ANNEXURE V

MANUAL FOR SUBMISSION OF INTERNAL AUDIT REPORT BY MEMBER

Step: 1 - Open Internet browser from the desktop.

Step: 2 - Type https://inspection.nseindia.com/MemberPortal/ in the address bar and then
click the Go button from the browser.

Step: 3 - Login to Member Portal

Step: 4 - After this step, below screen will be displayed along with the ‘Inspection’ tab at
the left side.

Q NSE Existing Membership ~ NSCCL Products ~ Investor = Services & Circulars v Dashboards~ User v Sign-Out

SERVICES Last Login: 12/10/2022 "

Inspection

Double click on the ‘Inspection’ tab from the left-hand side & Inspection module will be
launched:


https://ind01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finspection.nseindia.com%2FMemberPortal%2F&data=05%7C01%7Chrattan%40nse.co.in%7Ce46940927d024971e80f08daab56c881%7Cfb8ed65431954846ac37491dc8a2349e%7C0%7C0%7C638010686467435049%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=enNIVAyQ9b0GqtiLSxKNDNGAD4np7KgdSfUj8dkNaNg%3D&reserved=0

D NSE Existing Membership v NSCCL Products = Investor = Services & Circulars » Dashboards~

SERVICES

User~

Sign-Out

Last Login: 12/10/2022

Inspection
* NSE [ e e e o e o B

Help Documents  Contact Details

My Inspection

Sr. No_ & Year Quarter Inspaction Type Segment.
1 201617 Q REG Fo
2 01819 @ REG Fo
3 W17-18 @ REG o
! 201819 @ REG CHFDCDS
3 017-18 @ REG CHFOCDS
s 01617 at REG CHFDCDS
7 20181 @ REG s
8 01817 o REG s
3 017-18 Q REG s
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For Internal Auditor Registration:

Reminder

For each Internal Audit cycle, Members need to register their Internal Auditors.

View 1 -5 of 3

Step: 6- For each Internal Audit cycle, Members need to register their Internal Auditor
irrespective of auditor being an existing auditor. To do so, click on “Auditor Registration”
from the dropdown available in the Internal Audit tab. “Auditor Registration” allows
members to add new internal auditor with his details & also allows to view the details of

auditors previously added.

D NSE Existing Membership ~ NSCCL Products ~ Investor v Services & Circulars ~ Dashboards v

User ~ Sign-Out
SERVICES Last Login: 12/10/2022 *
Inspection ‘ NSE Welcame Gagia Capital
My Inspectionv  Risk Based Supervisionv  Enhanced Supervision~  Internal Audit v Statement Upload v Active Terminal v APIv  Help Documents  Contact Details
| uditor et
Add Auditor Internal Audit M Repart
14R-Help Documents
Audit Period Membership Mo Firm Name FamReghtation  sopments  Undertaking on Penalty Email ID Created Date Edits Delete

) e - . - Dec 28, 2015 =

1 APRASToSEP-15 535830 CMLFO,CD ca nseit_pbhoi@vandor: ra e aLS 4 [}
2 APRISToSEP5 535820 CMWFO,CO @ nssit_pbhoi@vendor: D228 Vd o
. e KUMAR AT & o ) Dec =

3 APRISToSEPS 52538020 R CMFD,CD @ nseit_pbhoi@vendor: ¢o 718 4 (1]
E = MONIKA AGARWAL & o c it obheiT Hon =

4 APRASTaSEP.3 410455 jipte 019154C CM,FO,CD,C0 ca naeit_pbhoi@uandor: |7 z ']
5 OCT-21 ToMAR-22 151515 kit 151515 CM.FO,CD,CO cA abciZabe.com S 4 T
& OCT21 ToMAR-2Z 929292 TEST 929292 WDM @ pmalokar@nse.co.in rd T
7 OCT-21 ToMAR-2Z 646464 TEST1 45454 PCM . abcabe.com rd 1]
8 OCT21TomARDZ | 577ST oEF w777 F ca abe@abe com s T
9 OCT:21 ToMAR-22Z 17147 ASE 171717 SLEM cA abe@abe.com rd o
10 OCT-21 ToMAR-22 848484 ABC B42424 MFsS ca abcabe.com rd T

»
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Click on Add Auditor to register a new Internal Auditor.

