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1.1  PURPOSE OF THIS MANUAL

This manual will enable you to use Key managerial Personnel (KMP) and Director Details 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 and
Director Details 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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In this chapter, you will learn about ‘Key Management Personnel” (KMP) & Director details
module.

21 STARTING

For accessing this KMP and Director Details 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 ‘User Id, 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.
Type https://www.connect2nse.com/MemberPortal/home.jsp in the address bar and then
click the Go button from the browser.

2. NSE Member Portal Login screen gets launched as below:

QO NSE
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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.

This field is alphanumeric.

This field is mandatory.

Type the appropriate member code of
the user in this field.

ANANEN

Member v This field is numeric only.
Code 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.

3. When user logs in, then following screen will be displayed:
QONSE - - e

IMPORTANT NOTIFICATION ON SECURITY CONFIGURATION
U 2 Two factor Authentication
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4. When Trading Member opens ‘ENIT NEW COMPLIANE’ tab, the main screen
‘Dashboard’ gets open:

Alerts Reminders

No Records Found. No Records Found.

Submission Alerts Submission Reminders

No Records Found. No Records Found.

When no records are available, then it will show ‘No Records Found’.
2.2 ELECTRONIC MEMBER INTERFACE (ENIT)

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.

n Trade~ ‘Vendor~ membership~ Others - Member Education ~

Advertisement I>
Download Processing Fees Letters
El Client Funding Address Provisional GST Id ARN Number PAN

Politically Exposed Person
ted G-Block, Exchange Plaza, BKC, Bandra (E), 27AAACNITI7L1ZO AA271216007256G AAACN1797L

I
nsurance Mumbai, Maharashtra-400051

Quarterly Compliance

N Director Details on of India G-Block, Exchange Plaza, BKC, Bandra (E), 27AAACN264211ZE AA271216007418C AAACN26421

L Key Management Personnel KMP Details i, Maharashtra-400051
Half Yearly Networth Submission >
GSTIN I>

Me oo , Escalation Matrix as given below for the service related Query/issues on the Leased Line managed by Sify Technologies Ltd.

c/ MLandAl G Contact Number Email id Contact person Priority
testingCRUD

L Client Code Modification N Help desk Team Immediate
Margin Trading Approval/ Withdrawal *

L¢ Authorised Person > Senthil Saravanan (Assitant 1 Hour

manager GNOC)

Annual Returns >

L¢ Shankar Yadav(Senior Manager 2 Hour
GNOC)

Level 4 pramod Pillai(AGM Network 3 Hour
Operations)

Level 5 Joseph Abraham(AVP Network 4 Hour
Operaticns)

ENIT_Compliance/newenit/showMemb
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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:

QONSE

Member Code :

Member Name : Test Digital Signature

&

[enir

n Tradew  Vendorv Membership~ Othersw  Member Education~ A& Welcome
Advertisement v
GS
Download Processing Fees Letters
El Client Funding > Address Provisional GST Id ARN Number PAN
Politically Exposed Person >
N i ted G-Block, Exchange Plaza, BKC, Bandra (E), 27AAACNIT797L1Z0 AA271216007256G AAACNI797L
nsurance.
Mumbai, Maharashtra-400051
Quarterly Compliance >
N Director Details on of India  G-Block, Exchange Plaza, BKC, Bandra (E), 27AAACN2642L17E AA271216007418C AAACN2642L
U Key Management Personnel KMP Details i, Maharashtra-400051
Half Yearly Networth Submission |
GSTIN
Me o e , Escalation Matrix as given below for the service related Query/issues on the Leased Line managed by Sify Technologies Ltd.
€ MLandAl L Contact Number Email id Contact person Priority
testingCRUD
¢ Gient Code Modification » Help desk Team Immediate
Margin Trading Approval/ Withdrawal »
L¢ Authorised Person > Senthil Saravanan (Assitant 1 Hour
manager GNOC)
Annual Ret >
L SnnustReturns Shankar Yadav(Senior Manager 2 Hour
GNOC)
Level 4 pramod Pillai(AGM Network 3 Hour
Operations)
Level 5 Joseph Abraham(AVP Network 4 Hour

5.73:8060/ENIT_Compliance/newenit/showMemberDashBoard.action#

Operations)

‘Key Management Personnel’ module contains:

e KMP Details
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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

