
 

 

                                                                Department: Compliance 

Download Ref No: NSE/COMP/53906 Date: October 03, 2022 

Circular Ref. No: 70/2022  

 

 
To All Members, 

 
Sub: Submission of Annual Returns for the Financial year 2021-22 

 
This has reference to the Exchange circular reference no. NSE/COMP/53647 dated September 12, 
2022 regarding submission of Annual Returns to the Exchange for the financial year ended on 
March 31, 2022. Members of the Exchange are hereby advised to submit the Annual Returns i.e. 
Audited Balance sheet, Profit & Loss Account, details in respect of Shareholding, Directors, Net  
worth Certificate etc., as may be applicable, for the financial year ended on March 31, 2022, 
through the Digital Portal (https://digitalexchange.nseindia.com), on or before October 31, 2022. 

 
All Members are hereby informed that submission of Annual Returns for the financial year ended 
on March 31, 2022 shall be done only through the said Digital Portal 
(https://digitalexchange.nseindia.com). The link for submitting the Annual Return is available on 
Digital Portal. 

 
The manuals for accessing the portal and for making the submission are enclosed as under: 

 
i. Steps to login and create new users on the digital portal- Annexure-A 
ii. Manual for submission for Annual Returns - Annexure-B 

 
The action for non compliance 

 
i. Actions for Non-Compliance: Annexure C 
ii. Guidelines for Statutory Auditor: Annexure D  

 
 

Members are required to take note of the above and submit the Annual Returns on or before 
October 31, 2022. 

 
 

https://digitalexchange.nseindia.com),/
https://digitalexchange.nseindia.com/


 

 
For any support, please reach out to the helpdesk on 1800 266 0050 (Select IVR option 3) or email 
at memcompliance_support@nse.co.in. 
 

 
For and on behalf of 
National Stock Exchange of India Limited 

 
 

Swati Sopare 
Senior Manager 

mailto:memcompliance_support@nse.co.in


Note: This publication is a corporate document prepared as part of the NSE 
transformation program. 

USER MANUAL 
Frontend – User Account 
Management 

Objective: This document is a step-by-step guide on how to login 
into the portal, create and edit users, and manage users across 
your organization. 

Intended Users: NSE Members 

Document Owner: NSE 

ANNEXURE A
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1 Login to the portal 

Access NSE Digital Portal (https://digitalexchange.nseindia.com/nse-frontend-
navigation/#/auth) 

1.1 Exchange Portal Login Page 

On the login page, enter your username and password, authenticate using reCAPTCHA 
and click 'Login'.  
You can also use the Forgot Password/Username facility if required. 
 

 

1.2 OTP verification 

If the login details are correct, you will be redirected to the OTP authentication page. 
Enter the OTP received on your email address/mobile number and click 'Verify OTP'. 
 

 

https://digitalexchange.nseindia.com/nse-frontend-navigation/#/auth
https://digitalexchange.nseindia.com/nse-frontend-navigation/#/auth
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1.3 Incorrect Password 

If you have entered the incorrect password, system will show an error message on top. 
Retype the username and password, authenticate using reCAPTCHA, before clicking on 
'Login' 
 

 
 
Note: 
Maximum of 5 attempts are allowed before the username is blocked. 

1.4 Forgot username/password 

Click 'Forgot Username' or 'Forgot Password' on the Exchange login screen or 'Change/ 
Reset Password' on login screen in case you have forgotten your username/ password. 
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If email ID or user ID is correct (depending on username/password reset), system will 
send a reset link to registered email ID. Navigate to your mailbox and action the email. 
 

 
 
 
 
 
 
 
 
On clicking the reset link in the received email, you will be redirected to the 'Reset 
password' page. Enter the new password and confirm again. Click 'Reset Password'. 
System will show pop-up confirming password has been reset. 
 

Reset link sent to registered email ID 
In case you try to action the reset link after 
xx hours, system will display that link as 
expired. You need to restart the reset 
process from login page. 
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Note: 
Ensure you follow the password setting guidelines. 
 

