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Objective:  

This document contains a step-by-step guide on how to 

add a new KMP (new or existing role), edit details of 

existing KMP and delete KMP for the respective members  

 

 
 
 
Intended Users: Members registered with exchange 
 
 
 
Document Owner: NSE 
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1 Navigate to KMP Details 

Navigate through the left menu (Regulatory –> Change in member details –> Updation 
of KMP 
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2 Landing Page 

Navigating through the left menu leads to the below screen. List of the KMP's assigned 
by the member are listed on the dashboard 
 

 
 
  



      
 

5 
 

USER MANUAL 
Key Management Personnel 

3 View Historic data for KMP and Penalty Letters (if any) 

 
 
 
Note:  
• Member can view historical details and Penalty letter received from exchange 
 
View Historic data for KMP 

 
Note: 
• Member can view historical KMP details as on the selected date 
• Can view the audit trail for changes done 
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View Penalty Letters (if any) 
 
 
  
  
  
  
  
  
  
  
  
  
 
Note: 
• Member can view and download if Penalty letters are sent by exchange 
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4 Add Key Management Personnel - Existing Role  

4.1 Start Application 

Clicking on Add new KMP button leads to this page. Member can add new KMP by 
clicking on the highlighted button, and the pop-up is shown 
 
 

  
 
Note: 
• To Add an existing role for example director/partner as KMP click on "Yes" (3a) else 

click "No" (3b) 
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On clicking Yes, the user leads to the below screen  
 

Note: 
• Existing roles available with the exchange are listed  
• Enter the Date of declaration and additional designation (if applicable) 
• The Name gets pre-filled as per the role selected, 
• Details like PAN, Mobile etc. are pre-filled accordingly 
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4.2  Verification 

 
 
Note: 
• Once the member enters the mandatory details, the verify button is enabled 
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4.3 OTP Verification  

OTP Verification is triggered, and the user is prompted the following pop-up 

 
 
Note: 
• List of verifies (as per member constitution) are shown  
• User can select the verifier and click “Send OTP” 
 
Success post valid OTP confirmation 
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5 Add Key Management Personnel - New 

5.1 Start Application 

Clicking on New Submission button leads to this page. Read the guidelines and then 
click on 'Start Application 

 
Note: 
• Member can add new KMP by clicking on the highlighted button, and the pop-up is 

shown 
• To Add an existing role for example director/partner as KMP click on "Yes" (3a) else 

click "No" (3b)  
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5.2 Add details 

On clicking No, the user leads to the below screen  
 

5.3 System Validation 

After entering the respective PAN of the KMP, the user clicks on the validate button 

  

new submission, by 
clicking 'New 
Submission' button 
which will take 
member to request 
selection page 
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Once the PAN is validated, the user can proceed further by clicking on verify 

Note: 

• If PAN validation is successful, then Verify button is activated fields OTP 
Verification process is same as explained above 
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6 Deleting Existing KMP 

On the KMP details landing page, user can select and delete one or more KMP's. Select 
the respective KMP’s. System throws a popup to confirm the selection and a SMS is sent 
post confirmation 
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7 Edit Details of existing KMP 

7.1 Select KMPs  

On the KMP details landing page, user can select and edit one or more KMP's  
After selecting the respective KMP’s, and clicking on edit, the user can edit specific 
fields of each KMP 

 

7.2 Edit details 

A new screen with KMP's selected for edit is shown 
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Note: 
• Fields like mobile no, email. etc are editable 
• Pan scanned copy can be downloaded (if available with exchange) 

7.3 Confirm Changes 

 
Note: 
• The user can verify the edited fields, both current and new values are shown 
• SMS notification is sent post confirmation 
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7.4 Success message 

 
 
Note: 
• The user can verify the edited fields, both current and new values are shown 
• SMS notification is sent post confirmation 
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8 Frequently Asked Questions 

Q. How many KMPs do I need to have? 
 

A. Every member should have at least one KMP in a financial year to avoid any 
compliance actions. 
 

  

Q. Do I need exchange approval to add new KMP? 
 

A. No, KMP updation process is straight through and no approval is required from 
exchange. However, you need to update exchange records within 7 calendar days of 
KMP appointment to avoid non-compliance actions. 
 
 

Q. Contact information of my KMP's has changed, how can I update these? 
 

A. Under regulatory menu, select Change in Member details - KMP Updation to update 
the corresponding details instantly. 

 
  
Q. Is e-sign required for KMP addition application? 

 
A. No, you can select the verifier and complete KMP addition with OTP verification. 
 

 
Q. I have multiple KMP's which are no longer part of my organization, should I raise 

separate KMP deletion requests for each 
 

A. No, you can delete multiple KMP's in only single action 
 
For any queries or questions, please reach out to the helpdesk. 
 
 
 