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

3. Go to ‘Key Management Personnel’

4. Select ‘KMP Details’ and click on it.

%
’) Ns E Member Code : Member Name : Test Digital Signature ENFI'
n Trade ~ ‘Vendor ~ Membership~ Others~ Member Education ~
Advertisement 4
GS )
Download Processing Fees Letters
El Client Funding » Address Provisional GST Id ARN Number PAN
Politically Exposed Person »
N i R ted G-Block, Exchange Plaza, BKC, Bandra (E), 27AAACNTTS7L1Z0 AA271216007256G AAACNTT97L
feurance Mumbai, Maharashtra-400051
Quarterly Compliance >
N Director Details on of India G-Block, Exchange Plaza, BKC, Bandra (E), 27AAACN264211ZE AA271216007418C AAACN2642L
W' key Management Personnel KMP Details i, Maharashtra-400051
Half Yearly Networth Submission >
GSTIN 4
Me ¢ Escalation Matrix as given below for the service related Query/issues on the Leased Line managed by Sify Technologies Ltd.
urrender 4
c| MLandAl G Contact Number Email id Contact person Priority
testingCRUD
L4 Ctient Code Modification > Help desk Team Immediate
Margin Trading Approval/Withdrawal »
L¢ Authorised Person 2 Senthil Saravanan(Assitant 1 Hour
manager GNOC)
Le Annual Returns ' Shankar Yadav(Senior Manager 2 Hour
GNOC)
Level 4 pramod Pillai(AGM Network 3 Hour
Operations)
Level 5 Joseph Abraham(AVP Network 4 Hour
Operations)

60/ENIT_Compliance/newenit/showhemberDa:
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On clicking, below page will get open:
D NSE Member Code : Member Name : Test Digital Signature

A Compliance-  Trade-  Vendor- Membership~ Others~  Member Education~ 2 welcome

KMP DETAILS
Member Name Member Code
Role : Reference No. :

SELECT v

Date of Date of

ZA;,ldlgbel Role Other role Reference No. Salutatid Name Phone no. Mobile No. PAN No. Pan Document Declaration S ETiEIon Date Of Updation DIN Edit Delete
x x x x | [ Ix x x x x x x x x x
1 DIRECTORS 20697KMP/1219/4 Mr. | 1.90982 92987.p¢ 12-Dec-2019 ??;4_'129’ ;2,2\19 ¢ i
COMPLIANC ‘ Dec 12, 2019 _
2 o 2069/KMP/1219/4 Mr. ‘ 1 90801 929865 12-Dec-2019 5S¢ 12 201 z i
COMPANY | ' o Aug1,2018 | Dec 12, 2019 _
3 commr 2069/KMP/1219/4 Mrs. 13047 AuditedBala 01-Aug-2018 | A2 1, 2048 | Dec 12, 200 7 i
Stefan Feb 27, 2018 -
4 DIRECTORS 2069/KMP/0218/2 Mr. e e Feb 27, 201 7 o
Varun Feb 27, 2018 -
5 DIRECTORS 2069/KMP/0218/2 Mr. [ ot z i)
A COMPANY 20AQ/KMP/NA1T /1 Mr . RIVDS2770A Viiaw Salkali ndf Jun 30’ 2017 , L -
Page 1 of -
-] 10 v View 1 - Rnf &

Here, ‘Member Name’ and ‘Member Code’ are auto populated and disabled fields.

‘Role’ is a dropdown field with following options: _
DNSE Member Code : Member Name : Test Digital Signature R KNTT

A Compliance~  Tradew  Vendor~  Membershipr  Others~  Member Education~ 2 welcome

KMP DETAILS
Member Name Member Code
Role : g .| Reference Ho. :

COMPLIANCE OFFICER

OTHERS
CFO

a CEQ or MD

COMPANY SECRETARY —

[ |
emberRole Otherrole  Refersnce o, ¢ ame Phone o, MoblloNo. PANNo  FanDocumont DA€ol Dateol poryupgon om Eat Delate
x x x x| X x x x x X X X x
1 DIRECTORS 2069/KNMP/1219/4 r ‘ | 190982 92987.p¢ 12-Dec-2019 D 12 2019 4 @
3 A e Y P
S oo e - o . e
A COMPANY INAQ/KMP /NA17 /1 Mr e e eem Viiav Sakali ndf Jun 30, 2017 ya L hd
. Page[1  |of — View 1 - R of &
e SELECT
e COMPLIANCE OFFICER
e DIRECTOR
e CEOorMD
e PARTNER
e PROPRIETOR
e CEO or MD or MANAGER
e COMPANY SECRETARY
e CFO
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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:

