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Member Hierarchy 

 

 

Getting Started 

UAT URL - https://nseinvestuat.nseindia.com/nsemfdesk/login.htm 

Prod URL - https://www.nseinvest.com/nsemfdesk/login.htm 
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How to Login: User needs to enter the Member ID, Login ID, Password and Captcha to login 

Here there are two types of Login ID. One is ADMIN id and second is Dealer ID/User ID. 

➢ Once the ADMIN user is created by NSE, user will receive the login credentials over email. 

➢ ADMIN will be required to create the dealer / user depending on members hierarchy. 

➢ Once a new dealer/user is created by ADMIN from Member login, an automatic email for Password Change 

will be sent to registered email ID of Dealer/User. On clicking password change link, user can set password of 

his/her choice. Refer below Email Screenshot and Password change screen screenshot. 

 

 

 

 



 

5 
 

How to create Dealer/User 

Menu: Admin > User Master 

Member Admin can ADD, EDIT or VIEW users /dealers in the system as per below screenshots. 

Member Admin user will be able to search and locate the users by entering the Login ID. Alternately the admin user 

can also search the dealer / users based on User creation date range (From Date – To Date) 

 

 

 

 

Member ADMIN can also Retrigger Email for password, only if the User has not received email link for first time 

password change. 
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How to create Rights Management 

Menu: Rights Management 

➢ Member ADMIN User will have FULL ACCESS of rights. 

➢ Member ADMIN can provide limited access to DEALER user. 

 

 

Forgot Password 

In the event of Forgot Password, users can utilise Forgot Password feature on Login screen. 

By entering Member ID, Login ID and Registered Email ID, user can utilise Forgot password feature. 
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How to create Client/UCC 

Menu: Utilities > Bulk Upload 

File Type: CLIENT MASTER COMMON 

User can refer this screen to create a client or UCC in the system. Both .csv and .txt file allowed with pipe (|) 

separated values. Kindly import file without header. The sample files are provided on the menu screen. 

 

After uploading file, user can also see how many records are Processed Successfully and how many got Failed. User 

can also download the file pertaining to the failed records. 
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Client/UCC Report 

Menu: Masters > Client Registration 

 

User can use this report to have a list of all clients registered till date. After the UCC is created by member, the bank 

account and demat account of the UCC will be verified by the exchange. User can filter based on the below criteria like 

bank status, Depository status and Client status and export the same in excel format. User can view and export the 

details of the banks added and the status of the bank, Depository and demat status in the client registration report. 

  

 

Cancelled Cheque Upload 

If bank registration fails, member must upload cancelled cheque through their login.  Once cancelled cheque copy is 

uploaded, the same will be validated by NSE Ops team and if appropriate, the respective bank account will be 

activated for transactions. 

Menu: Utilities > Client Cancel Cheque Upload 
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Additional Bank Details Upload 

Menu: Utilities > Bulk Upload 

File Type: Client Bank Upload 

User can upload additional bank details against a Client/UCC. Both .csv and .txt file allowed with pipe (|) separated 

values. Kindly import file without header. User can refer sample file provided on screen for their reference. Once 

uploaded, user can view and export the details of the banks added and the status of the bank in the client registration 

report (Masters> Client registration). 
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Transactions – 

 

How to enter Purchase/Redemption transaction 

Menu: Utilities > Bulk Upload 

File Type: Order Entry 

User can place Purchase/Redemption orders in the system. Both .csv and .txt file allowed with pipe (|) separated 

values. Kindly import file without header. User can check upload structure file for reference. 

User can refer sample files provided on screen for their reference. 

For purchase: 

 

After uploading file, User can view how many records are Processed Successfully and Failed. User can also download 

the error records for failed records. 

 

 

After uploading order file successfully for Purchase transactions, investor will receive an Email on investor’s registered 

mail ID for authorisation and for payment.  
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Here investor must do payment for order placed by clicking on View & make Payment link present in the mail 

communication. 

 

 

After clicking on link, you will be redirected to payment Gateway, where you can select your order and make payment 

by different modes of payment as per investor’s availability. Investor will be able to make payment only from the 

verified bank account. 
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View Orders 

Member Desk> Menu> View Orders  

User can view all orders present in system till date from this Menu. Also, user can cancel orders from this menu. Orders 

can be any order like Purchase, Redemption, Switch, SIP, XSIP, SWP, STP. 

Also, user can filter order from this screen as per AMC, Scheme Name, Scheme Code, Client Code, Order IDs. 

