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 TABLE OF CONTENTSABOUT THIS GUIDE 

1.1 PURPOSE OF THIS GUIDE 

This guide will enable you to use ‘Annual Submission’ Module of the Electronic Member 

Interface Member Module and provides detailed procedures for the same. 

 

1.2 WHO SHOULD READ THIS GUIDE 

This guide is useful for Trading Members to submit the Annual Returns based on their 

constitution type on ‘Annual Submission’ Module. 

1.3 HOW TO GET 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 Member module, contact us at the address mentioned above. While contacting 

customer support, have the following information ready: 

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

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

available 

 The version of Electronic Member Interface Member Module 

 The name and version of the operating system 
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2. Getting Started 

In this chapter, you will learn about “Annual Submission” module. 

 

To start the ‘Electronic Member Interface’ portal, Trading Member first needs to login to the 

Member Portal using the ‘MemberId, 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 member module 

1. Open Internet Explorer browser from the desktop. 

2. Type https://www.connect2nse.com/MemberPortal/home.jsp in the address bar & then click 

the Go button from the browser. 

1. NSE Member Portal Login screen gets displayed as below:

 
 

2. After entering the credentials, member needs to click on ‘Submit’ button to login. 

 

 

MemberId  Type the appropriate Memberid in this 

field. 

 This field is alphanumeric. 

 This field is mandatory. 

 

 

Member 

Code 

 Type the appropriate member code of 

the member in this field. 

 This field is numeric only. 

 This field should accept 5 digit correct 

member code. 

 This field is mandatory. 

https://www.connect2nse.com/MemberPortal/home.jsp
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Password  Type correct password in this field. 

 This field accepts alphanumeric & 

special characters. 

 This field is mandatory. 

3. When member logs in, then following screen will be displayed: 

 

 
4. When Trading Member opens ‘ENIT NEW COMPLIANES’ tab, the main screen 

‘Dashboard’ gets open: 
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5. When no records are available, then it will show ‘No Records Found’. 

2.1 ELECTRONIC MEMBER INTERFACE  

To navigate your way in the Electronic Member Interface (Member), a proper understanding of 

the interface is essential. This section illustrates the various parts of the Electronic Member 

Interface (Member) and their uses. 

 

 

2.1.1 Navigation Bar 

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

 

On clicking on ‘Compliance’ module, “Annual Submission” module is available: 
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On clicking Annual Submission module, “Annual Returns” page will get open. 

3. Compliances 

3.1 ANNUAL SUBMISSION 

“Annual Submission” module helps the Trading Member to submit the Annual Returns data 

(Data for - Annual Accounts, Networth, Director/Partner/Proprietor/ Membership in other stock 

exchange, Listed IN details, Financial Details) to the National Stock Exchange. 

 

3.2 CONSTITUTION TYPES 

 

Annual submission needs to be done on the basis of constitution types of the eligible Trading 

members. The types are as follow: 

 

1. Corporate 

2. Bank 

3. LLP 

4. Firm 

5. Individual 

 

Annual Returns module consists of different sub-modules inside it. The modules accessible to 

the TMs are based on their constitution types. The modules accessible for each type of the 

constitutions are as below: 

[A] Corporate/Bank/LLP:  

 

 Main field 

 Annual Accounts 

 Networth 

 Director Details 

 Shareholding Details 

 Other Stock Exchange 

 Listed In  

 Financial Details 

 Attached Scanned Copies 

 Submit to Exchange 

 

[B] Firm:  

 

 Main field 
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 Annual Accounts 

 Networth 

 Partner Details 

 Other Stock Exchange 

 Financial Details 

 Attached Scanned Copies 

 Submit to Exchange 

 

[E] Individual:  

 

 Main field 

 Annual Accounts 

 Networth 

 Proprietor Details 

 Other Stock Exchange 

 Financial Details 

 Attached Scanned Copies 

 Submit to Exchange 

When member freshly opens Annual Submission menu, below default page will be displayed to 

him: 

 

 
 

Note: By default, the status for all accessible modules will be displayed as ‘Not Entered’. When 

member enters & saves the details of any module, the status of the respective module will get 

changed to ‘Entered’. 
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By default, all numeric fields will show 0.00 value. Member can save zero or positive or negative 

amount in all the fields. 

 

Also, the members can expand the form by hiding the left pane (sub-module pane) by clicking 

on below marked arrow: 

 
 

Here, few sub-menus are common for each constitution type. The common sub-menus are as 

follows: 

 

 Main fields 

 Annual Accounts 

 Networth 

 Other Stock Exchange 

 Financial Details 

 Attached Scanned Copies 

 Submit to Exchange 

[A] Main Field:  

 

1. Login with correct credentials 

2. Click on Compliance 

3. Select Annual Submission  

4. Click on it 

5. Then below Annual Returns page will get opened: 
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The above Main fields consists of following fields & buttons: 

 

 ‘Member Name & Member Code’: These are auto populated & disabled fields. 