Key Management Personnel

Role: OTHERS

Other's :*

Salutation :* SELECT
Name :*

Phone no. :

Mobile no. :*

PAN no. :*

PAN upload : Choose File | No file chosen

Date of Declaration :*

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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QO NSE

4 Compliance~

Trade ~

Vendor~

Member Code :

Mem! Others ~

Member Education «

Member Name :
signature

Test Digital

2 Welcome

KMP DETAILS

Member Name

Role:

user can click here to
export mis data into csv

file

Member Rele

X X

Other role

x

OTHERS

Reference No. MName

Salutatic

X X

Phone no.

Member Code

Reference No. :

Date of

Mabile No. Declaration

PAN No. Pan Document

X x X

Page 1 of

= el 10 v

Date of
Submission

Date Of Updation DIN

x

Edit

No recards to view

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:

QONSE

A Compliance-

Trade ~

Vendor~

Member Code :

Membership-  Others~

Member Education ~

Member Name :
signature

Test Digital

2 welcome

KMP DETAILS

Member Name

Role :

Member Code

Reference No. :

SELECT v
o
User can search for a particular
detail by entering details in these
blank serach boxes ‘ ‘
:Agdngbe. Rol Otherrole  Reference No. satutaticame Phone no.  Mabile No.  PAN No. Pan Document DA petl Date Of Updation DIN Edit Delete
X x X X X X x X X X X
PAN Card of
COMPANY  Tushit Jun 27, 2017 =
L SECRETARY SR (e ' Ghanshyambhai 3:56:20 PM E4 o
Mangukiya.pdf
PAN of Mr.
Sanjay, Jun 27, 2017 _
2 cFO 980/KMP/0617/9€ Mr. | Thornchand o510 BM z ]
Thakrar. pdf
PAN of Mr. Deven
3 DIRECTORS 930/KMP/0617/9€ Mr. Harkishan 1 2, 2% z T
n 3:54:15 PM
Marwadi.pdf
PAN of Mr. P e
. Page | 1 of n = View 1 -5nf §
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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:

QO NSE

Trade~

A Compliance~

‘Vendor~

‘Member Code :

membership~  Others~

Member Education~

Member Name :
Signature

Test Digital

2 welcome

KMP DETAILS

Member Name

Role :

OTHERS

Member Code

Reference No. :

" Date of Date of N o
:‘\Oedrgbm Role Other role Reference No. Salutatic Name Phone no. Mobile No. PAN No. Pan Document Declaration Submission Date Of Updation DIN Edit Delete:
x x x x x x x x x x x x
Page |1 of
ST No records to view

@

[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:

QO NSE

Trade~

A Compliance~

‘Vendor ~

‘Member Code :

Membership~  Others~

Member Education

Member Name :

Signature

Test Digital

KMP DETAILS
Member Name Member Code
Role : Reference No. :

SELECT

or download it

user can click on any pan document to open i

:;n;belm Otherrole  Reference No. SalutaticName Phone ne.  Mobile No.  PAN No. Pan Ddeument Dot e Date Of Updation DIN Edit Delete
X X X X X X X X X X X X
PAN Card of
COMPANY Tushit Jun 27, 2017 .

! SECRETARY 9B0/KMP/0617/9 Mr. Ghanshyambhai 3:56:20 PM 2 U
Mangukiya.pdf
PAN of Mr.
Sanjay Jun 27, 2017 _

2 cFo 980/KMP/0617/9€ Mr. o Pkttt z T
Thakrar.pdf
PAN of Mr. Deven

3 DIRECTORS 980/KMP/0617/96 Mr. Harkishan Pz z [

: 3:54:15 PM

Marwadi.pdf
PAN of Mr. e mnm -

. Page |1 of o . View 1 -5 of §

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

- B
'NSE Member Code : Member Name : . Test Digital .‘.,.;’giw.