 
  



      
 

7 
 

USER MANUAL 
Frontend 

2 Manage your account 

2.1 Edit Account details 

To edit your details, click the face icon on top right. Then click 'Manage account'. 
Update name, mobile number or email address. Click 'Save changes'. 
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If data entered in any field is invalid, system will show a error message below the 
field. Else, system will display a pop-up enlisting changes made and asking for 
confirmation. Click 'Yes' if everything has been captured correctly. 
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2.2 Change password 

In case your password is due for change (password policy duration), system will throw a 
pop-up informing that it is redirecting you to 'Change password' page. 
Enter user ID, existing password, new password (twice to confirm) and click 'Change 
password'. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
Note: 
• Ensure new password adheres to provided guidelines 
• If you have entered current password incorrectly for 5 consecutive attempts, your 

username will be blocked. Please contact your admin in such situation. 
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2.3 Logout 

 
If you want to logout of your account, click the face icon on top right. Then click 
'Logout'. Click on 'Yes' on the pop-up asking for confirmation for logging out of all 
active sessions. 
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3 User Management 

3.1 Create new user (access only to Admin) 

3.1.1 Navigate to ‘Create New’ screen 

Click on 'User Management' on left pane. 'New User Creation' screen with 'Create New' 
tab will open by default. 
 

 
 
Note: 
View any pending requests in ‘Pending requests’ tab 
 
  



      
 

12 
 

USER MANUAL 
Frontend 

3.1.2 Select domain name from dropdown.  

If domain name is not present, click 'Add'. 
 

 
 
System will display a pop-up asking for new domain name. Enter a valid domain name 
and click 'Submit' to add your domain to the dropdown list. 
 

 
 
Note: 
• Domains selected through dropdown & entered in the Email ID field should match 

for the user to be created 
• If you enter an invalid domain, system will display an error message below the 

field. 
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3.1.3 Enter details 

Enter credentials such as name, mobile number, user ID, and email ID.  
 

 
 
Note: 
• Criteria for user ID: 

­ 4-32 alphanumeric char. 
­ '@','_' & '.' are allowed 
­ Cannot contain common nouns like 'admin', 'superuser', etc. 

• System will display error message below any field which does not the validation 
criteria. 

• If user ID, email ID, mobile number matches any already existing record, system 
will display an error message. 
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3.1.4 Select User Type 

If there are any validation errors, system will display corresponding error messages 
below the fields. Solve those errors. Click the 'User type' dropdown to select type of 
user. 
 

 
 
 
Note: 
• There can only be 5 admins or superusers for a Member. 
• If you select user type as 'Admin' and the number is exceeding 5, then system won't 

allow user creation. 
• If type is 'Member CA', user must enter CA entity, CA membership no. and CA 

qualification. 
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3.1.5 Choose Bundles 

As soon as you select the user type, the 'Bundles' dropdown will appear. Click on the 
dropdown and select bundles to be assigned to the user. 
 

 
 
Note: 
• Bundles dropdown is auto-populated basis the user type selection. 
• For some user types, bundles are not applicable. 
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3.1.6 Sign Declaration & Create User 

Once bundles are selected, tick mark the declaration checkbox to agree to the terms 
and conditions. Click 'Create User' button. 
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System will display a success message on top in green box. New user is created 
successfully. Instructions to set password and setup 2-factor authorization are sent to 
the user's email ID. 
 

 
 
Note: 
• Maximum 50 users can be created for an entity. 
• If this limit has been reached, request will be sent to NSE for approval. 
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3.2 Pending requests 

3.2.1 Check Status 

Click 'Pending request' on the menu bar to view pending requests. Click 'View checker's 
notes' and system will display a pop-up with comments from checker as to why the 
request has been rejected. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Checker notes for request that has 
been rejected 
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3.2.2 Withdraw Request  

Click on cross icon next to 'Status' column for withdrawing any pending request. System 
will throw a pop-up to confirm withdrawal. Click 'Yes'. System will then show a 
withdrawal success message on top. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
  

Request successfully withdrawn 
message on top 
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3.3 Modify user access (access only to Admin) 