 

 ‘PAN of Trading Member/Clearing Member’ is an auto populated & disabled field. It 

will auto fetch the PAN Card No existing in the current system for the logged in member. 

 

 ‘Financial Year’ consists of ‘Start Date, End Date, As on Date’ dropdown fields. 

 

 ‘Start Date’ is a dropdown & when member selects any available date option from it, ‘End 

Date’  and ‘As on Date’ fields will be auto populated with the appropriate date, which will 

be disabled too. 

 

 ‘Save’ will save the entered details. 

 

Note:  The mandatory fields available in every module will be marked with * mark to highlight. 

 

When member logins with the correct details, ‘Start Date’ will be auto populated showing ’01-

Apr-YYYY’. This field will be editable having another option ’01-Jan-YYYY’ where “YYYY” 

denotes Year. 

As the start date is auto populating, it will also auto populate the ‘End Date’ & hence the ‘As on 

Date’.  ‘End date & As on date’ fields will be read only & non editable. 

 

 When member  will save the details, a successful alert ‘Submitted Successfully’ will 

be displayed as below: 
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[B] Annual Accounts: 

 

When member will click & open ‘Annual Accounts’ module, the module will get highlighted & 

below form will get opened: 

    

                 
 

‘Annual Accounts’ module consists of below fields & buttons: 
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 ‘Name of Statutory Auditor's Firm’: It is a blank field accepts alphabets, numeric & 

below special characters: , . / - _ Space 

 

 ‘Membership No. of Certifying Partner’: It is a blank field accepts alphabets, numeric 

& below special characters:  , . / - _ Space 

 

 ‘Format in which Annual Accounts to be submitted’: It is a dropdown field. It has 

following options: 

 T-Format 

 Revised Schedule VI Format 

 

 ‘Save’: This button will enable member to save the above details. 

 ‘Reset’: This button will reset the entered details to the default values. 

By default, Revised Schedule VI Format is selected. 

 

‘Annual Accounts’ module consists of two tabs as follow: 

 

1) Profit & Loss sheet 

2) Balance Sheet 

These tabs are common for both formats. Both sheets contain all amount fields representing in 

Rupees. 

 

[A] T - FORMAT: 

 

(1) Profit & Loss sheet: When member  will click on ‘Profit & Loss sheet’ tab, below form 

will get open: 
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When member will click on ‘Save’ button, the entered details will get saved & ‘saved 

successfully’ alert will be displayed. ‘Reset’ button will reset all the values. 

 

(2) Balance sheet: When member will click on ‘Balance sheet’ tab, below form will get 

opened: 
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When member will click on ‘Save’ button, the entered details will get saved & ‘saved 

successfully’ alert will be displayed. ‘Reset’ button will reset all the values. 

 

‘Profit & Loss’ are the radio buttons which will auto populate the amount, depending on the 

final values calculating from ‘Profit & Loss sheet’. 

 

 

+ Sign in the below form indicates the ‘Breakup’ as follow: 

 

 
 

On opening, below break up window will get open: 
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Breakup window contains below fields & buttons: 

 

‘Particulars’: In this field, member can add the details. 

‘Amount’: This field will accept the numeric & decimals. 

‘Delete’ icon: This icon will help member to delete the already added breakup details. Only last 

record will get deleted. 

‘Add’ button: This button will enable member to add more rows to the respective breakup 

window. 

‘Save’ button: This button will enable member to save the breakup details. 

 

The Breakup window’s blank search boxes will help member to filter out the details. 

 

[B] REVISED SCHEDULE VI - FORMAT: 

(1) Profit & Loss sheet: When member clicks on ‘Profit & Loss sheet’ tab, below form will 

get opened: 
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‘Save’ button will enable member to save the entered details & ‘Reset’ button enables him to 

reset the entered details to the default values. 

 

 

(2) Balance sheet: When member clicks on ‘Balance sheet’ tab, below form will get opened: 
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‘Save’ button will enable member to save the entered details & ‘Reset’ button enables him to 

reset the entered details to the default values. 

 

[C] Networth: 

 

When member will click & open the networth module, below page will get open: 
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‘Name of CA Firm’: It will be a blank text box. The maximum character length will be of 50 

characters. 

‘Membership No of certifying CA’: It will be a text box field. The maximum character length 

will be of 30 characters. 