Key Manag 1t Personnel

n
Role : SELECT

Other's :*

Salutation :* SELECT
Name :*

Phone no. :

Mobile no. :*

PAN no. :*

PAN upload : Choose File | No file chosen

Date of Declaration :*

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.

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.
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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:

- B :
'NSE Member Code : Member Name : _ Test Digital hmg:m

Key Management Personnel
Signing Wizard

Mobile no. :* Select Digits! Certficate
Yau can choase a digite cerlficate from thase avalable an your computer to sign your i

PAN no. :*

lssued To lssued By Expiration Date

. Rahul Patil ELCA Root CA 18 August 2026 09:58:29
PAN upload :

Date of Declaration
*“ Note:

1. Please ensure size
2.The file formats .pd|

Ciick View to see the cantents of your digital certficate

Key Management Personnel

CEEPR
Mobile no. : 7896541236

PAN no. :*
Certified

PAN upload :*
@ Data certified successfully, Kindly submit the

form
o]
* Note:

1. Please ensure size of attachment is less than 8 MB
2.The file formats .pdf will be accepted by module.

Date of Declaration :*
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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

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:

Key Management Personnel
Sorry! cannot enter multiple compliance officer.

.
Role : SELECT

Salutation :* SELECT
Name :*

Phone no. :

Mobile no. :*

PAN no. :*

-
PAN upload : Choose File | No file chosen

Date of Declaration :*
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[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:

4 Compliance~  Tradew  Vendor~ Membership ~ Others~

KMP DETAILS
Member Name Member Code
Role : selecr . Reference No.:
ser can click on this 'edit
=) butoon to edit already
submitted data
Homber Role Other role  Reference No. Satutaticame Phone no.  Mobile No.  PAN No. Pan Document Dt ol Dateof Date Of Updation DIN ehit Delete
x x x x x x x x x x x x x x
COMPLIANC Jan 31, 2020 = =
e , y
1 OFFICER ‘980/KMP/0120/41 Mrs. 19 103201.pdf 31-Jan-2020 12:57:39 PM ’ [i]
PAN Card of
COMPANY . Tushit Jun 27, 2017 -
a SECRETARY 9B0/KMP/0617/94 Mr. | Ghanshyambhai 3:56:20 PM 4 L
Mangukiya.pdf
PAN of Mr.
Sanjay Jun 27, 2017 -
3 cFo 980/KMP/0617/9€ Mr. - s V4 i
Thakrar.pdf
PAN of Mr. Deven
4 DIRECTORS 980/KMP/0617/9€ Mr. Harkishan ’J.UIS .2‘7.1 ?.017 4 o e
s Page[1|of wov View 1. 6of &

NSE Copyright (c) 2016

al 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 :* COMPLIANCE OFFICER
Salutation :* Mrs.

Name :* test

Phone no. : 7896541236

Mobile no. : 7896541236

PAN no. :*
EEEEE4444E

PAN upload :* 19_103201.pdf

Date of Declaration : 31-Jan-2020

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.
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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.

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.
’3 NSE Member Code : Member Name : Test Digital

Signature

n Trade~ Vendor Membership ~ Others~ Member Education
Advertisement 4
GS ‘

Dewnload Processing Fees Letters.

E| Client Funding 4 Address Provisional GST Id ARN Number PAN
Politically Exposed Person >

N 0 . ted G-Block, Exchange Plaza, BKC, Bandra (E), 27TAAACN1T797L1Z0 AA271216007256G AAACNT797L
nedranes Mumbai, Maharashtra-400051
Quarterly Compliance »

N Director Details on of India G-Block, Exchange Plaza, BKC, Bandra (E), 27AAACN2642L1ZE AA271216007418C AAACN26421

L m—— . Mumbai, Maharashtra-400051

Half Yearly Networth Submission 4

GSTIN r
Me o e , Escalation Matrix as given below for the service related Query/issues on the Leased Line managed by Sify Technologies Ltd.
c| MLandAl i Contact Number Email id Contact person Priority
testingCRUD
L¢ Client Code Modification S 18004199963 nse.servicedesk@sifycorp.com Help desk Team Immediate

nse.sifynoc@sifycorp.com
Margin Trading Approval/Withdrawal » 4 yeorp

Le Authorised Person r 9841264447 senthil.saravanan@sifycorp.com  Senthil Saravanan{Assitant 1 Hour
manager GNOC)