3.3.1 Navigate to ‘Edit user; screen 

Click on 'User Management' on left pane. 'New User Creation' screen with 'Create New' 
tab will open by default. 
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Click 'Edit User' on the top horizontal bar to modify access rights for a user. 
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3.3.2 Search User ID 

Enter the User ID of the user to be modified in the search box. Click 'Search by user'. 
Existing details of user will be displayed below. If there is any error in user ID, system 
will display error message below the user ID field. 
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3.3.3 Change User Type or Bundle access 

Choose new user type from the dropdown (if needed). 
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Select Bundles to be assigned to the user. This can be done with/ without changing the 
User Type. If User Type is modified, then bundles need to be selected afresh. Click 
'Create User'. 
 

 
 
 
On clicking 'Create User', system will display pop-up to confirm changes. Click 'Yes'. 
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System will display a success message on top in green box stating that changes to user's 
access rights have been updated successfully. 
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3.3.4 Activate/deactivate user login 

Click 'Login access' on the top horizontal bar to activate or deactivate users' login. 
Search user ID in search box and click 'Search' to modify login access for specific user. 
You can view user status in the user list given below. 
 

 
 
 
System will display a success message on top in green box stating that user access has 
been updated successfully. 
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4 Session management (access only to Admin) 

4.1 Navigate to ‘All Users’ screen  

Click on 'Session Management' on left pane. 'All users' screen will open by default. 

 
 

4.2 Search User ID & Kill Session 

Search by typing specific user IDs in search box and click 'Search'. If search is valid, 
results will be displayed in table below. Select checkbox against that user and click 
'Kill session'. 
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System will display pop-up asking for confirmation to kill selected sessions. Click 'Yes, 
kill sessions' to logout selected users immediately. System will display a success 
message on top in green box stating that selected users have been logged out 
successfully. 
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5 Recertify user 

Your registered email ID will receive an email asking you to recertify your account for 
security reasons every 3 months. Click the link in email to reach login screen. Enter 
your current password and click 'Login' (other details pre-populated). If password is 
correct, you will be considered certified. 
 
 

 
 
Note: 
• If user does not recertify within 15 days of receiving the email, his/her user ID will 

be disabled. 
• User would be barred from logging-in in future and would be asked to contact 

Member company’s administrator. 
 
 



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

USER MANUAL  
Annual Returns Submission 

OBJECTIVE: 
This document is a step-by-step guide on how to 
submit the annual returns by members, to assign 
certifying auditor for Annual Accounts and Net Worth 
submission. Auditor's tagging to Annual Returns 
journey is done under user access management 
module separately. 

INTENDED USERS 
Members registered with exchange 

DOCUMENT OWNER 
NSE 

ANNEXURE B
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1 Navigate to Annual Returns 

Navigate through the left menu (Regulatory –> Annually –> Annual Returns) 
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2 Annual Return Submission 

Pre-requisite : In case there is change in Certifying Auditor (CA) for Networth and/or Annual 
Accounts, member needs to disable CA User created for previous year submission and create CA 
user for current year’s submission and assign bundle related to Networth and/or Annual Accounts. 
Post creation and assignment of bundle, respective application ID will be displayed on CA’s 
dashboard. For detail process please refer to Annexure A. 

2.1 Statutory Auditor  

2.1.1 Landing Page 

Clicking on the navigation menu, leads to this screen 
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2.1.2 On the Statutory Auditor tab 

Auditor details are pre-filled/populated on screen based on user created in Access management 
screen after selecting Name of the Statutory Auditor Firm. 
 
User details tagged to Annual return bundle in user access management screen will be pre-filled 
here.  Reason of Resignation will be auto populated Only in case where there is change in statutory 
for current year from previous year. 

 

 
 
Note: 
• Select format for Annual Accounts (IGAAP, IndAs) 

 

 
 
Confirm the declaration mention on screen before save and proceed. 
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Note: 
 
Post adding statutory auditor, member can start submission process under each tab 
• All tabs are initially yellow and will turn green based on user confirmation defined in each tab 
• Post final review, e-sign can be initiated to complete submission 
• Based on member constitution, Partner or Proprietor Details tab will be shown (here 

corporate) 
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2.1.3  Annual Accounts Upload 

Depending upon Utility selection; member may download the utility and can fill the required 
details related to financials. 
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Select all the confirmations mentioned on screen and click on Save and Proceed. 
 