‘Method of computation of networth’: It will be a dropdown field. Generally, there are total 4 

methods as follow: 

 

 Dr.L.C.Gupta method 

 Method I of the exchange 

 Method II of the exchange 

 RBI method 

For below conditions, the type of method will be applicable: 

 

1) When the member is a Primary dealer, then below methods will be available: 

 Dr.L.C.Gupta method 

 RBI method 

 

2) When constitution is Bank, then below methods will be available: 

 Dr.L.C.Gupta method 

 RBI method 

 

3) For the remaining members as per their constitution and category of membership, 

following methods will be displayed: 

 Dr.L.C.Gupta method 
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 Method I of the exchange 

If the TM is assigned for Dr. L.C.Gupta Method, then no other method types will be displayed 

& if the TM is assigned to the Exchange Method, then both Dr.L.C.Gupta Method, Exchange 

Method will be displayed to him. When the TM is any Bank, then both Dr.L.C.Gupta Method 

& RBI method will be displayed to him. 

 

‘Exchange Method’ consists of both ‘Method I of Exchange & Method II of Exchange’. 

 

‘Circular Ref’: It will be an auto populating field. When member will select the computation 

method then this field will show the respective value. 

 

‘Compute networth’: It will be a button which will enable member to generate the respective 

method’s form. 

 

The auto-calculated amount fields, will calculate & show the amounts as per the calculations. 

 

To save the networth for any method, ‘Save’ button will be provided. By clicking on this button, 

member will be able to save the networth. ‘Reset’ button will enable member to reset the entered 

details to the default values. 

 

(1) Dr. L.C. Gupta Method: The method form will be displayed as below: 

 
 

 

 

(2) RBI Method: The RBI method form will be displayed as below: 
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The minimum RBI amount needs to be Rs.500Cr. If it will be less than that, then member will 

not be able to save the amount. 

 

 

(3) Method I of Exchange: The method I form will be displayed as below: 
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(4) Method II of Exchange: The method II form will be displayed as below: 
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If any shortfall in networth exists, then shortfall window will get opened while performing the 

final submission. 

 
 

It will show a pop up window to upload the file & to write the reason for the same. The uploaded 

file & reason will be available in the Networth module as below: 

 



NSEIL                                                                                                              COMPANY CONFIDENTIAL 

Member Manual                                                                             Page 24 of 72 

 

The member will be able to download the uploaded shortfall files by clicking in the respective 

document’s link. 

 

Also, members can upload the revised networth certificate within 15 days meeting the minimum 

networth criteria in the link available on networth module as below: 

 
 

 

Also, the networth will remain as not approved for members who have reported a shortfall until 

they revise it, even after the final submission is made to the Exchange a follow: 

 
 

[D] Other Stock Exchange: 

 

When member clicks on ‘Other Stock Exchange’ module, by default, ‘No Change’ option will 

be selected as follow: 
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When member selects ‘Change’ option, below pop up alert will be displayed: 

 
 

 When member selects ‘OK’ from the above alert, then ‘Change’ option will get selected. 

Once ‘Change’ option is selected, he will not be able to revert to the ‘No Change’ option. 

 When member selects ‘Cancel’ from the above alert, then he is still at ‘No Change’ option. 

 

[A] When member selects ‘No Change’ option, he will be able to – 

 Export the available MIS into a .csv sheet 

 Read the available MIS 

 Search/ filter the entries from the MIS 

  He will not be able to perform any other function 
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[B] When member will select ‘Change’, he will be able to –  

 Change the option for ‘Are you a member of other Stock Exchange’  

 Click on the Submit button 

 Add new entries by clicking on Add button 

 Export the available MIS into a .csv sheet 

 Read the available MIS 

 Search/ filter the entries from the MIS 

 Edit the existing entries from the MIS 

 Delete the existing entries from the MIS 

 

(1) When member will select ‘Yes’ radio button for ‘Are you a member of other Stock 

Exchange’ & click on the Submit button, member will be able to add new entries, 

update, delete / search for the existing entries etc. 

i) When member clicks on the ‘Add’ button, below pop up window will get open- 

 
 

‘Add details of Other Stock Exchanges’ pop up window will contain below fields & buttons- 

 

‘Name of Stock Exchange’: It is a dropdown field having the correct existing other stock 

exchanges. 

 

‘Registration Date’: It is calendar type field. Member can select the proper registration date. 

 

‘Name of Trading Member/Holding Co/Subsidiary Co/Promoters/Directors/Partners’: It is 

a blank text box. The maximum character length of this field is of 70 characters. 
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‘Relation’: It is a dropdown field. It will contain below options: 

 

Select 

Director 

Holding Company 

Subsidiary Company 

Self 

Sister Concern 

Partner 

 

‘Membership No’: It is a blank text box. The maximum character length is of 29 characters. 

 

‘Submit’ button will enable member to submit the entered details while ‘Reset’ button will 

enable member to reset the entered details to the default values. 

 

ii) When member will submit the new entry, a successful alert will be displayed as follows 

& entry will get added to the grid: 

 
 

 

iii) When member will keep all fields blank while adding a new entry & click on the submit 

button, error alert for each mandatory field will be displayed with a common error alert 

‘Please fill the error fields’. 