L¢ GO AT S . 9818784467 shankar.yadav@sifycorp.com Shankar Yadav(Senior Manager 2 Hour
GNOC)

Level 4 9884968619 pillai.pramod@sifycorp.com pramod Pillai(AGM Network 3 Hour
Operations)

Level 5 9884070474 joseph.abraham@sifycorp.com Joseph Abraham(AVP Network 4 Hour
Operations)
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On clicking, below page will get open:
’3 NSE Member Code : Member Name : Test Digital 55

signature e A i

A Compliance~  Trade~  Vendors  Membership~

DIRECTOR DETAILS

Member Name Member Code

Reference No. :

) Date of Dateof  Date OF ’
?;;;bw Reference No. salutation Name Phone no. Mobile No. DOB Email id Qualificatiol other PAN No. Pan Documen it DIN Appointment |Submission Updation Edit Delete
X X X X X X X X X X X X X X X X
o PAN Card of peih
1 1 980/DIR_KMP/0218/71" Mr. 1 ] ar Graduate Jeet Ketan V4 o
1993 T 12:07:07
* el PM
ot Graduate PAN Card of Yo 7>
2 980/DIR_KMP/0617/68( Mr. [tk and M. Naresh . s @
1975 : 4:32:56
Above Jadeja.pdf
PM
Jan 6, Jun 30,
) 17-Jan- Charterec | 2017 2017 P
9 EECDIS RS ZCE ' 1978 ! Accountar PAN.pdf 6:04:10 11:39:33 £ o
PM AM o
. Page |1 of 0 v View 1.0 of O

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.
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[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:

M Compliance~  Tradew  Vendor~  Memberships  Others~  Member Education~

DIRECTOR DETAILS

Member Name Member Code

Reference No. :

user can click here to

= export the mis report in

the .csv format

o Date of Dateof  Date Of -
onedlgbullefsrence No. salutationame Phone no.  Mobile No. DOB Email id Qualificatio °eT PAN No. Pan Document  DIN Rbpointment  Stbmission Updation Edit  Delete
x x x x x x x x x x x x x x x x
18-Mar- bl 53?821,
1 980/DIR_KMP/0218/71" Mr. i | Graduate + Jeet Ketan 4 o
1993 - 12:07:07
Marwadi.pdf
PM
30-Nov- Graduate PAN Card of ;;?727’
2 980/DIR_KMP/0617 /63( Mr. | and Mr. Naresh rd o
1975 4:32:56
Above Jadeja.pdf
PM
Jan6,  Jun 30,
4 17-Jan- Charterec | 2017 2017 =
: | 9B0/DIR_KiAP/0617/68; M. '1978 Accountat s 60410 11:39:33 £ O
PM AM >
. Page |1 of T = View 1.0 0f 0
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User can also export the MIS Report in CSV format using any filtration of the editable fields.
[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:

4 Compliance~  Trade-  Vendor- Membership~ Others~  Member Education~ 2 welcome -

DIRECTOR DETAILS

Member Name Member Code

Reference No. :

= prEm———
particular details by entering
in these blank search boxes

| ) - Date of Dateof  Date Of 3
HembiReferen FNn. salutationeme Phone no.  Mabile No. DOB Email id Oualificatio®her  PANNo. Pan Document DI o ment. Subemsion Dngaen Gt Delete
X X X X X X X X X X X X X X X X
A PAN Card of il
1 980/DIR_KMP/0218/71 Mr. i | Tomar | Graduate  Jeet Ketan s @
B Marwadi.pdf UKarAEr/
=Pt P
30-Nov- Graduate PAN Card of 58:727’
2 . (980/DIR_KMP/0617/68( Mr. oV and Mr. Naresh rd i
1975 : 4:32:56
Above Jadeja.pdf
PM
Jan 6, Jun 30,
. 17-Jan- Charterec 2017 2017 P,
2 [CERR ARSI e ' 1978 ! Accountar AN pdf 6:04:10 11:39:33 £ u
PM AM o
i) Page] 1 it 10 v View 1-9nfQ

NSE Copyright (c) 2016
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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:

Q NSE Member Code : Member Name : Test Digital % i

Signature

& Compliance~  Tradev~  Vendor~  Membership~  Others~  Member Education & Welcome -