 
Note: 
• Upload the below documents (mandatory) as per the guidelines on the screen 

o Scan copies Annual Accounts i.e. Balance sheet, Profit and loss account statements and 
Schedules and notes and Directors report 

o PDF generated from respective utilities as selected 
o Financials in XBRL/ XML format 
o Auditor report 

• You can navigate to other tabs (Auditor’s declaration, Net worth certificate etc.) without 
upload or confirmation  
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2.2 Auditor’s Declaration 

2.2.1 Landing Page 

By clicking on Auditor Declaration tab user lands on the below page 
 

 
Note: 
• Annual Accounts to be sent to Statutory Auditor for confirmation 
• Accounts cannot be sent until uploaded 
• Option to Download application in pdf format is available in all the tabs 
 

2.2.2 Send Annual account to statutory auditor 

Click to “Send Annual Accounts to Statutory Auditor for Confirmation” 
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Clicking on Send Annual Accounts to Statutory Auditor, the status gets updated 
  

 
 

Note: 
• The user can reupload the document  
• Post this steps the application will be directed towards Statutory auditor selected by member 
• Auditor needs to login using credentials received by them and authorize Annual accounts 

and/or Networth certificate as applicable. 
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2.3 Net Worth Certificate 

Clicking on Net Worth Certificate tab user lands on the below page. 
Details of networth will be filled by Auditor and after authentications only, member can view 
details of networth.  

 
Note: 
• User details tagged under the Annual Return Net worth bundle in the user access management 

screen will be pre-filled and can certify the networth 
 
  



      
 

12 
 

USER MANUAL 
Annual Returns Submission 

 

2.4 OSE details 

Clicking on OSE Details tab, user lands on the below page 

 
 
 
Note: 
• Select Yes if member of any other stock exchange 
• Membership Details pre-filled based on previous submission if ‘Yes’ is selected above 
• Select the checkbox to proceed 
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2.5 Listed in Details 

Clicking on ‘Listed in Details’ tab, user lands on the below page.   
Add details and select the checkbox to proceed 

Note: 
• Select Yes if member is listed in stock exchange 
• Membership details pre-filled based on previous submission if ‘Yes’ is selected above 

  



      
 

14 
 

USER MANUAL 
Annual Returns Submission 

 

2.6 Financial Details 

Clicking on Financial Details tab, user lands on the below page 
 

 

 
 
Note :Below details e.g. Total investments will be auto populated based on authorized XML 
uploaded. Member needs to add sub-information asked under each tab. 
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2.7 Director Detail (as per the constitution) 

Clicking on Director Details tab, user lands on the below page,  

 
Note: 
• If details are not accurate, select 'No'. Application can be submitted however approval will be 

granted after updating the accurate values with exchange. Complete Pending Confirmations 
section. 

• Details pre-filled as per exchange records 
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2.8 Shareholder Details (only Corporates) 

Clicking on Shareholder Details, user lands on the below page 

 
Note: 
• If details are not accurate, select 'No'. Application can be submitted however approval will be 

granted after updating the accurate values with exchange. Complete Pending Confirmations 
section. 

• Not Applicable for individuals, Partnership firms, LLP 
• Details pre-filled as per exchange records 
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2.9 Partner Detail (as per the constitution) 

Clicking on Partner Details tab, user lands on the below page 
 

Note: 
• If details are not accurate, select 'No'. Application can be submitted however approval will be 

granted after updating the accurate values with exchange. Complete Pending Confirmations 
section 

• Not applicable for individuals, Corporate & Banks 
• Details pre-filled as per exchange records 
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2.10 Proprietor Detail (as per the constitution) 

Clicking on Proprietor Details tab, user lands on the below page 
 

Note: 
• If details are not accurate, select 'No'. Application can be submitted however approval will be 

granted after updating the accurate values with exchange. Complete Pending Confirmations 
section 

