
 

Note: This publication is a corporate document prepared as part of the NSE 
transformation program initiated by NSE in 2020. 
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Compliance Officer Updation 
 
 
 

 
Objective:  
This document contains a step-by-step guide on how to 
edit current Compliance Officer (CO) details, request for 
change of CO, view completed or pending CO update 
applications under NSE Membership department circular 
no. 618. 
 
 
 
Intended Users: Members registered with exchange 
 
 
 
Document Owner: NSE 
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1 View complete and in progress application 

1.1 Navigate to application Dashboard 

Navigate through the left menus (Regulatory > Dashboard) 
Once you login, click on 'Regulatory' tab on left pane. Navigate to 'Dashboard' to reach 
the application dashboard 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.2 Landing Page 

You will land at the dashboard where you can create a new request, and view and 
action pending requests across multiple member services 

Note: 
• Click ‘View Complete Applications Before January 2021’ to see list of all closed 

applications 
• Click to lodge a new request 
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• Select the application number you want to action with 'Main Request' = 'Change 
Compliance Officer 

2 Edit Details of Current Compliance Officer 

2.1 Navigate to Compliance Officer basic details page 

Once you login, click on 'Regulatory' tab on left pane. Navigate via 'Event based' -> 
'Change in Member Details' -> 'Compliance Officer Details' to reach the CO basic details 
page. 
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2.2 Landing Page 

Once you select an application number, you will be redirected to the application 
details page. NISM certificate may/may not be uploaded. 

NISM Certificate is not uploaded 
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NISM Certificate is uploaded 

 
 
Note: 
• Click 'Change Compliance Officer' to request for a new CO 
• Click 'Edit' or 'Update' to update basic details and NISM certification details, 

respectively. 
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2.3 Upload new certificate & run system validation 

Once you click 'Update' in the NISM Certification section, enter the new values – 
Certificate type, Validity, Name, and upload the new certificate. Click on 'Validate'. 
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Note: 
• Certificate only acceptable in PDF format. 
• Clicking on 'Select certificate type' opens a dropdown with list of NISM certificate 

types. 
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If a provisional certificate is uploaded, filling Exam date is mandatory. On clicking 
'Validate', system runs a background check to read and match details from uploaded 
certificate to what has been entered. 'Validated' with a green tick appears when the 
certificate has been validated.  
 
After Validation is complete. Click on 'Save' to submit the entry 
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Note: 
If details from the uploaded certificate don't match entered details, application will 
still be submitted. However, it will be sent for manual review to the NSE team 
(indicated below). Once they approve, only then changes will reflect in the system. 

 

 
 

A green confirmation pop-up on top will indicate successful update. 
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2.4 Edit details 

Once you click 'Edit' in the Basic Details section, update the fields – qualification, 
mobile number, email id, and/or residential address. Clicking on 'Save' will open a pop-
up. Confirm the changed details, tick mark on the declaration and click 'Update'. 
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Note: 
A green confirmation prompt will appear on top mentioning that details have been 
successfully updated. 
 
 
In case you wish to cancel editing details (both NISM certificate and basic details), 
click 'Cancel'.  
System will throw a pop-up to confirm if you want to want to cancel edits. 
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2.5 Application moved to Review Queue 

When either NISM certificate validation or PAN validation doesn't pass, the application 
is moved to a review queue that needs to be actioned by NSE team. Application cannot 
be edited till reviewed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
• 'Under Review' status indicated 
• 'Change Compliance Officer' button is disabled till application is 'Under Review' 
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3 Request for change of Compliance Officer 

3.1 Click on 'Change Compliance Officer' to initiate request for change of compliance 
officer. 
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3.2 Enter Details of old Compliance Officer 

Enter the old CO's resignation/termination/removal date when system throws pop-up. 
On clicking 'Proceed', system will throw another pop-up to confirm that the CO is to be 
changed. Tick mark the declaration and click on 'Proceed' to confirm. 
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Note: 
• Date cannot be a future date. 
• If old CO was a Key Management Person (KMP), he will be removed as KMP. 
• An SMS intimation will be sent to old CO at the end of the application. 
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3.3 Update details of new Compliance Officer 

A blank form with 2 sections – 'Basic details' and 'NISM Certification' will open. Basic 
details are mandatory, while certificate details can be updated within 1 year of 
joining. 
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Enter details such as name, PAN, date of employment, qualification, address, mobile 
number and email id. Click on 'Validate'. System will run background check to verify 
PAN details. 'Validated' with a green tick appears when the details have been 
authenticated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
• Depending on availability of NISM certificate, 'Yes'/'No' option can be selected under 

NISM certification section. 
• The new CO can also be designated as KMP by clicking on 'Yes' option in the KMP 

section. 
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Select type of NISM certificate you want to upload from the dropdown, upload the 
certificate, and fill in details as per the uploaded document. Click on 'Validate'. 
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3.4 System Validation 

On clicking 'Validate', system runs a background check to read and match details from 
uploaded certificate to what has been entered. 'Validated' with a green tick appears 
when the certificate has been validated. Click on 'Proceed' to submit the entry. 
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Note: 
If details from the uploaded certificate don't match entered details, application will 
still be submitted. However, it will be sent for manual review to the NSE team 
(indicated below). Once they approve, only then changes will reflect in the system. 
 

 

3.5 Tick mark the declaration and click on 'Proceed' to confirm 

System will throw another pop-up if the new CO is also a KMP.  
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Note: 
An SMS intimation will be sent to the new CO when the new CO is also selected as a 
KMP. 
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A green confirmation pop-up on top will indicate successful update. 
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4 Respond to clarifications requested by Exchange 

4.1 Landing Page 

Applications that move to the NSE review queue (manual tray) due to validation 
failures can be tracked. Click on the Application no. and you will see a screen like 
below. 
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4.2 Update Clarification 

Update Clarification by entering comments under 'Response to NSE' column and 
attaching supporting documents and clicking 'Send to NSE'. 
When an application is in 'Clarifications' stage, NSE can seek explanation regarding the 
application. These details are available under the clarifications tab. 

Note: 
View all reviews marked 'Complete' by NSE by clicking 'View completed reviews'. 
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5 Check application status 

All applications which have been processed and approved will show green highlights on 
all 4 steps of the flow.  

For applications reviewed and approved by NSE 

 
For applications that were processed instantaneously, the 'Under Review' and 
'Clarifications' box will not be highlighted as these steps didn't occur. 
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For applications with instant approval  
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All applications which have been processed but rejected and will show green highlights 
on all 4 steps of the flow.  
 

For applications reviewed and approved by NS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
• If the application is rejected, then relevant Rejection Reason is displayed. 

6 Frequently Asked Questions 

Q.  Is NISM exam mandatory for appointed Compliance officer? 
 

A. Yes, every CO should pass the NISM-Series-III-A: Securities Intermediaries 
Compliance exam and the certificate should be submitted to exchange 
 

 
Q. I have appointed a new CO and he is yet to give the NISM exam, can I submit the 

change application to exchange? 
 

A. Yes, you can apply for CO change and get the exchange records updated. However 
you will be required to submit the NISM certificate within 1 year of new CO 
appointment. 
 

For any queries or questions, please reach out to the helpdesk here. 
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