ENIT Manual for Annual Returns


USER MANUAL FOR ELECTRONIC UPLOAD OF ANNUAL RETURNS THROUGH ENIT
(Electronic NSE interface for trading members)
For login to ENIT for submitting Annual Returns in soft copy, members are required to do the following:

The address, “https://www.enit.co.in” has to be typed in the Address bar, and Go field to be clicked.
1. After login to the above website, the modules of Annual Returns can be accessed through a user ID and password.
2. Click on ‘Exchange’, and then click on ‘Annual Submission’.  This will display following nine fields.

I. Director / Partner Details *

II. Shareholding Pattern **

III. Annual Accounts

IV. Networth

V. Director / Partner Report

VI. Shareholding Report

VII. Annual Accounts Report

VIII. Networth Report

IX. Submit to Exchange

*    Not applicable for proprietary concerns. 

** Not applicable for firms and proprietary concerns.  The sharing pattern details of partnership firms are covered under the Director / Partner Details module.

Member can opt to start providing the details of either directors or shareholding pattern.  However, the sequence for uploading the details of Annual Accounts and Networth would be – (i) Profit & Loss Account, (ii) Balance Sheet, and (iii) Networth. 

Explanation for Common fields:

1. All fields marked as * are mandatory.  

2. ‘Reset’ field wherever displayed, can be used to erase the information provided by the member in that particular screen and reset the screen with the earlier values before saving.  

3. A field named ‘Home’ is displayed at the top right hand side corner on every page of all modules, i.e., Director / Partner Details, shareholding pattern, Annual Accounts and Networth.  This option can be used to go back to the home page of the respective module.

I. DIRECTOR / PARTNER DETAILS:
A. FOR TRADING MEMBER CORPORATES:

Clicking this, the Home Page (screen) of director details will be displayed for filling up details of directors of the trading member corporate.  The procedure for the same is explained below:

A. Financial Year:  The ‘Start Date’ and the ‘End Date’ of the financial year of the trading member should be given here. The start date and end date should be selected from the dropdown provided. 

B. As on Date:  As on date will be same as the end date and it will be auto populated based on the end date selected and will not be enabled for alteration.
C. PAN of Trading Member / Clearing Member:  Permanent Account Number of the Trading Member to be specified
D. Name of the Certifying Firm: The name of the Firm certifying the details of Directors has to be provided.
E. Membership No. of Certifying Person: Membership number of partner of the firm who is certifying should be provided.
F. Select Director from existing list:  This option has to be chosen to provide details of directors whose names are available for selection from the dropdown list provided by the Exchange. (The list may contain names of directors whose appointment / resignation would not have been approved by Exchange / SEBI). The details of the directors has to be provided as per the instructions given below:
1. Name of the Director:  Title ‘Mr. /Ms. /Mrs.’ and the name of the director have to be selected from the dropdown. 

2. Designated Director:  Option ‘Yes’ has to be selected if the director has been identified as a designated director and option ‘No’ has to be selected if the director is not identified as designated director.  Please note that every trading member corporate should identify a minimum of two directors as designated directors.
3. Education $:  From the dropdown list provided, ‘Under graduate’ or ‘Graduate and above’ has to be selected as applicable to the director.  Please note that a designated director should be atleast graduate by qualification.
4. Qualification $:  The qualification(s) of the director, viz., B.Com. LLB, C.A., etc. has to be provided by the member.
5. If Others, please specify:  In case the qualification of the director is not specified in the drop down list given in the field qualification, then the qualification of the director is to be specified in this field.
6. Experience (in years) $:  The number of years of experience of the director in (a) dealing in securities, or (b) as portfolio manager, or (c) as investment consultant has to be provided here.  It is to be noted that a designated director should possess atleast two years of experience in (a) dealing in securities, or (b) as portfolio manager, or (c) as investment consultant.  
7. Date of Birth $:  The date of birth of the director has to be given by selecting the relevant date from the calendar link provided.
8. Age:  Age of director is auto-calculated and is auto-populated in this field based on date of birth of director provided by member. This field is not enabled for alteration.  Please note that a director should have completed atleast 21 years of age.
9. Address:  Complete residential address of the director have to be provided by the member where communication, if any, could be addressed to the director.
10.  Pincode:  The field Pin code will allow six numeric characters only.  
11. City:  In case the residential address of the director is located outside India, then the option “Outside India” has to be selected from the dropdown list provided in the field “City”. In case the residential address of the director is located inside India, but the city name is not available in the given list then the option ‘Others’ has to be selected from the dropdown list. 
12. Contact No.:  Details of contact no. of the director has to be provided by the member.  Please note that the field ‘Contact No.’ is mandatory for designated directors.  
13. Fax No:  Details of fax no. of the director to be provided by the member