 

 

SIP Transactions  

How to enter SIP transaction 

Menu: SIP > SIP Bulk Upload 

File Type: SIP Registration 

User can place SIP orders in the system. Only .csv file allowed with comma (,) separated values. Kindly import file 

without header. User can refer sample files provided on screen for their reference. User can check upload structure 

file for reference.  

Below are some key parameters of SIP registration: - 

• Same Day SIP: If yes, first instalment will trigger on date of SIP registration else on SIP date 

• Frequency: Daily, Weekly, Monthly, Quarterly, Half Yearly or Yearly  

• SIP Date: Date on which instalment should trigger  

• No of Instalment  
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After uploading SIP order file successfully investor will receive email communication for authorisation of placed SIP 

order.  

If investor fails to authorise using link from email communication, the link will expire after 48 hours and the SIP 

registration will be cancelled. 

 

 

Here investor must authorise SIP order by clicking on View & Authorise link present in the mail communication.  

After clicking on link, you will be redirected to page where investor can authorise or reject SIP Order.  
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How to Cancel SIP transaction 

Menu: SIP > SIP Bulk Upload 

File Type: SIP Cancellation 

User can cancel SIP orders in the system. Only .txt file allowed with pipe (|) separated values. Kindly import file 

without header. User can refer sample files provided on screen for their reference. 

 

 

Various SIP Reports 

Menu: SIP >> 

➢ SIP Reg. & Can. Report = This report gives data of SIP registered till date and SIP Cancelled till date. User 

can also Export this report in Excel and TXT format for their reference. 

➢ SIP Instalment Due Report = This report fetches the data of SIP instalment due on a specific date by 

incorporating From Date and To Date 

➢ SIP Matured Report = This report fetches the data of all those SIP which are matured as on today only. 

Future date is not allowed here. 

➢ SIP Missed Instalment Report = This report fetches data of all those SIP and whose instalment are not 

triggered/missed due to some business change. This report is fetched as on today only. Future date is not 

allowed here. 
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SIP Top UP  

Member desk>Utility>Bulk Upload>SIP Modification  

SIP Top-up facility is used to Top up the SIP amount of a specific scheme on an Half yearly or yearly basis.  

User can upload Top up SIP orders in the system. Both .txt and .CSV files are allowed with pipe (|) separated values. 

Kindly import file without header. User can refer sample files provided on screen for their reference. 

 

 

After uploading SIP-Top Up order file successfully investor will receive email communication for authorisation. Where 

investor can authorise or reject that transaction by clicking on link present in the mail communication.  

 

 

SIP TOP up registration report. - This report gives data of Top up SIP registered till date and User can also 

Export this report in Excel and TXT format for their reference. 

User can apply multiple filters like date range, client code, SIP reg No to generate report.  
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Mandate Registration (Physical) 

Menu: XSIP > Mandate > Mandate Bulk Upload 

Enter Mandate type= X For ACH mandate  

User can place Mandate Registration request in the system. Both .txt and .csv file allowed with pipe (|) separated 

values. Kindly import file without header. User can refer sample files provided on screen for their reference. 

 

After registering ACH Mandate / E-Mandate, Investor will receive email communication where all details about 

registered ACH Mandate will be mentioned.  

 

 

NACH pre- filled Mandate Download  

Member desk>Menu>XSIP>Mandate>NACH PRE-Filled ACH Download  

After registering Mandate user need to download Mandate form of registered mandate and need to upload that 

form in Member desk. 
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Upload Scan Mandate – 

Member desk>Menu>XSIP>Mandate> Upload Scan mandate  

After downloading ACH Mandate form, user needs to upload that form to Scan Mandate. In this menu, user can upload 

file as well as can check uploaded mandate files. User can refer the below screen to upload the mandate form files, 

after uploading that entry will get removed from the record.  

 

 

Post upload of signed mandate form, details are sent to the Service Provider. Service Provider will check all details and 

provide unique UMRN no against the registered mandate. Post which user is eligible for registering XSIP.  

Mandate Registration (eMandate) 

Menu: XSIP > Mandate > Mandate Bulk Upload User can place Mandate Registration request in the system. Both .txt 

and .csv file allowed with pipe (|) separated values. Kindly import file without header. User can refer sample files 

provided on screen for their reference. 
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Enter Mandate type= E For Emandate  

 

 

After registering E Mandate by uploading file successfully, investor will receive email communication where investor 

must confirm and authorise E-mandate by using Options like Aadhar card, Net Banking, Debit Card. 
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Mandate Reports 

Menu: XSIP > Mandate > Mandate Detailed Report 

This reports displays the current mandate status. 