DIRECTOR DETAILS

Member Name Member Code

Reference No. : 65465

g Date of Date of Date Of y
Memb Reference No. Salutation Name Phone no. Mobile No. DOB Email id Qualfficatiol other PAN No. Pan Document  DIN Appointment  Submission Updation Edit Delete
x x x x x x x x x x x x x x x x
Page |1 of
© © CSCIET v Mo records to view

[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:

D NSE Member Code : Member Name : Test Digital % i

signature

4 Compliance~  Trade-  Vendor- Membership - Others~  Member Education~ 2 welcome -

DIRECTOR DETAILS

Member Name Member Code
Reference No. :

Search Reset
user can click here to

=] open or download the
uploaded pan documents

) Date of Dateof  DateOf ..
MembiReference No. satutation™Name Phone no.  Mobile No. DOB Email id Quatiicatiol T PANMo. Pag Document  DIN e ment |Sabeairion (Vo [EGit  [Delet=
x x x x x x x x x x x x x x x x
18-Mar- Patl card of ;g?a“ '
1 980/DIR_KMP/0218/71° Mr. | Graduate | Jeet Ketan 4 T
1993 - 12:07:07
Marwadi.pdf
P
30-Nov- Graduate PAN Card of ;8‘;727’
2 980/DIR_KMP/0617/68( Mr. I and Mr. Naresh s 0
1975 Above Jadeia.pdf 4:32:36
Jadeja.pdf o
Jan6,  Jun 30,
| 17-Jan- Charterec 017 2017 -
E [CERDIR ST CE (i e '1978 Accountal PAN.pdf 0410 11:3933 £ O
P AM .
[ fazel 1 o 1n v View 1 -9 nf Q
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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 ‘Director Details’ pop up window
over the fetched MIS Report as below:

Director details

Salutation :* SELECT
Name :*

Phone no. :

Mobile no. :*

Date of birth :*

Email id :*

Qualification :* SELECT

PAN no. :*

PAN upload :*

This pop up will contain following fields:

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

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

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

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

Date of Birth - A blank calendar field will help you the user to select the Director’s Date
of Birth.

Email Id - It is a blank alphanumeric field will accept all alphabets, numbers and special
characters like:

@
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The field length is of 25 characters.

e 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
SSC
Undergraduate

e 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.

e 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.

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

e DIN No - A blank alphanumeric field which 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:
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Director details

Signing Wizard

PAN no. :* Select Dighal Centficate
can choose a digital certificate from thase available on your computer ta sign pou fiie.

PAN upload :*

Issued To. Issued By Expiration Date

. Rahul Pati ELCA Root CA 18 August 2026 09:55:29
Date of appointmeni

DIN no. :*

*“ Note:

1. Please ensure size
2.The file formats pg|  Ciek Viewtosee the contents o seue il cetcae

Director de!e!_l.s

Post Gradiiate

PAN no. :* EEEEE6666E

PAN upload :*
Certified

Date of appointment :*
0 Data certified successfully, Kindly submit the
form

0Ok

1. Please ensure size of attachment is less than 8 MB.
2 The file formats _pdf will be accepted by module

‘ ‘ Reset
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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

nnnnn

The Format for the Reference No is Member ID/DIR_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.

[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:
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On clicking the ‘Edit’ icon, below ‘Director Details’ titled pop up window will get open over the
MIS Report as below:
D N SE Member Code : Member Name : Test Digital

signature

Director details

DIRECTOR DETAILS

Member Name. Salutation : mr
Reference No. : Name :* test
Phone no. :
a Mobile no. :* 123
Date of birth :* 2121098 [ 200 |
i e of Dateof  Date Of .
:A:dn;bw Reference No. salutation "@Me Email id : test@testcom i St M Gad IR
x Qualification :* TEST * * *
1 [| 980/DIR_KMP/0218/71| Mr. PAN no. :* ‘7‘
Jun 27,
2017 _
2 | 980/DIR_KMP/0617/68( Mr. gl AT TP IOy ZT T TRaresTT UTOITZ0F Cam 4 [im]
1975 . 4:32:56
Above Jadeja.pdf
PM
Jan 6, Jun 30,
1 17-Jan- Charterec 2017 2017 .
e JREC DR Ce 6B R "1978 Accountai PAb.pdf 60410 113933 £ W
PM AM -
. Page |1 of 0 v View 1-9 nf 0

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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