14. Mobile No:  Details of mobile no. of the director to be provided by the member. Please note that the field ‘Mobile no.’ is mandatory for designated directors.  

15. Email Address:  Details of email id of the director to be provided by the member.

16. PAN of Director: Permanent Account Number of Directors to be specified.

17. Father’s Name:  Father’s name of the director has to be provided in full, i.e., all initials to be expanded.
18. Husband’s Name:  This field is compulsory only when the title ‘Mrs.’ is selected in the field ‘Name’ under point no. a) above.
19. Shareholding of Director in Trading Member:  Details of no. of equity / preference shares held by the director, value of paid up equity / preference share capital of such shares and percentage of equity / preference share capital held upon total paid up equity / preference share capital of the member are to be provided.
20. Directorships / Controlling Shareholding in other companies:  Details of directorships held by the director in other companies and the details of controlling shareholding of the directors in other companies have to be given. Controlling shareholding means holding 51% or more. For this, you have to click on ‘click here to enter details’ which will display a separate screen where in the following details are required to be entered.  
1. Name of the Company:  Name of the company in which the director holds directorship/controlling shareholding has to be entered.

2. Interest in company as:  The nature of interest of the director in the aforesaid company has to be selected from the dropdown list provided.  Select ‘Director’ if the director has only directorship in the company, or ‘Controlling Shareholder’ if he has only controlling shareholding in the company, or ‘Director and Controlling Shareholder’ if he has both directorship and controlling shareholding in the company.  

3. Percentage of shareholding:  The percentage of controlling shareholding of the director in the aforesaid company has to be entered.  This field will be enabled only when the option ‘Controlling Shareholder’ or ‘Director and Controlling Shareholder’ is selected in the above field ‘Interest in Company as’.  

Click on ‘Add’ field to save the details given above.  The details of directorships / controlling shareholding entered can be viewed by clicking the ‘Display’ field.  

Update:  Click on ‘Update’ field to save the director details.  
$ Please note the members have to give the correct and factual data for these fields inspite of the validations mentioned over here. For ex., if a designated director of a member is an under graduate, option ‘under graduate’ has to be selected in the field ‘Education’ inspite of the fact that the designated partner is supposed to be atleast graduate by qualification.

G. Add New Director to list:  This option has to be chosen to provide details of directors whose names are not available for selection in the dropdown list provided by the Exchange and are required to be typed. (Please ensure to give Full name and not any abbreviations).  The procedure to be followed for giving information from this option is same as explained above under point no. F.

H. Delete:   This has to be clicked upon to delete the details of any director. Member has to select the name of the director from the dropdown list and the details of that director which were already provided by the member will be displayed.  The field named “Delete” has to be clicked upon to delete the details of that particular director.

In case the details of directors already saved have to be modified, the same can be done by clicking ‘Select director from existing list’, wherein the name of the director has to be selected from the dropdown list.  All the fields excepting the name field are enabled for altering the information already filled in.  

B. FOR TRADING MEMBERS (FIRMS):

Clicking this, the Home Page (screen) of partner details will be opened for filling up details of partners.  The procedure for the same is explained below:

A. Financial Year:  The ‘Start Date’ and the ‘End Date’ of the financial year of the trading member should be given here. The start date and end date should be selected from the dropdown list provided. 

