search button, it will show the MIS report, if available but same time it will
launch ‘Export’ icon and ‘ADD’ button.

On clicking this blue colored ‘ADD’ button, it will launch ‘Director Details’ pop up window
over the fetched MIS Report as below:

Director details

This pop up will contain following fields:

e Salutation — It is a dropdown list with options : SELECT, Mr. , Ms. , Mrs.

e Name - A blank text box will accept all alphabets and full stop, space. The field length is
of 50 characters.

e Phone No — A blank numeric box will accept only numbers. The field length is of 12
characters.
e Mobile No - A blank numeric box will accept only numbers. The field length is of 10

characters.

e Date of Birth - A blank calendar field will help you the user to select the Director’s Date
of Birth.
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Email Id - It is a blank alphanumeric field will accept all alphabets, numbers and special
characters like:

@

The field length is of 25 characters.

Qualification - It is a dropdown list with options:
SELECT
OTHERS
Chartered Accountant
CAIIB
Certified Financial Accountant
Company Secretary
Diploma
Graduate and Above
Graduate/Diploma
High School
Institute of Costs & Works Accountant
Less than SSC
Non-Matriculation
Post Graduate
PHD
SSsC
Undergraduate

Other — This field will get enabled only when user selects the ‘Qualification’ as
OTHERS. This field is a blank field which will accept all alphabets, numbers only. The
field length is of 25 characters.

PAN No - A blank alphanumeric box will accept all alphabets and numbers only. The
field length is of 10 characters. This field accepts the format : ABCDE1234F.

PAN Upload - It is a blank upload box which will accepts only .pdf documents.

DIN No - A blank alphanumeric field which will accept all alphabets and numbers only.
The field length is of 8 characters.
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All the fields are mandatory with * sign except Phone No. field.

‘Certify, Submit and Reset’ buttons are available.

‘Submit’ button will get enabled only when user will certify the details by using a valid
certificate as below:

Vo i i a Sl caviicabe hom Shooe svalais on your compule o tign your e

mad Ta | m iﬂ'ﬂm

wit_sgorerissigroondon n LOmmuncatons Sorver 17 Juna JE1T 08 5538

Click. 'Wasss s 1o Bt condanis of e digil oavtie sba

Director detalls

Meizage from seapage

Al Fom S Compleand § vty Sulbera Th Fasrn

User Manual Page 26 of 29




NSEIL COMPANY CONFIDENTIAL

Director detalls

On clicking ‘OK’, user can able to click on ‘Submit’ button and on successful submitting, system
will generate a new reference no. as below:

B

A ©

DIRECTOR DETAILS

Member Name [ ABC Ltd Member Code \PET ]
Reference No. : I
Confirmation
o Request submitted successfully. The reference
no. is Member ID/DIR_KMP/MMYY/Request No.
OK
WSE Copyright (c) 2016

The Format for the Reference No is Member ID/DIR_KMP/MMY Y/Request No.
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If the Digital Certificate is not installed then user needs to install it first. Then only he is able to
go further.

‘Reset’ button resets all the entered details to its default values.

The correct error alert will be displayed if user keeps the mandatory fields blank or entered
invalid details while adding new details.

[F] Edit already submitted details:

User can edit already submitted details of Compliance Officer, Directors, CEO or MD etc by
clicking on the pencil icon under column ‘Edit’ from the fetched MIS Report as follow:

e
.

DIRECTOR DETAILS
Wereders Hamsr ABC L8 Werabey e
Referonce Mo
= -
= Ui e elick on thil “[dit” leon ta
it the akesdy submitted director's |
dedadh ADD
Wkt Rrdprorar Ho, Sabdation Hame P e Eobdlr Mo, [0 Emal i Cualification other P Ha, Pan Dicxcument. [£] 3
il

Digital_Shgratures_in

S4ISME | 00-Jan DT | ifdgloreccy CuE AEDFCGSATEU | - Copy - Copy Hekalsdal
Copy. pa

T IFMG TOSTDIR_KMPIOIITIMG ek thach CIITS45HS MTITATET  04-An-1T90  moell_ipowel OTHERS L R s R T 67 L1 i

On clicking the ‘Edit” icon, below ‘Director Details’ titled pop up window will get open over the
MIS Report as below:

e

A ——

Dirsctor details
DIRECTOR DETAILS ;
Wredarr Ra-w Sabtation o st
Reference Mo : N e
H Peammt | e 1
F=9 [,
Gt o . ] I— :
Svrdes Brrrrmor B, i = Jposmmt L] i
b s
[o— X B Signaturs
1 LIS DOMNYDIR_KMFAIITS NG M - il - Cpe Tebifudan Fa 4
b SR CAE_GMETIT G M i PR s
pa e = = il
s DU DE_KMFAEITI1E \ S— r wesien
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Without clicking blue colored ‘edit” button, user is able to edit only Salutation, Name, Phone
no., Mobile No., Date of Birth, Email Id, Qualification, Other(if applicable),DIN No. fields.

When user clicks on blue colored ‘edit’ button, ‘PAN No’ and PAN Upload’ fields get blank.
Without clicking on ‘Certify’ button, ‘Submit’ button will not get enabled.
User is able to certify and submit even if he does not change any detail. But on certifying and

submitted, it creates new reference no and same time previous ref no will also exist in the MIS
Report.
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