 

iv) When member will be trying to add an entry with already existing stock exchange name 

and ‘Name of Trading Member/Holding Co/Subsidiary Co/Promoters/Directors/Partners’ 

combination , then below alert will be displayed: 
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v) Member can open any existing entry by clicking on the ‘edit’ icon as follow: 

 
 

When member will open the existing entry, the stock exchange name will be read only and non-

editable. Other details will be editable & hence member will be able to edit the entries 

successfully. 

 

vi) Member will be able to delete any existing entry by clicking on the delete icon as below: 
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When member will delete the entry, below confirmation alert will be displayed: 

 
 

When member will click on the OK button from the above alert, ‘Deleted Successfully’ alert will 

be displayed & hence the entry from the MIS will get removed. 

 

vii)  Member will be able to filter or search any detail using the below blank search boxes: 
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viii) By clicking on the ‘Export’ icon, member will be able to export the existing MIS 

entries into an excel sheet of format .CSV as below: 

 
 

When member clicks on the export icon, below pop up will be displayed: 
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Hence, member will be able to save & open the exported sheet. 

 

Note: The export function is a common function. It does not depend on any Yes/No option 

selected. 

 

(2) When member selects ‘No’ radio button for ‘Are you a member of other Stock 

Exchange’ & clicks on the Submit button, below pop up alert will be displayed: 

 
 

i) When member selects ‘Cancel’ the MIS details will not get deleted. 
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ii) When member selects ‘OK’, below deletion alert will be displayed: 

 
When member clicks on OK, the entries will get deleted & hence NO option will get selected. 

 

iii) When no records are available to delete & member clicks on No option, ‘No Records 

available to delete’ alert will be displayed. 

[E] Financial Details: 

 

When member clicks on Financial Details module, below section will get open: 

 

 
 

‘Annual Financial Details’ module will provide member the main Two Tabs: 

 

1) Current Financial Year 

2) Previous Financial Year 

 



NSEIL                                                                                                              COMPANY CONFIDENTIAL 

Member Manual                                                                             Page 33 of 72 

These both tab will have common 4 fields. These field will accept only numeric & two 

decimal points. They will accept zero & negative values, if applicable. 

 

Member has to submit data for two years – current year and previous year.  

 

‘Save’ button will enable member to save the details successfully. On saving, the below 

successful alert will be displayed. 

 

‘Reset’ button will reset the entered values to the default values. 

 

Note: When member will save the details in both the current and previous tab, then only 

the module’s status will get changed to ‘Entered’. 

 

[F] Attached Scanned Copies: 

 

Here, member will have to upload the mandatory & required documents. 

The page will have all the required modules’ name & its respective sizes. Using the ‘Browse’ 

button, member will be able to browse the documents & by clicking on the ‘Upload documents 

button, he will be able to upload them successfully. 

 
 

When the member uploads the document for ‘No Change’ i.e. for C10 condition, then it will not 

be required / mandatory to upload remaining documents where C10 is applicable. 

 

The file format & supported sizes will be mentioned in this module. 

 

Once the member will upload the documents, below page will be displayed: 
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When the member will again click & go to the Attached scanned copies modules, the ‘download’ 

hyperlink will be displayed for each uploaded file & using ‘browse’ buttons, member will be 

able to upload/change the files again as follow: 
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3.2.1 CORPORATE/BANK/LLP 

[A] Director Details:  

When member will click on the Director Details module, by default, ‘No Change’ option will be 

selected. When ‘No Change’ option is selected, member will be able to edit few fields from it. 

 

(1) When member will keep ‘No Change’ option, below fields will be editable & non editable 

respectively: 

Non Editable Fields: 

 Name of the director 

 Designated director 

Remaining fields will be editable. 

 

Also, when member will opt for ‘No Change’, he will be able to: 

 

 Export the available MIS into a .csv sheet 

 Read the available MIS 

 Search/ filter the entries from the MIS 

 He will not be able to perform any other function 

 

(2) When member accepts the ‘Change’ option, he will not be able to select ‘No Change’ 

option again as follow: 

 
 

When member selects ‘Cancel’ from the above alert, then he is still at ‘No Change’ option. 

 

To add any new entry, member has to enter the below details first: 
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‘Name of certifying firm’: It will be a blank text box. The maximum character length will be 

of 80 characters. 

 

‘Membership No of the certifying person’: It will be a blank text box. The maximum character 

length will be of 30 characters. 

 

‘Save’ button will enable member to save the details & ‘Reset’ button will enable him to reset 

the entered details to the default values. 

 

The member has to submit these details first otherwise it will give an error alert on adding new 

entry. 

 

 When member will click on Add button, below ‘Add Details of director’ pop up form 

will be displayed: 

 
 

This add window will have ‘Save & Reset’ buttons at the bottom of it. 