B. As on Date:  As on date will be same as the end date and it will be auto populated based on the end date selected.  This field will not be enabled for alteration.
C. PAN of Member:  Permanent Account Number of the Trading Member to be specified. 
D. Name of the Certifying Firm:  The name of the Firm certifying the details of partners has to be provided.
E. Membership No, of Certifying Person:  Membership number of partner of the firm who is certifying should be provided.
F. Select Partner from existing list:   This option has to be chosen to provide details of partners whose names are available for selection from the dropdown list provided by the Exchange. The details of the partners has to be provided as per the instructions given below: 

1. Name of the Partner:  Name of the Partner has to be selected from the dropdown list given. 

2. Partner Type: * Appropriate type has to be selected based on whether the partner whose name is being selected above is a dominant partner, or a non-dominant partner, or a partner who is extending relative support to a dominant partner.
3. Designated Partner $:  Option ‘Yes’ has to be selected if the partner is identified as a designated partner and option ‘No’ has to be selected if the partner is not identified as designated partner.  Please note that every firm should identify a minimum of two partners as designated partners.
4. Education $:  From the dropdown list provided, ‘Under graduate’ or ‘Graduate and above’ has to be selected as applicable to the partner.  Please note that a designated partner should be atleast graduate by qualification.
5. Qualification $:  The qualification(s) of the partner, viz., B.Com., LLB, C.A., etc. has to be selected by the member.
6. If Others, please specify:  In case the qualification of the partner is not specified in the drop down list given in the field qualification, then the qualification of the partner is to be specified in this field.
7. Experience (in years) $:  The number of years of experience of the partner in (a) dealing in securities, or (b) as portfolio manager, or (c) as investment consultant has to be provided here.  It is to be noted that a designated partner should possess atleast two years of experience in (a) dealing in securities, or (b) as portfolio manager, or (c) as investment consultant.  
8. Date of Birth:  The date of birth of the partner has to be given here by selecting the relevant date from the calendar link provided.
9. Age:  The Age of partner is auto-calculated and is auto-populated in this field based on the date of birth of the partner provided by the member.  This field is not enabled for alteration. 
10. Address:  Complete residential address of the partner have to be provided by the member where communication, if any, could be addressed to the partner.

11.  Pincode:  The field Pin code will allow six numeric characters only.  

12. City:  In case the residential address of the partner is located outside India, then the option “Outside India” has to be selected from the dropdown list provided in the field “City”. In case the residential address of the partner is located inside India, but the city name is not available in the given list then the option ‘Others’ has to be selected from the dropdown list. 

13. Contact No.:  Details of contact no. of the partner has to be provided by the member.  Please note that the field ‘Contact No.’ is mandatory for designated partners.  

14. Fax No:  Details of fax no. of the director to be provided by the member

15. Mobile No:  Details of mobile no. of the director to be provided by the member. Please note that the field ‘Mobile no.’ is mandatory for designated directors.  
16. Email Address:  Details of email id of the director to be provided by the member.

17. PAN of Partner: Permanent Account Number of Partners to be specified. 
18. Father’s Name:  Father’s name of the partner has to be provided in full.
19. Directorships / Controlling Shareholding in other co.s:  Details of directorships held by the partner in other companies and the details of controlling shareholding of the partners in other companies have to be given. Controlling shareholding means holding 51% or more.  For this, you have to click on ‘click here to enter details’ which will display a separate screen where in the following details are required to be entered.  
1. Name of the Company:  Name of the company in which the partner holds directorship/controlling shareholding has to be entered.

2. Interest in company as:  The nature of interest of the partner in the aforesaid company has to be selected from the dropdown list provided.  Select ‘Director’ if the partner has only directorship in the company, or ‘Controlling Shareholder’ if he has only controlling shareholding in the company, or ‘Director and Controlling Shareholder’ if he has both directorship and controlling shareholding in the company.  

3. Percentage of shareholding:  The percentage of controlling shareholding of the partner in the aforesaid company has to be entered.  This field will be enabled only when the option ‘Controlling Shareholder’ or ‘Director and Controlling Shareholder’ is selected in the above field ‘interest in company as’.  
Click on ‘Add’ field to add the details given above.  The details of directorships / controlling shareholding entered can be viewed by clicking the ‘Display’ field.  