• Not Applicable for Corporates, Banks, Partnership firms, LLP 
• Details pre-filled as per exchange records 
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2.11  Application Review & E-sign 

Clicking on Review tab, user lands on the below page 
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Note: 
• Status for each tab displayed & Hyperlinks available to navigate each tab  
• Application can be submitted when all tabs are green (except pending confirmations sections 

like Director/Partner/Proprietor/Shareholder/Networth details 
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Clicking on Submit on Review tab, user lands on the e-sign page 
 

Note: 
• Select signing authority (list as per constitution) 
• Select mode & Initiate e-sign 
• Details will be sent to email Id of the signatory 
• For successful E-sign name of Director / Compliance officer as per portal needs to be same as 

per Aadhar / DSC. 
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After successful e-sign, submission is complete 
 

 
 

 
Note:  
• If there are any pending confirmation's, then Application Status will show Application 

Submitted else Application Approved 
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Application status screen after successful submission 

Note:  
• Instant Approval if there are no pending confirmations 
• Pending approval if there are pending confirmations 
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3 Statutory Auditor Confirmation 

3.1 Landing Screen 

Clicking on the navigation menu, leads to this screen 
s 

 
 
Note: 
• Click on App.ID to view members annual accounts OR annual accounts and networth both 

depending on bundle selection by member. 
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3.2 Detailed view of an application 

Clicking on the App.ID menu, leads to this screen 
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Note: 
• View/download annual submissions by member 
• Tick the declarations to ‘Confirm’ else If deficiencies found, inform the member (offline) to re-

upload 

3.3 If deficiencies found, inform the member (offline) to re-upload 

 
Note: 
Member can view/download e-signed auditor declaration  
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Statutory Auditor can track the application status 
 

 
 

 
 
 
 
Note: 
• Accounts related documents available for view/download 
• Approval tab turns green post member submission else stays yellow 

4  Net-worth Auditor Confirmation 

4.1 Landing Screen  

Clicking on the navigation menu, leads to this screen 

 
Note: 
• Click on App.ID to view member’s networth 
 
  



      
 

29 
 

USER MANUAL 
Annual Returns Submission 

 

4.2 Detailed view of Application 

Clicking on the App.ID menu, leads to this screen 
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Note: 
• Select the method and Enter audited data 
• Enter UDIN and generate net worth certificate 
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4.3 E-sign & send certificate to member 

After e-sign successful, send certificate to member 
Note : While using Aadhar based E-sign ensure Name as per Aadhar card is updated while 
submission 
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Re-send certificate if comments received from member 
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Note: 
• Members can send back to auditor for revision 
• Auditor can re-enter revised numbers to generate new certificate or send back original 

certificate 
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4.4 Shortfall or high variation in Net Worth 

After member submits to exchange, comments by member are shown in case of shortfall or high 
variation  

 
 
If shortfall is detected, then Auditor must generate revised certificate and complete Pending 
Confirmations section 
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4.5 Landing Screen 

After member submits to exchange, lands on Dashboard 
 

 
Note: 
Click on App.ID to navigate to status tracker 

4.6 Navigate to status tracker dashboard 

Note: 
If there any sub-tabs with confirmation pending, then this tab is displayed and in yellow colour. 
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4.7 Actions on ‘Confirmation Pending’ tab 

Sub-tabs with confirmation pending are listed. Submit accurate details to exchange via separate 
application like change in director, SHP etc. Click on the button ‘Click here’ to view revised values 
for e.g., Director details as per the latest exchange records are displayed. Click on ‘confirm’ button 
to complete pending submission.  
In case there is Networth shortfall then Revise Networth certificate needs to be uploaded. After 
clicking of the request to upload revise Networth gets populated at Auditor’s end and Auditor 
needs to follow same process as mentioned above. 
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Approval granted after all open actions are complete 
 

 

 
 
Note: 
View/Download Submitted document, Revised application and Approval letter. 
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5  Frequently Asked Questions 

Q. How do I begin Annual Return process? 
 
A. Member need to register Statutory Auditor and Net worth Auditor under ‘Annual Return 

Bundles’. Once registered Member can login to Parivartan portal and initiate Annual Return 
request from  

    Annual - >Regulatory Menu > Annual Returns 
 
Q. Member user is a bank, how does member user indicate the same considering annual return 

format is different 
 
A. Member need to select ‘Annual Account format’ from dropdown with options – IGAAP, IndAs. 

Only for Banks and Primary dealers ‘NA’ option is available. 
 