 

‘Save’ button will save the details & ‘Reset’ button will reset the entered details to the default 

values. 

 

Member needs to be keep in mind the below validations while filling the form: 

a) When member will select ‘Mrs.’ from the title, ‘Husband Name’ field will get enabled & 

it will be a mandatory field. 

b) When member will select less qualification for the higher education, then below error alert 

will be displayed: 
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c) When member will select designated director & any education category below graduation, 

then below error alert will be displayed: 

 
 

Only when member selects Yes, then the selected education will remain on the screen & when 

he selects No then the value will get changed to select. 

 

d) The designated director must have minimum 2 years of experience, otherwise it will show 

an error alert as follow: 
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When member will select Yes, the entered experience will remain on the screen but when 

member will select No, the entered experience will get blank. 

e) The years of experience must be less than the age selected, otherwise it will show an error 

alert. 

f) The experience cannot be 0. 

g) When the director is designated, the minimum age must be 21 years otherwise it will show 

an error alert. 

h) When the director is non designated, the minimum age must be 18 years, otherwise it will 

show an error alert. 

i) Member has to enter either mobile no or contact no. 

j) If the PAN Card no is not available, the member can enter NA for the same. 

k) Member will be unable to add another entry having already saved PAN Card no. 

l) Member will not be able to add another entry of the designated director having same DIN 

no & same Name. 

m) DIN no cannot be zero. 
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[A] Member can open & edit the existing entry by clicking on the edit icon as below: 

 

 
 

 

[B] Member can delete the existing entry by clicking on the delete icon as below: 
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[C] Member can add ‘Directorship/Controlling’ details to the existing entry by clicking on 

the group icon as below: 

 
 

When member will click here, add pop up window will get opened as displayed below: 

 
 

Here, when member clicks on the ‘Add’ button, it will display below fields: 
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Interest in company as consists of below options: 

 

 Director 

 Director & controlling shareholder 

 Controlling shareholder 

If ‘Director’ option is selected, % of shareholding field will get disabled. While for remaining 

two options, % must be 51 or greater than 51. 

 

When member will click on the ‘Save’ button, the entered details will get saved & hence will 

get available in the MIS: 
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Using the blank search boxes, member will be able to filter the entries. 

Using the delete icon in the MIS, member will be able to delete the entries. 

 

[D] Member can export the existing MIS into an excel sheet of format .CSV by clicking on 

the export icon as below: 

 

 
 

 

[B] Shareholding Details:  

 

When member will click on the Shareholding Details module, by default, ‘No Change’ option 

will be selected. When ‘No Change’ option is selected, member will be able to edit few fields 

from it. 

 

(1) When member will keep ‘No Change’ option, below fields will be editable & non editable 

respectively: 

Non Editable Fields: 

 

 Name of the shareholder 

 Pan of the shareholder 

 CIN 

 Equity/Preference:  Equity, Preference , Equity and Preference – option buttons 

 Dominant Promoter 

 Update Relative Support 

 Equity No. Of Shares 

 Equity Amount Paid in Lacs 

 Equity Self % 
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 Preference No. Of Shares 

 Paid up value per share 

 Preference Amount Paid in Lacs 

 Preference Self % 

Also, when member will opt for ‘No Change’, he will be able to: 

 

 Export the available MIS into a .csv sheet 

 Read the available MIS 

 Search/ filter the entries from the MIS 

  He will not be able to perform any other function 

 

Editable Fields: 

 

 Paid up value per share 

 Flat/Door No 

 Building Name 

 Floor 

 Street/Road Name 

 Landmark 

 Area/Locality/Colony 

 City 

 Pin code 

 

(2) When member accepts the ‘Change’ option, he will not be able to select ‘No Change’ 

option again as follow: 
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‘Name of certifying firm’: It will be a blank text box. The maximum character length will be 

of 80 characters. 

 

‘Membership No of the certifying person’: It will be a blank text box. The maximum character 

length will be of 30 characters. 

 

‘Save’ button will enable member to save the details & ‘Reset’ button will enable him to reset 

the entered details to the default values. 

 

‘Equity & Preference’ will be the radio buttons. By selecting any of them, member will be able 

to view the respective MIS. 

 

The member has to submit these details first otherwise it will give an error alert on adding new 

entry. 

 

 When member will click on Add button, below ‘Add Details of  shareholder’ pop up 

form will be displayed: 

 
 

 

This add window will have ‘Save & Reset’ buttons at the bottom of it. 

 

‘Save’ button will save the details & ‘Reset’ button will reset the entered details to the default 

values. 