Update:  Click on this field to save the partner details.  
$ Please note the members have to give the correct and factual data for these fields inspite of the validations mentioned over here. For ex., if a designated partner of a member is an under graduate, option ‘under graduate’ has to be selected in the field ‘Education’ inspite of the fact that the designated partner is supposed to be atleast graduate by qualification.

* In case option ‘Relative Support’ is selected in the field ‘Partner type’, the following new fields are enabled for members:

· Name of Dominant Partner:  The name of dominant partner has to be selected from the dropdown list, in whose favour the partner has extended relative support.

· Relation:  The nature of relation, i.e., how the partner extending relative support is related to the dominant partner.  Suppose, X is a dominant partner and Y is a partner extending relative support to X, the relation of Y to X has to be selected from the dropdown list provided.  For instance, if X is FATHER and Y is his SON, then 'SON' should be selected from the dropdown list provided.  In case the relation does not fit into the categories listed here, the option category ‘Other’ has to be selected.
· If Others, specify:  In case the category ‘Others’ is selected in the above dropdown, this field gets enabled wherein the nature of relation has to be specified.  Please note that any relation other than wife, husband, mother, father, son, daughter, brother, sister, corporate are not permitted.

G. Add New Partner to list:  This option has to be chosen to provide details of partners whose names are not available for selection in the dropdown list provided by the Exchange and are required to be typed.  (Please ensure to give Full name and not any abbreviations).  The procedure to be followed for giving information from this option is same as explained above in point no. F.  
H. Delete:   This has to be clicked upon to delete the details of any partner.  By clicking on this, the same screen for entering details of partners is displayed.  Member has to select the name of the partner from the dropdown list and the details of that partner which were already provided by the member will be displayed.  The field named delete has to be clicked upon to delete the details of that particular partner.

I. Sharing Percentage Pattern:  This field has to be clicked to enter the details of sharing pattern of partners.
After updating the details of all the partners, the field ‘Sharing Percentage Pattern’ has to be clicked upon wherein a different screen will be displayed for entering details of the sharing pattern (profit/loss) of the firm in the following manner:

1. The ‘as on date’ and ‘name of the certifying firm’ will be auto-populated.

2. The names of partners and the partner type will be auto-populated in the first two columns of the table.  The details of profit percentage and loss percentage have to be entered by the member.  

3. Compute: Once this field is clicked upon, the sub-totals of dominant partner holding and the non-dominant partner holding and the grand total are auto-calculated.  It has to be ensured that the grand total of profit percentage and loss percentage should be individually 100.00.

4. Difference: Clicking on this field, the difference if any, in the grand total of the percentages will be displayed.  The details cannot be saved if the difference is not exactly ‘0’.  

5. Update:  The firm shareholding pattern will be saved by clicking on this field.  

In case the details of partners already saved have to be modified, the same can be done by clicking ‘Select partner from existing list’, wherein the name of the partner has to be selected from the dropdown list.  All the fields excepting the name field are enabled for altering the information already filled in.  

II. SHAREHOLDING PATTERN:
Clicking this, the Home Page (screen) of shareholding pattern will be opened for filling up details of shareholder.  The procedure for the same is explained below:

A. Financial Year, As on Date, Name of Certifying Firm, Membership No. of Certifying Person:  Same as given for ‘Director Details’ 

B. Total No. of Equity Shares:  Total number of issued equity shares of the member has to be given.   Number of equity shares has to be entered and not the amount of paid-up equity capital.

C. Total No. of Preference Shares:  Total number of issued preference shares of the member has to be given.  Number of preference shares has to be entered and not the amount of paid-up preference capital.
D. Membership in other stock exchanges:  Option ‘Yes’ has to be selected if the trading member corporate is member of one or more recognized stock exchanges.  Option ‘No’ has to be selected if trading member corporate is not member of any stock exchange.  In case option ‘Yes’ is selected, the link named ‘stock exchange’ gets enabled, clicking on which, a different screen will be displayed for entering the requisite information in the following manner:

(a)
Name of the Stock Exchange(s):  The name of stock exchange(s) where the member is listed has to be selected from the dropdown list.