An ‘Edit’ facility is given to the member to edit the segment in which the auditor is
registered earlier, only if the report is not submitted by the auditor. In case, the report is
submitted, member will not be able to edit the details of the auditor.

Q NSE Existing Membership ~ NSCCL Products ~ Investor = Services & Circulars = Dashboards

User v Sign-Out

sERVICES Last Login: 03/04/2023 ,

Inspection

QNSE

{* Indicates Mandatary)

Add Internal Auditor

Help Doauments  Contact Details Tt Digital Signature

My Inspection~  Risk Based Supervision «  Enhanced Supervision
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c Ocs Coma

o FO stew | O e wom

Pom 1”F wess | O ot [ co

1 undertake to appoint the said auditor to conduct Internal Audit for the half year ended March, 2023 as per the requirement of SEBI and Exchangs

All fields are Mandatory.

Note — Member needs to enter auditor’s correct email id so that after submitting the above
form, auditor will receive his login credentials on his/her E mail along with the URL



Step: 7- After ensuring that all details have been correctly entered, click “Submit” to register
the Auditor.

Upon registration, the Internal Auditor shall receive the following indicative e mail on his
registered E mail ID.

Dear Sir/Madam,

Your Registration for submission of Internal Auditor Report for the period APR-22 To SEP-22 has been successfully craated.
Please find the details as under:

Userld: UserId

Password : Password

TM Mame : Trading member name

TM Code : Trading member code

Kindly click on the following link https://inspection.nseindia.com/MemberPortal/

On clicking the above link for the first time, you will be prompted to change the password, Kindly change the password immediately.
You are requested to initiate Internal Audit for the APR-22 To SEP-22 for CM, FO, CD segment/s and submit Annexure | & II.

In case of any clarification, please contact the Member.

After Auditor’s Registration, member shall create the sub user from Member’s ENIT admin
login.

1%t login in Member’s ENIT admin login. Right hand side under User Management click on Add
user.

QNSE ExistingMembershipy ~ NSCCL  Products>  Investor¥  Services & Circulars¥  Dashboards ¥ User Management~  User~v  Sign-Out
5 P 5 &
Add User . =
SERVICES Modify User 1st Login: 18/10/2021

hittps//isc-

Select Sub user and click on Next button



.: NSE Existing Membership v NSCCL Products v Investor v Services & Circulars v Dashboards v User Management v User~ Sign-Out -

Select UserType :
Department user
Segment User

®Sub user

Add user details, “User ID and Password should be same as entered in Auditor’s Registration.
Add mobile number and email id of Auditor. Click on Next.

.3 NSE Existing Membership NSCCL Products v Investor v Services & Circulars = Dashboards v User Management v User « Sign-Out =

User Details

Name:
User Id:
me not valid
PASSWOR®  susuasssssnes Confirm —— suusssnasnase
Password:*
Address Line 1 Address Line 2 :
Mobile No. :* Std Code. :
Landline : Fax No. :
Email :*

Indicates mandatory fields , and all fields are mandatory for NSE-ASSIST service.
ord Policy

Give following role to Auditor. Tick on
e INSPECTION — INTERNAL AUDIT and submit.



QNSE Existing Membershipv ~ NSCCL

Products =

Investor v

Services & Circulars =

Dashboards ~

User Management v

User ~ Sign-Out

Services:

ALL

CcM

co

DEBT

FO

MFSS

REPO

SLB WDM

ENIT-Affiliates

ENIT-COMPLIANCE-NEW

ENIT-Compliance

ENIT-Compliance-NEW1

ENIT-Compliance-NEW2

ENIT-Cyber Security

ENIT-INV-ASSETS-AUDITOR

ENIT-NEW-Service-Request

ENIT-NEW-TRADE

ENIT-Service Request

ENIT-System Audit

ENIT-Trade

ENITHalfYearly

ENIT_Portal_Old

EXTRANET-circulars

EXTRANET-common

EXTRANET_dnld

EXTRANET upld

ExtranetAPI-Registration

INSPECTION-CLEARING

INSPECTION-INTERNAL AUDIT

Before submission of Internal Audit Report by the Auditor, Members need to submit the
Undertaking on ‘Penalty for Short collection / non-collection of client margins’ in
accordance with Exchange circular NSE/INSP/52711 dated June 23, 2022. As prescribed in
the circular, Designated Director of the trading member shall submit the stated
Undertaking duly certified by digital signature only. Facility to submit the same has been
provided under ‘Internal Audit Tab’ in member portal as per the below screenshot. Internal
Auditor shall not be able to submit the Internal Audit Report unless the said Undertaking is

submitted by member.

QO NSE Existing Membership~  NSCCL

' ERVICES

Products »

Investor ~

Services & Circulars ~

Dashboards ~

User

Sign-Out

Last Login: 11/10/2022

Inspection

QO NSE

jonv  Risk Based Supervisionv  Enhanced Supervision v

Internal Auit v

Auditor Registration

My Inspection

Internal Audit MIS Report

S No. &
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sttps://isc-inspectionuat nseindia.com/inspectionrhels/IARAction_undertakingOnPenalty
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View 1-5af 5

TM Code and TM Name will be auto populated. Members are required to mention the name
of their ‘Designated Director’ along with Place. Prefilled “Declaration of Penalty” is required



to be downloaded and digitally signed by the ‘Designated Director’ using E-lock Application
by clicking on Sign PDF option after which Submit option will be enabled.

QNSE Existing Membershipv  NSCCL  Products>  Investor~  Services& Circulars>  Dashboards~ Userv  Sign-Out
SERVICES Last Login: 11/10/2022 "
Inspection Q N SE
My Inspectionv  Risk Based Supervisionv  Enhanced Supervisionv Incernal Audit v Statement Upload »  Active Terminal v APlv  Help Documents  Contact Details
T Indicates Mandatory)
Declaration of Penalty
Tm Code* T Hame* f-?m! of Designated
Dates 2.0ct.2022 - Place*
Download
Cownlad Certificats for Declarstion of Penalty P Declaration of Penalty

Undertaking

Upload Certificate for Declaration of Penalty

e P Downloaded file to be uploaded

by affixing Digital Signature

> Note:
1. Kindily upload POF format dacuments only:
2. File sizs should be less than 10 ME,

3. Kindly save the file in Local Drive and upload

i © 2014 Hational Stock Exchange of India Ltd. All rights reserved.
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Now Auditor can login to Auditor’s login and process the Internal Audit Report.

Once the Internal Audit report is submitted by the Auditor, the Member can view the Audit
report by accessing the “Internal Audit MIS report” tab in the Member portal.

QNSE Existing Membershipv ~ NSCCL  Productsv  Investorw  Services& Circularsw  Dashboards~ Userv  Sign-Out
SERVICES Last Login: 12/10/2022
Inspection il

s ONSE . —_—

Auditor Registration

. Intemal Audit MIS Report
Add Internal Auditor

IAR-Help Documents

Undertaking on Penalty
Member Name
Member Code
Auditor Period

Auditor Firm Name*

Auditor Firm Registration

Mot

Auditor Email ID*

Auditor PAN No.*

Auditor Id*

Auditar Password”

Auditor Membership Ho*

Auditor Qualification® Cca Ocs Ocma

Internal Audit Report For

mg-) 0 Fo D SLBM | D €D | 01 WOM
Segment
(CA/FO/SLEM/CD/WDM/PCM/CO):* OPcw | OWF | [ MFss | []DEBT [ co

[ undertake to appoint the said auditor to conduct Intemal Audit for the half year ended September, 2022 as per the requirement of SEBI and Exchange
httpsi/fisc-inspectionuat.nseindia.com/inspectionrhel8/IARAction_iarMisMember .

