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1. About This Guide

1.1 PURPOSE OF THIS GUIDE

This guide will enable you to use ‘Authorised Persons’ Module of the Electronic Member
Interface Member Module and provides detailed procedures for the same.

1.2 WHO SHOULD READ THIS GUIDE

This guide is useful for Trading Members to submit the Reporting of Authorised Person (AP)
Inspections carried out by Members

1.3 HOW TO GET IN TOUCH

The following sections provide information on how to obtain support for the

documentation and the software.

1.3.1 DOCUMENTATION SUPPORT

NSE welcomes your comments and suggestions on the quality and usefulness of this
document. For any questions, comments, or suggestions on the documentation, you can
mail us at memcompliance_suport@nse.co.in or contact us at:

National Stock Exchange of India Limited.
Exchange Plaza, Block G,

Bandra-Kurla Complex, Bandra (East),
Mumbai — 400051

Tel —022-26598100

1.3.2 CUSTOMER SUPPORT

If you have any problems, questions, comments, or suggestions regarding Electronic
Member Interface Member module, contact us at the address mentioned above. While
contacting customer support, have the following information ready:

¢ Your NAME, Email address, phone number and FAX number

¢ The type of hardware including the server configuration and network
hardware, if available

e The version of Electronic Member Interface Member Module

e The name and version of the operating system
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2. GETTING STARTED

1. Open browser from the desktop.

2. Type https://enit.nseindia.com/MemberPortal/ in the address bar and then click the Go

button from the browser.

3. NSE Member Portal Login screen gets launched as below:

D NSE Member Training Existing Membership NSCCL Products Investor Services & Circulars
Important Notice
Sign In
UserId

Member Code

Forgot Password?

=3 =3

4. Click on NEW-COMPLIANCE

ENIT-COMPLIANCE-NEW

5. Click on Compliance = Authorised Persons—> Inspection of Authorised Persons

ting Membership ~ NSCCL Products ~ Investor = Services & Circulars = Dashboards ~ User ~ Sign-Out
Last Login: 18/10/2021 "
T Hhombser Cade & Momber Hame : Test Digital Signature Test POF - :

O NSE

Membership -

> Trade Co :Certification or PAN Details (Query)
GSTIN Inforr
Alerts XBRL Upload Reminders
ML and Al

Authorised Person
Margin Trading Fila
Sub Broker

Annual Returns
FATE

Inventory of Assets

Submission Alerts

*| inspection of Autherized Person MiS
*| nspection of Authorized Persons

*ds Found.

No Records Found.

Submission Reminders

Chat with us
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https://ind01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fenit.nseindia.com%2FMemberPortal%2F&data=04%7C01%7Cmsawant%40nse.co.in%7Cd4bade68533a4b63c36508d993a95cba%7Cfb8ed65431954846ac37491dc8a2349e%7C0%7C0%7C637703177898029596%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=crHbnzhrnxYSlessiEQ4MBXyYoHN%2FgJM6%2F9O26rFsHE%3D&reserved=0

6. The following screen will be displayed:

ing Membership ~ NSCCL Products v Investor v Services & Circulars v~ Dashboards v User v Sign-Out

Last Login: 18/10/2021 «™

Q NSE Member Code Member Name Test Digital Signature Test POF

Signing b LA

A MemberEducation~  Compliance for Assets Auditor~  Compliance~  Trade=  Membership—

Authorised Person Inspection

Member Code” Member Name

Financial Period * pp— o As on Date

Due Date File Template Download ~ AUTH_PERSON_INSP_MEM_CODE.xlsx

G

Upload Excel File [Choose File | No file chosen

Download the blank template as shown above i.e. from “File Template Download” Tab and
fill the required information. Ensure that the fields are updated as “Yes”, “No” or “NA” only
(incolumnsE, F, G, H, J,L, M, N, O, Pand R). In case of any other entry the file will fail to get
uploaded. Ensure that Basis of Inspection must be “Yes” in either of the 3 columns (columns
E, Fand G). In case of any irregularities, please mention adequate details at the place provided
including the details of the action taken. The AP inspection details have to be provided
irrespective of the status of AP on the date of file upload. Exchange may seek additional
details from the Members as and when required.