 

 

How to enter XSIP transaction 

Menu: XSIP > XSIP Bulk Upload 

File Type: XSIP Registration 

User can place XSIP orders in the system. Both .txt and .csv file allowed with pipe (|) separated values. Kindly import 

file without header. User can refer sample files provided on screen for their reference. 

Below are some key parameters of XSIP registration: - 

 

• Frequency: Monthly, Quarterly, Half Yearly or Yearly  

• SIP Date: Date on which instalment should trigger  

• No of Instalment  

• Same Day SIP: Not allowed for XSIP 

 

After uploading XSIP order file successfully investor will receive email communication for authorisation of placed SIP 

order 
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Here investor must authorise SIP order by clicking on View & Authorise link present in the mail communication.  

After clicking on link, you will be redirected to page where investor can authorise or reject SIP Order.  

 

How to Cancel XSIP transaction 

Menu: XSIP > XSIP Bulk Upload 

File Type: XSIP Cancellation 

User can this screen to cancel XSIP orders in the system. Both .txt and .csv file allowed with pipe (|) separated values. 

Kindly import file without header. User can refer sample files provided on screen for their reference. 

 

 

 

After Successfully uploading file for XSIP cancellation, investor will receive email, where investor must authorise that 

cancellation which is initiated by investor by clicking on link given in mail communication. 
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Various XSIP Reports 

Menu: XSIP >> 

➢ XSIP Reg. & Can. Report = This report gives data of XSIP registered till date and XSIP Cancelled till date. User 

can also Export this report in Excel and TXT format for their reference. 

➢ XSIP Instalment Due Report = This report fetches the data of XSIP instalment due for future dates based on 

From Date and To Date 

➢ XSIP Matured Report = This report fetches the data of all those XSIP which are matured as on today only. 

Future date is not allowed here. 
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➢ XSIP Missed Instalment Report = This report fetches data of all those XSIP and whose instalment are not 

triggered/missed due to some business change. This report is fetched as on today only. Future date is not 

allowed here. 

Order Cancellation 

Menu: Utilities > Bulk Upload 

File Type: Order Cancellation 

User can cancel orders in the system. Both .txt and .csv file allowed with pipe (|) separated values. Kindly import file 

without header. User can refer sample files provided on screen for their reference. 

 

After cancelling order by uploading file, investor will receive Email communication on registered mail id for 

cancellation of Order.  

 

 

UTRN Bulk Upload 

Menu: Utilities > Bulk Upload 

File Type: UTR Upload 

User can upload UTRN in the system. Both .txt and .csv file allowed with pipe (|) separated values. Kindly import file 

without header. User can refer sample files provided on screen for their reference. 

Note: Transfer Date format should be DD-MMM-YYYY 
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Below is one sample UTRN bulk upload file in TXT format. File can also up upload in CSV format 

 

 

How to enter Switch transaction 

Menu: Utilities > Bulk Upload 

File Type: Switch Order Entry 

User can input Switch orders in the system. Only .txt file allowed with pipe (|) separated values. Kindly import file 

without header. User can refer sample files provided on screen for their reference. 

 

 

After uploading file, User can check records that are Processed Successfully and Failed. User can also download the 

Failed records for reference. 
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Switch Order Report 

User can view all switch orders present in system till date from this Menu. User can filter switch order from this screen 

as per Client Code/Name, AMC Name, From Scheme Name, To Scheme Name, From Date, To Date. Also, user can 

Export this report in TXT or Excel format for reference. 

 

 

How to enter SWP transaction 

Menu: SWP > SWP Bulk Upload 

File Type: SWP Registration 

User can place SWP orders in the system. Both .txt and .csv file allowed with pipe (|) separated values. Kindly import 

file without header. User can refer sample files provided on screen for their reference. 

 

 

How to Cancel SWP transaction 

Menu: SWP > SWP Bulk Upload 

File Type: SWP Cancellation 

User can cancel SIP orders in the system. Only .txt file allowed with pipe (|) separated values. Kindly import file without 

header. User can refer sample file provided on screen for their reference. 
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SWP Reports 

Menu: SWP >> 

➢ SWP Reg. & Can. Report = This report gives data of SWP registered till date and SWP Cancelled till date. 

User can also Export this report in Excel and TXT format for their reference. 