Q. Do member need to sign details submitted? 
 
A. Yes E-sign is mandatory for the member application, along with Statutory auditor declaration 

and networth certificate which are e-signed by the respective auditor. 
 
Q. Do I need to submit the annual accounts in XBRL format only? 
 
A. Yes, Member can download utility from ‘Annual Account Upload’ section and enter the financial 

details to generate the xrbl output. Member can import existing xrbl as use as input for XBRL 
utility. Exception given only to Banks and Primary dealers. 

 
Q. Is navigation between tabs allowed without submitted entire content? 
 
A. Yes user can navigate between multiple tabs 
 
 
Q. how do I check status of account submitted to Auditor? 
 
A. In ‘Auditor Declaration’ tab status of accounts submitted is captured 
 
Q. Partner/Director/Shareholder details were not accurate and annual accounts were submitted 

but exchange has not approved them? 
 
A. Member needs to get the details updated with exchange through the respective process, and 

once approved by exchange the annual account will be approved 
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Q. As a statutory auditor, how do I access the member submitted application 
 
A. From Dashboard, Auditor need to navigate to Regulatory > Annually > Annual Returns – Click 

on Application Id to view details  
 
Q. As a statutory auditor, Do I have option to download submission by member on local system or 

only viewing rights 
 
A. Auditor has option to download submission on local system 
 
Q. As an Auditor, How I do track current status of application? 
 
A. Auditor can click on application ID which will redirect to ‘Status Tracker page’ which will reflect 

current stage of application 
 
For any queries or questions, please reach out to the helpdesk. 
 

 
 
 



 

 
Confidential 

ANNEXURE C 
 
 

ACTIONS FOR NON-COMPLIANCE 
 

All members are required to ensure that they submit the Annual Returns, on or before October 31, 
2022, in order to avoid any late / non-submission charges. Further, Non-submission of any of the 
documents forming part of the Annual Return or submission of documents not in the prescribed 
formats would be construed as non-submission of Annual Returns and non-submission charges 
would be levied in accordance with Exchange circular reference no. NSE/INSP/53530 dated 
September 02, 2022. 
 

 
Networth requirements:  
 
All members of the Exchange are required to maintain Networth at all points of time as prescribed 
by the Exchange. In case the Networth is below the prescribed minimum, the Exchange would 
initiate appropriate disciplinary action in accordance with Exchange circular NSE/COMP/47735 
dated March 24, 2021. 
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ANNEXURE D 

 
Guidelines pertaining to statutory auditors 

 
 
As per the guidelines mentioned in the SEBI circular reference no. 
SEBI/HO/MIRSD/MIRSD2/CIR/P/2016/95 dated September 26, 2016:  

 
I) No stockbroker shall appoint or re-appoint— 

 
a) an individual as statutory auditor for more than one term of five consecutive years; 
    and 
 
b) an audit firm as statutory auditor for more than two terms of five consecutive years: 
 
 

II) Provided that— 
 

i. An individual statutory auditor who has completed his term under clause I (a) above shall 
not be eligible for re-appointment as statutory auditor for the same stock broker for five 
years from the completion of his term. 
 
ii. An statutory audit firm which has completed its term under clause I (b) above, shall not 
be eligible for re-appointment as statutory auditor for the same stock broker for five years 
from the completion of such term: 
 
Provided further that as on the date of appointment no statutory audit firm having a 
common partner or partners to the other audit firm, whose tenure has expired for a stock 
broker immediately preceding the financial year, shall be appointed as statutory auditor of 
the same stock broker for a period of five years. 
 
The above provisions are applicable from the financial year April 01, 2017 - March 31, 
2018. 
 
All the members are required to take note of the same and ensure adherence to the 
provisions. 
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