 

Member needs to be keep in mind the below validations while filling the form: 

a) In the PAN card no, if its 4th letter is C, then only ‘Format of CIN’ field will get enabled, 

otherwise it will be disabled. 
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b) Second column of CIN format will accept only numbers. The character length will be of 5 

digits. 

c) Last column of CIN format will accept only numbers. The character length will be of 6 

digits. 

d) PAN card will be mandatory for dominant shareholder & optional for other shareholders. 

e) In case the constitution of the Shareholder is corporate the CIN number is required to be 

updated. 

f) In case the shareholder holds equity shares only, the option ‘Equity’ has to be checked and 

in case the shareholder holds only preference shares, option ‘Preference’ has to be checked. 

In case the shareholder holds both, equity and preference shares, the option ‘Equity & 

Preference’ has to be checked.  

g) Member will be able to add details into Relative support only when he will select Yes for 

‘Update relative support’ field while adding a new entry. 

h) The equity self % will be auto calculating based on the no. of shares, member will add.  

i) For first shareholder, the percentage will be shown as 100%, after that it will be changed 

on adding remaining shareholders. 

[A] Member can open & edit the existing entry by clicking on the edit icon as below: 
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[B] Member can delete the existing entry by clicking on the delete icon as below: 

 
 

[C] Member can add ‘Relative support details’ to the existing entry by clicking on the 

group icon as below: 

 
 

When member will click here, below add pop up window will get open: 
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Here, when member clicks on the ‘Add’ button, it will launch below fields: 

 
 

Here, the ‘Name of the shareholder’ field will be auto populating field & disabled. 

Other fields will be editable. 

‘Equity Amount Paid in Lacs & Equity self %’ will be an auto populating field. They will 

calculate on the amount entered into ‘Equity Paid-up value per share & Equity No. Of Shares’ 

respectively. 

 

When member will click on the ‘Save’ button, the entered details will get saved & hence will 

get available in the MIS: 
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Using the blank search boxes, member will be able to filter the entries. 

Using the delete icon in the MIS, member will be able to delete the entries. 

Using the edit icon, member will be able to open & edit the entries. 

 

[D] Member can export the existing MIS into an excel sheet of format .CSV by clicking on 

the export icon as below: 
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[C] Listed In:  

 

When member clicks on ‘Listed In’ module, by default, ‘No Change’ option will be selected as 

follow: 

 
 

When member selects ‘Change’ option, below pop up alert will be displayed: 

 
 

 When member selects ‘OK’ from the above alert, then ‘Change’ option will get selected. 

Once ‘Change’ option is selected, he will not be able to revert to the ‘No Change’ option. 

 When member selects ‘Cancel’ from the above alert, then he is still at ‘No Change’ option. 
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[A] When member selects ‘No Change’ option, he will be able to – 

(3) Export the available MIS into a .csv sheet 

(4) Read the available MIS 

(5) Search/ filter the entries from the MIS 

(6)  He will not be able to perform any other function 

 

[B] When member will select ‘Change’, he will be able to –  

 Change the option for ‘Are you listed?’  

 Click on the Submit button 

 Add new entries by clicking on Add button 

 Export the available MIS into a .csv sheet 

 Read the available MIS 

 Search/ filter the entries from the MIS 

 Edit the existing entries from the MIS 

 Delete the existing entries from the MIS 

 

(1) When member will select ‘Yes’ radio button for ‘Are you Listed?’ & click on the 

Submit button, member will be able to add new entries, update, delete / search for the 

existing entries etc. 

 

 

i) When member clicks on the ‘Add’ button, below pop up window will get open- 

 
 

‘Add details of Listed In’ pop up window will contain below fields & buttons- 
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‘Name of Stock Exchange’: It is a dropdown field having the names of existing other stock 

exchanges. 

 

‘Listed Since’: It is a calendar type field. 

 

‘Delisted On’: It is a calendar type field. 

 

Note: Please note down that Listed Since date must not be equal or greater than Delisted Date. 

 

‘Submit’ button will enable member to submit the entered details while ‘Reset’ button will 

enable member to reset the entered details to the default values. 

 

ii) When member will submit the new entry, a successful alert will be displayed as follow 

& entry will get added to the MIS: 

 
 

iii) When member will keep all fields blank while adding a new entry & click on the submit 

button, error alert for each mandatory field will be displayed with a common error alert 

‘Please fill all the mandatory fields properly’. 

 

iv) When member will be trying to add an entry with already existing stock exchange 

name, then below alert will be displayed: 
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v) Member can open any existing entry by clicking on the ‘edit’ icon as follow: 

 
 

When member will open the existing entry, the stock exchange name will be read only and non-

editable. Other details will be editable & hence member will be able to edit the entries 

successfully. 

 

 

vi) Member will be able to delete any existing entry by clicking on the delete icon as below: 
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When member will delete the entry, below confirmation alert will be displayed: 

 
 

When member will click on the OK button from the above alert, ‘Deleted Successfully’ alert will 

be displayed & hence the entry from the MIS will get removed. 