(b) Date since Listed:  The date since when the member is registered with the aforesaid stock exchange has to be selected from the calendar provided.

(c) Add:  This field has to be clicked to save the above information.  

(d) Modify: This field has to be clicked to modify the details of stock exchanges entered and saved by the member.

(e) Delete: This field has to be clicked to delete the details of stock exchanges entered and saved by the member.

Repeat the process from (a) to (c) for adding details of more stock exchanges. 

E. Select shareholder from existing list:   This option has to be chosen to provide details of shareholders whose names are available for selection from the dropdown list provided by the Exchange.   When this option is chosen, a different screen will be displayed to fill in the details of each shareholder in the following manner:

(a) Name of the shareholder:  Name of the Equity / Preference shareholder has to be selected from the dropdown list provided.

(b) Equity / Preference / Equity & Preference:  In case the shareholder holds equity shares, option ‘Equity’ has to be clicked and in case the shareholder holds preference shares, option ‘Preference’ has to be clicked.  In case the shareholder holds equity and preference shares, option ‘Equity & Preference’ has to be clicked.  The details of equity shareholding have to be provided first and then the details of shareholding of preference shareholders can be entered.  
(c) Dominant Promoter:  Option ‘Yes’ has to selected if the shareholder is a dominant promoter, else option ‘No’ has to be selected.

(d) PAN of shareholder: Permanent Account Number of Shareholder to be specified. This field is mandatory for dominant shareholders and optional for other shareholders.

(e) Relative Support:  This field will be enabled only when the option ‘Yes’ is being checked for the field ‘Dominant Promoter’ as only a dominant promoter can have a relative support.  Option ‘Yes’ has to selected if the dominant promoter has a relative support, else option ‘No’ has to be selected.  When option ‘Yes’ is checked, the following fields with respect to the relative support details gets activated:

(i) Select from existing list:  This option has to be selected in case the name of relative support is available in the dropdown list.  On selecting this option, a new screen will be displayed for entering the relative support details of the dominant promoter whose name has been selected.

· Name of the Dominant Shareholder:  The name of dominant promoter will be auto-populated as per the data already provided by the member.  
· Relative / Supporter’s Name:  The name of the person supporting the dominant promoter has to be selected from the dropdown list provided.
· PAN of Relative/Supporter:  Permanent Account Number of the person extending Relative supporter.
· Relation:  The relation has to be selected from the dropdown list provided. The nature of relation, i.e., how the person extending relative support is related to the dominant shareholder.  Suppose, X is a dominant shareholder and Y is a shareholder extending relative support to X, the relation of Y to X has to be selected from the dropdown list provided.  For instance, if X is FATHER and Y is his SON, then 'SON' should be selected from the dropdown list provided.  In case the relation does not fit into the categories listed here, the option category ‘Others’ has to be selected.
· If other:  In case the category ‘Others’ is selected in the above dropdown, this field gets enabled wherein the nature of relation has to be specified.  Please note that any relation other than wife, husband, mother, father, son, daughter, brother, sister, corporate are not permitted.
· Update:  Click on this to save the relation details.
(ii) Add new name to list:  In case the name of relative support is not available for selection from the dropdown list, the details of same has to be entered by choosing this option.  Procedure for this is same as explained in point no. (i) above, excepting that the name of the relative support has to be typed in full (i.e., all initials are to be expanded) by the members.
(iii) Delete:  The details of any relative support entered by the member can be deleted.  By clicking on this option, the same screen for entering details of relative support will be displayed.  The name of relative support has to be selected from the dropdown wherein the details entered earlier for that relative support will be displayed.  Then, by clicking on the ‘delete’ option, the details of that particular relative support can be deleted.
(iv) Display:  By clicking on this option, member can view the details of relative support already entered.
(f) Update:  This option has to be clicked upon to save the details of shareholder. 
F. Add New Shareholder to list:  This option has to be chosen to provide details of shareholders whose names are not available for selection in the dropdown list provided by the Exchange and are required to be typed.  
G. Delete:  This has to be clicked upon to delete the details of any shareholder’.  By clicking on this, the same screen for entering details of shareholders is displayed.  Member has to select the name of the shareholder from the dropdown list and the details of that shareholder which were already provided by the member will be displayed.  The field named delete has to be clicked upon to delete the details of that particular shareholder.