Internal Audit MIS Report:




On clicking the “Internal Audit MIS report” tab, Member will select the period of Internal
Audit submission and click “SEARCH” button to view the current Audit report submitted by
the Auditor or any previously submitted Audit reports.

O NSE Existing Membership~ ~ NSCCL  Products~  Investor~  Services& Circulars»  Dashboards~ Userv  Sign-Out -

SERVICES Last Logi &

Inspection ‘NSE cleame G
Enhanced Supervision  Intemal Audic v Statement Upload v Active Terminalv  APlv  Help Documents  Contact Details

Internal Audit Report MIS

Ausdit Period Select v Auitor's Req Ref No. Status Select v

Audit Report Annexure2 Annexure
Request Ref. No. Segment Period Status (Auditor End) (Member End) Sample Details File Declaration ¢
o [Internal Audit Report]  [Internal Audit Report]

1 o, EPORT /250 ) == SUBH
OTSI3/AUDIT REPORT 1250 M Fo.c0 s s

1| OrIIAUDIT RERORT/ET omFo.c0 ST et

2 oo aesomrao o ST g

4 | O7SI3AUDIT RERQRT/E17 M Fo.co fy suBh
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Submission by Member:

To view the Audit report and to submit the management comments, Member shall click the
“Request reference no.” against the current submission. Once clicked, the following page
shall be displayed.

ONSE Existing Membership> ~ NSCCL  Products~  Investor~  Services& Circulars¥  Dashboards~ User>  Sign-Out -

JERVICES e oo oo

Inspection TNSE T T T

P EE e Bepom



Ho. of A9s fnspected b the member:

No. of Bark Accounts operated by the membe:

No. of D2 Accounts operated by the member:

Segment: PCw

SEBI regisration aumber:

‘Activity (Trading/ Clearingi Trading and Clearing) Clearing-PC

Member to
Observation Sheet submittac by Auditr: download the
Amexurz 13 08236 IarsEP 16 A1 2:00€.pdf EXCE| fl Ie
Amexurz 2: 08236 _larSEP_16_A2_23008.pdf

Repert Submited By Member:

Amexurz 2(Membes End):

Please attach the Internal Audit report(Submitted by Auditor)(.xlsx):
Browse*

Upload

The Member shall download the observation sheet in excel (as shown above) and indicate his
acceptance (by selecting Y or N from the dropdown) for each compliance status marked by the Internal
Auditor. Once done, Member shall upload the same file by browsing and clicking the upload button.

Once the member uploads the excel by incorporating ‘Whether Auditor Comments accepted’ he will be
redirected to the next page where he will be able to fill Management Comments for non-complied
points only:
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This screen will display only non-compliance points as marked by the Auditor. Once done, Member
shall proceed to fill the contact person name and his/her e mail ID and the click the “Submit” button.

Once submitted, member will be navigated to the next screen i.e. ‘Internal Auditor Report’ having
Audit Report (Annexure 2) as PDF which needs to be downloaded by the Member.

The Member needs to attach the downloaded Audit report (Annexure 2) by clicking on the “browse”
button and uploading the same. Once uploaded a “Sign” button shall appear. Member shall proceed to
submit the reports by affixing the digital signature by clicking the “Sign” button and ticking the
declaration.

Welome 04000 Uy

QNSE My I Risk Based Supervision v Enhanced Supervision  Internal Audit v~  Standa

" Indicates Mandatory)

Internal Audit Report

Dowrload B Audit Report jAnnexure 2)

Uplaad Internal Audit Report

Intemal Audit Report  [CoiDsers nseit_shoebi Downloads 0000_lariAR_19_a2_T3186aigned.paf  _ Browse...

Downloaded file to

B * 'We have reviewed the Internal Audit submitted by our Internal Auditor for the half year ended on 30th September, 2018 and noted the observations made. Please find enclosed Audit Report algfl with cur management o

ecessary ation be uploaded by
- affixing Digital
1. Kindly upload PDF format dacuments arly. S|gnatu re

2. Fille size should be less than 10 MB.

3. Kindly save the file in Local Drive and uplosd.
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