 

 

vii) Member will be able to filter or search any detail using the below blank search boxes: 
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viii) By clicking on the ‘Export’ icon, member will be able to export the existing MIS entries 

into an excel sheet of format .CSV as below: 

 
 

When member clicks on the export icon, below pop up will be displayed: 

 
 

Hence, member will be able to save & open the exported sheet. 
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Note: The export function is a common function. It does not depend on any Yes/No option 

selected. 

 

(2) When member selects ‘No’ radio button for ‘Are you Listed?’ & clicks on the Submit 

button, below pop up alert will be displayed: 

 
 

i) When member selects ‘Cancel’ the MIS details will not get deleted 

ii) When member selects ‘OK’, below deletion alert will be displayed: 

 
 

When member clicks on OK, the entries will get deleted & hence NO option will get selected. 

 

iii) When no records are available to delete & member clicks on No option, ‘No 

Records available to delete’ alert will be displayed. 
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3.2.2 FIRM 

 

[A] Partner Details:  

When member will click on the Partner detail’s module, it will show ‘No Change & Change’ 

options. 

 

(1) When member will keep ‘No Change’ option, below fields will be editable & non 

editable respectively: 

Non Editable Fields: 

 Name of the partner 

 Partner type Dominant Partner Non Dominant Partner Relative Support 

 Name of the dominant partner 

 Relation 

 If Others, specify 

 Designated Partner  

 Profit Percentage 

 Loss Percentage 

      Editable Fields: 

 Education 

 Qualification 

 If Others, please specify 

 Experience 

 Date of Birth 

 Flat/Door No 

 Building Name 

 Floor 

 Street/Road Name 

 Landmark 

 Area/Locality/Colony 

 City 

 Pin Code 

 Contact no 

 Fax no 

 Mobile no 

 Email id 

 PAN of Partner 

 Father Name 

 Husband Name 
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Also, when member will opt for ‘No Change’, he will be able to: 

 

 Export the available MIS into a .csv sheet 

 Read the available MIS 

 Search/ filter the entries from the MIS 

  He will not be able to perform any other function 

 

(2) When member accepts the ‘Change’ option, he will not be able to select ‘No Change’ 

option again as follow: 

 
 

When member selects ‘Cancel’ from the above alert, then he is still at ‘No Change’ option. 

 

To add any new entry, member has to enter the below details first: 

 

 ‘Name of certifying firm’: It will be a blank text field. It’s maximum character length will 

be of 80 characters. 

 ‘Membership No. of the Certifying Person’: It will be a blank text field. It’s maximum 

character length will be of 30 characters. 

 ‘Save’: This button will enable member to save the details. 

 ‘Reset’: This button will enable member to reset the entered details to the blank default 

values. 
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 The member has to submit these details first otherwise it will give an error alert on adding 

new entry as follow: 

 
 

 When member will click on Add button, below ‘Add Details of Partner’ pop up form will 

be displayed: 

 
 

This add window will have ‘Save & Reset’ buttons at the bottom of it. 

 

‘Save’ button will save the details & ‘Reset’ button will reset the entered details to the default 

values. 
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Member needs to be keep in mind the below validations while filling the form: 

a) When member will select ‘Mrs.’ from the title, ‘Husband Name’ field will get available 

& it will be a mandatory field. 

b) When member selects ‘partner Type’ as ‘Relative Support’, ‘Name of the dominant 

partner & Relation’ fields will get available & it will be a mandatory field. If member 

selects ‘Others’ from the ‘Relation’ dropdown field, ‘If other relation, please specify’ 

will become a mandatory field. 

c) ‘Profit & loss percentage’ field will accept maximum 100%. Otherwise they will show 

an error alert that it cannot be greater than 100. 

Member can also enter the % having a decimal also. 

d) When member will select the partner as Designated Partner & select the education 

below graduation, then error alert will be displayed: 

 
 

If member will select Yes, then the selected education will remain selected as below graduation 

but when member will select No, then Education field will show the default value as ‘Select’. 

 

e) The designated partner must have minimum 2 years of experience, otherwise it will 

show an error alert as follow: 
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When member will select Yes, the entered experience will remain on the screen but when 

member will select No, the entered experience will get blank. 

 

 

f) The years of experience must be less than the age selected, otherwise it will show an 

error alert. 

g) The experience cannot be 0. 

h) When the partner is designated, the minimum age must be 21 years otherwise it will 

show an error alert. 

Note: The above validation is not applicable when the Partner is not a designated partner. 

 

When the partner is non-designated, the minimum age must be 18 years, otherwise it will show 

an error alert. 

