
Annexure-1 

User guide to submit Quarterly Incident Report 

 

1) Admin User need to assign ‘ENIT-NEW-TRADE’ role to Designated Officer in Member Portal. 

 

 

2) User having above mentioned ‘ENIT NEW TRADE’ role can see below screen after login.  

Click on ‘ENIT-NEW-TRADE’ 

 

 

 

 



 

3) Click on Trade > Incident Report > Quarterly Report Submission 

 

 

4) Click on ‘Submit Details’ button 

 

 

 

 

 

 

 

 

 

 

 



5) Details for first 2 point will auto-populate in system. Enter Designated Officer details in 3rd point. Confirm 

in point no. 4 whether any breach observed by selecting ‘Yes’ or ‘No’. 

 

 

6) If ‘No’ is selected in Point no. 4, a new field of ‘Nil Submission’ will auto-populate. Click the ‘Nil 

Submission’ check Box. 

 

If ‘Yes’ is selected in point no. 4, other questions as per SEBI Circular SEBI/HO/MIRSD/DOP/CIR/P/2019/109 
dated October 15, 2019 will appear in screen. Fill all the details. 

 
 
 

7) User can save data on clicking ‘Save as Draft’ and can submit data later.  



After filling all required details, click on ‘Generate PDF’ button for submitting the report. 

 
 
 
 

8) Click on ‘OK’ for the pop-up and then click on ‘Incident Report’ Link. 
 

 
 
 
9) On clicking ‘Incident Report’ Link, a PDF report will get download. Check the PDF report and click on ‘Sign 

PDF’ button. On clicking ‘Sign PDF’ button, a pop-up will display, click on ‘OK’ and browse the file. 

 
 

 
10) Select the digital Signature and click on ‘Sign’ button. Please note, digital sign should be of Designated 

Officer, whose details are submitted in point no. 3 of the report. 



 
 
 

11) Upload the Signed Incident Report on clicking ‘Choose File’ button. 

 
 
 
12) After uploading Signed PDF file, click on ‘Submit’ button 
 

 
 



 
 

 User can see the status of the report at below path: 

 ENIT-NEW-TRADE >Trade > Incident Report > Quarterly View Report 