7. Once the data is filled, select the period (financial period) from the drop down and
proceed to upload the same. The File can be uploaded as shown below:

ing Membership + NSCCL Products v Investor v Services & Circulars v Dashboards + User v Sign-Out

Last Login: 18/10/2021 «*

Q\ NSE Member Code : Member Name : Test Digital Signature Test PDF enr

igning

M Member Education  Compliance for Assets Auditor~ ~ Compliance~  Trade=  Membership=

Authorised Person Inspection

Member Code™ Member Name
Financial Period Jp— . AsonDate
Due Date File Template Download ~ AUTH_PERSON_INSP_MEM_CODE.xlsx

Upload Excel File [Cheose File ] No file chosen

\ Submit Request

Click “Choose File” Tab to Upload Excel File

Please ensure that the date of inspections is within the financial year which has been
selected while uploading.
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8. Once data is uploaded successfully following screen will be displayed:

Confirmation

a Data Uploaded Successfully.

e The size of the file should not exceed 10 MB.

e Once the file is uploaded for a particular period, Members may make modification in
the file, by downloading the MIS (refer point no. 10 below) and re-upload the revised
file (after making the changes) by selecting the same period. The revised file will
overwrite the previous uploaded file.

e The latest file submitted for the particular period will be treated as final.

e Inspections undertaken during a particular quarter shall be reported within one month
from end of the said quarter. The system will be closed for uploading data for the
financial year after the end of one month from the end of the financial year i.e. post
April 30, XXXX.

9. If the uploaded file has any errors, the following screen will be displayed:

o Upload failed.Please click on Ok to download
the failed file and refer to the remarks.

Once “Ok” button is clicked the error file will be downloaded as shown below:

<« C @ Iocalhest9090/NEWENIT20151218/newenis/val dateErselAct W & (pd

appr @ ENITUATUNK @ Memberformal @ localhosrfO0X/ENIT.. @ Formal Admin link @ [P Link Member Por. @ hrtpe:dfinepectionu.. @ 17247.407.570050.. @ ENITUAT NSE

D NSE Member Code : Member Name :

Authorised Person Inspection

Member Code” Member Hame:
Financial Period * . As on Date

SELECT ~

Due Date File Template Dewnload * AUTH_PERSON_INSP_10732.xlx

Upload Excol File’

Cheose File | N file chosen
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The reason for rejection will be mentioned in the error file. Members shall correct the
deficiencies and re-upload the file.

10. Reporting of incidence of assured returns or any unauthorised schemes operated by the
AP within 2 working days.

Members are required to mandatorily report any incidence, observed by them, involving
assured returns or any unauthorised schemes operated by the AP, to the Exchange, within 2
working days. Members shall take note of the following:

¢ In case of no previous submission for the period in which the incidence is observed

Members will follow the process as given in points 6 to 8. Members will enter “Yes” at
appropriate “Basis of Inspection” column in the downloaded template and proceed to
enter the details. Please ensure that date of incidence falls within the period selected.

e In case previous submission has been made for the particular period in which the

incidence is observed

Members shall download the submitted file from the MIS (refer point 11 below) and add
the incidence in the file along with the already existing records. The revised file will
overwrite the previous uploaded file and the latest file submitted will be treated as final.
Please ensure that date of incidence falls within the period selected

11. MIS of data uploaded can be downloaded from below Tab. Members may select a
particular period from the dropdown and get the MIS for that period.

AUTHORISED PERSON INSPECTION MIS

Member Name Member Code

Request Reference No Financial Peried

El:; Member Code Ref No Financial Period Status Upload Date

K X X X K

1 - AUTH_PERSON/INSP/ 194 | 01 April 2020 to 31 March 2021 | SUBMIT 18-0CT-2021
i AUTH_PERSON/INSP /' 194 01 April 2020 to 31 March 2021 SUBMIT 18-0CT-2021
3 AUTH_PERSON/INSP/ 194 01 April 2020 to 31 March 2021  SUBMIT 18-0CT-2021
4 AUTH_PERSON/INSP/ 194 01 April 2020 to 31 March 2021 SUBMIT 18-0CT-2021
5 AUTH_PERSON/INSP/ 194 01 April 2020 to 31 March 2021 SUBMIT 18-0CT-2021
6 AUTH_PERSON/INSP/ 194 01 April 2020 to 31 March 2021 SUBMIT 18-0CT-2021
7 AUTH_PERSON/INSP/ 193 01 April 2021 to 31 March 2022 SUBMIT 18-0CT-2021
8 AUTH_PERSON/INSP/ 193 01 April 2021 to 31 March 2022 SUBMIT 18-0CT-2021
9 AUTH_PERSON/INSP/ 193 01 April 2021 to 31 March 2022  SUBMIT 18-0CT-2021
10 AIITH PERSNMNINSP /v a7 197 N1 Anrdl 2071 ta 31 March 7072 SHIRMIT AR-NCT-7N71
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Modifications in the uploaded file

In case of any changes (addition/deletion/modification) in the record, Members can
download the MIS from the above screen and make the changes.

e In case of any addition, Members shall add the record in the downloaded file (MIS) along
with existing records and upload the revised file. Please ensure that date of inspection
falls within the period selected

e In case of any deletion, Members can delete the respective record/s from the
downloaded file (MIS) and upload the revised file

¢ In case of modification in an existing record, Members can make the required changes in
the downloaded file (MIS) and upload the revised file

After making the changes Members shall re-upload the revised file by selecting the same
period, as per the process mentioned given in point no. 6 to 8 above

The revised file will overwrite the previous uploaded file and the latest file submitted will
be treated as final.
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