 

i) Member has to enter either mobile no or contact no. 

j) If the PAN Card no is not available, the member can enter NA for the same. 

k) Member will be unable to add another entry having already saved PAN Card no. 
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[A] Member can open & edit the existing entry by clicking on the edit icon as below: 

 
 

 

[B] Member can delete the existing entry by clicking on the delete icon as below: 
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[C] Member can add ‘Partnership/Controlling’ details to the existing entry by clicking on 

the group icon as below: 

 

 
 

When member will click here, below add pop up window will get open: 

 
 

Here, when member clicks on the ‘Add’ button, it will launch below fields: 
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Interest in company as consists of below options: 

 

 Partner  

 Partner & controlling shareholder 

 Controlling shareholder 

For ‘partner’ option selected, % of shareholding field will get disabled. While for remaining two 

options, the % must be 51 & greater than it. 

 

When member will click on the ‘Save’ button, the entered details will get saved & hence will 

get available in the MIS: 

 
 

Using the blank search boxes, member will be able to filter the entries. 

Using the delete icon in the MIS, member will be able to delete the entries. 
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[D] Member can export the existing MIS into an excel sheet of format .CSV by clicking on 

the export icon as below: 

 
 

3.2.3 INDIVIDUAL 

 

[A] Proprietor Details:  

When member will click on the Proprietor detail’s module, it will show ‘No Change & Change’ 

options. 

 

(3) When member will keep ‘No Change’ option, ‘Name of the Proprietor’ will be read 

only & non editable and remaining details will be editable. 

(4) When member accepts the ‘Change’ option, he will not be able to select ‘No Change’ 

option again as follow: 

 
 

When member will opt for ‘Change’ option, ‘Submit & Reset’ buttons will get visible to him. 
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i) When member will not fill the form & directly click on ‘Directorship/controlling 

shareholding in other cos’,below error alert will be displayed: 

 
 

ii) When member will keep all mandatory fields blank & tries to save, error alert will be 

displayed to fill all the mandatory fields. 

iii) When member will enter all correct details & save the form, a successful alert will be 

displayed 

 

Member needs to be keep in mind the below validations while filling the form: 

 

a) The education must be selected as per the qualification. The qualification must 

be greater than the education, otherwise below error alert will be displayed 

(e.g.): 
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b) Experience must not be greater than the Age 

c) The experience cannot be 0. 

d) For proprietor, the education must be 10+2.If he will select it less than that, then 

below error alert will be displayed: 

 
When member will click on Yes, the selected education will remain selected & when member 

will click on NO, then it will show the default value as select. 

e) The month of the experience must not be greater than 11 

f) Either contact no or mobile no must be entered 

g) For PAN Card no, member could enter NA also 

h) In ‘Directorship/controlling shareholding in other cos’, for Director, % field 

will be disabled & if applicable then member must enter the % 51 & more than 

it. 

 

Directorship/controlling shareholding in other companies: 

 

When member submits the proprietor details, then only he will be able to submit the details for 

‘Directorship/controlling shareholding in other companies’. 

 

When member will click on ‘Directorship/controlling shareholding in other companies’, below 

pop up window will get open: 
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Here, when member clicks on the ‘Add’ button, it will launch below fields: 

 
 

Interest in company as consists of below options: 

 

 Director 

 Director & controlling shareholder 

 Controlling shareholder 

 

For ‘Director’ option selected, % of shareholding field will get disabled. While for remaining 

two options, the % must be 51 & greater than it. 
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When member will click on the ‘Save’ button, the entered details will get saved & hence will 

get available in the MIS: 

 
 

Using the blank search boxes, member will be able to filter the entries. 

Using the delete icon in the MIS, member will be able to delete the entries. 

 

3.3 SUBMIT TO EXCHANGE 

 

‘Submit to exchange’ will be the final step towards the submission of annual returns to the NSE. 

 

If member has missed out to fill any details or any data is mismatching, then the particular 

information will be available in this module. Hence member will not be able to perform the final 

submission. 

 

A table with module name & its respective status will be displayed here if entered or not. By 

clicking on the respective module’s link, member will get redirected to the particular module to 

fill the details/make the changes as follow: 
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Also below this, the summary of the details which is not matching/filled will be available as 

below: 
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Once the member will fulfill all the requirements, then all module’s status will be displayed as 

‘Entered’: 

 

 

 
 

Once the member will select the box ‘I Agree’, certify button will get enabled: 
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If the member will keep these fields blank & click on the certify button, then the error alert will 

be displayed & hence he will be unable to proceed further. 

 

Once, member will enter all the correct details & click on the Certify button, below pop up 

window will get open to select the certificate: 

 

 
 

On selecting the correct certificate, when member will click on sign button, below alert will be 

displayed: 
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After clicking on OK button, Submit button will get enabled & by clicking on it, member will 

be able to submit the annual returns details to the exchange successfully. 

 

Once the member has done this final submission, the status of the modules’ will get changed to 

‘Submitted’ & hence he will not be able to edit &resubmit the data again. 

 

If any shortfall will be present, then shortfall window will get open while performing the final 

submission. Then member will need to submit the shortfall reason & supporting documents, if 

any (document is not mandatory).  

 