➢ SWP Instalment Due Report = This report fetches the data of SWP instalment due for future dates based 

on From Date and To Date 

➢ SWP Matured Report = This report fetches the data of all those SIP which are matured as on today only. 

Future date is not allowed here. 

 

How to enter STP transaction 

Menu: STP > STP Bulk Upload 

File Type: STP Registration 

User can place STP orders in the system. Both .txt and .csv file allowed with pipe (|) separated values. Kindly import 

file without header. User can refer sample files provided on screen for their reference. 

 

 

How to Cancel STP transaction 

Menu: STP > STP Bulk Upload 

File Type: STP Cancellation 

User can cancel STP orders in the system. Only .txt file allowed with pipe (|) separated values. Kindly import file without 

header. User can refer sample file provided on screen for their reference. 



 

27 
 

 

STP Reports 

Menu: STP >> 

➢ STP Reg. & Can. Report = This report gives data of STP registered till date and SWP Cancelled till date. User 

can also Export this report in Excel and TXT format for their reference. 

➢ STP Instalment Due Report = This report fetches the data of STP instalment due for future dates based on 

From Date and To Date 

➢ STP Matured Report = This report fetches the data of all those STP which are matured as on today only. 

Future date is not allowed here. 

 

Scheme Masters – Download  

Member desk>Menu>Downloads>Scheme Master Report 

In Scheme Master facility, user can download different types of masters file which are present in the system. User can 

download below Scheme Masters. 

 

SIP Scheme Masters – In SIP Scheme Masters, User can download the report for SIP schemes which are available in 

the System. User can view detailed information for respective schemes.  

SWP Scheme Masters- In SWP Scheme Masters, User can download the report for SWP schemes which are available 

for SWP transaction in the System. User can view detailed information for respective SWP schemes. 

STP Scheme Masters - In STP Scheme Masters, User can download the report for STP schemes which are available 

for STP Transaction in the System. User can view detailed information for respective STP schemes. 
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NAV Master Reports – 

Member desk>Menu>Downloads>NAV 

In NAV Master report, User can download the latest NAV details for all available Schemes. User can use 

below menu to download NAV Master report. 

 

Reports  

➢ Provisional Order Report –  

(Member Desk>Menu>Report>Provisional Order Report)  
 

Using this report user can view the number of provisional orders of transaction for a specific period. User can 

apply filters as per requirement to generate reports. User can also export this report in Excel and TXT format 

for their reference. 

 

➢  Order Status report-  

(Member Desk>Menu>Report>Order  Status Report)  
User can view the Status of Orders placed. User can apply filters as per requirement to generate reports. User 

can also export this report in Excel and TXT format for their reference. 
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➢ Allotment Statement report-  

(Member Desk>Menu>Report> Allotment Statement report) 

 
Using this Allotment Statement Report user can check the unit allotment of the transactions. User can apply 

filters as per requirement to generate reports. User can also export this report in Excel and TXT format for 

their reference. 

 

 

 

➢ Redemption Statement report-  

(Member Desk>Menu>Report> Redemption Statement report) 

 
User can check status of redemption orders after the same is processed by the RTAs. User can apply filters as 

per requirement to generate reports. User can also export this report in Excel and TXT format for their 

reference. 
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➢ Redemption Payout date report-  

(Member Desk>Menu>Report> Redemption Payout date report)  

User can check the redemption payout status of redemption orders. User can apply filters as per requirement 
to generate reports. User can also export this report in Excel and TXT format for their reference. 

 

 

 

➢ Security Delivery and Shortage report-  

(Member Desk>Menu>Report> Security Delivery and Shortage report)  

User can check Transaction Orders for whom units are allotted and yet to be allotted and Shortage in units for 
specific Order. User can also export this report in Excel and TXT format for their reference. 
 

 

 

➢ Refund report-  

(Member Desk>Menu>Report>Refund Report )  

User can check the refund status of invalid purchase orders. User can apply filters as per requirement to 
generate reports. User can also export this report in Excel and TXT format for their reference. 
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➢ Member Fund Allocation Order Wise Report Other Than PA  
(Member Desk>Menu>Report> Member Fund Allocation Order Wise Report Other Than PA)  

This report displays the allocation of funds order wise received through service provider.  

- Member fund allocation order wise report  

 

- Age wise/Bank wise order funds received report  

 

Change Password 

The Member Admin & Dealer user can change the password for his/her login as per below screenshot. 

 