H. Equity Details:  After entering the details of all the equity and preference shareholders, the member has to click on ‘Equity details’ to enter the shareholding details of the equity shareholders.  A new screen headed ‘Equity shareholding pattern’ will be opened, wherein the details of ‘As on date’, ‘Name of certifying firm’ and ‘No. of equity shares’ will be auto-populated and will not be enabled for altering.  The details in the columns ‘Name’ and ‘Relation’ will also be auto-populated.  The member has to enter the details in the column ‘No. of shares’ and ‘Amount paid in Rs.’ and .then click on field ‘compute’ below the table, to auto-calculate the details to be given in column ‘Percentage’. The column ‘Percentage’ is not enabled for alteration.  The shareholding of ‘Dominant promoters’ and ‘Non-dominant promoters’ will be displayed separately, giving sub-totals.  

Please note that:

a) The sub-total of ‘percentage’ column for shareholding of dominant promoter group should not be less than 51% (26%/40% in case of listed trading member corporates) as per the dominant promoter group norms.  

b) The grand total of the column ‘No. of shares’ should be equal to the ‘No. of equity shares’ which is auto-populated at the top of the table.  Also, the grand total of the column ‘percentage’ should be exactly equal to ‘100.00’.  The details of difference can be viewed from by clicking on the field ‘difference’ below the table.  The details cannot be saved unless the difference is shown to be exactly ‘0’.

Click on the option ‘update’ to save the details of equity shareholding pattern.  

I. Preference Details:  The details of shareholding of preference shareholders can be entered only after entering the details of equity shareholders.  By clicking on this option, a new screen headed as ‘preference shareholding pattern’ is displayed. This screen is more or less same as that of equity shareholding pattern.  The same procedure explained above for equity shareholding pattern has to be followed here.  However, the details of dominant shareholders will be auto-populated as per the equity shareholding details already given.  The fields ‘No of shares’ and ‘Amount paid in’ will be available for incorporating changes with respect to preference shareholding of the dominant shareholders.  In case the dominant shareholders do not hold any preference shares, the field should be filled as ‘0’ and should not be left blank.  
III. ANNUAL ACCOUNTS:
Clicking this, the Home Page (screen) of Annual Accounts details will be opened for filling up details of Balance sheet and Profit & Loss Account. Please note the following common features with respect to the Balance Sheet and Profit & Loss Account:

· All the numeric values should be given in absolute figures. (Values will be accepted only to two decimal precision).  

· No field (of numeric values) should be left blank.  In case any field is not applicable to members, zero value should be given.  Otherwise, the screens cannot be saved.

· All the fields coloured in grey are auto-computed and are not enabled for alteration.

A. Name of the Statutory Auditor’s Firm:  The name of the Firm certifying the details of partners has to be provided.
B. Membership No, of Certifying Partner:  Membership number of partner of the firm who is certifying should be provided.
PROFIT AND LOSS ACCOUNT:  The procedure for uploading the details of profit and loss account is explained below:

A. Financial Year Start Date & End Date:  The ‘Start Date’ and the ‘End Date’ of the financial year of the trading member should be given here. The start date and end date should be selected from the dropdown list provided. It is to be ensured that this date should not be greater than the system date.

B. For the period ended:  This date will be same as the ‘end date’ and will be auto-populated.   

C. Income:  All the fields under head ‘Income’ should be filled as per the figures given in the Audited Profit & Loss Account of the member.  The total of fields under the head ‘income’ will be auto-calculated.  Indicative list of items that can be included under each head are given below:

· Sales (Gross) – Sale of securities (pro account), Income from Speculative transactions (All items of income should be recorded at Gross figures i.e. before reducing all taxes and other levies).

· Income from Brokerage/Operations – Income earned from operations on behalf of clients i.e. apart from pro account – including Sub- Brokerage Income (All items of income should be recorded at Gross figures i.e. before reducing all taxes and other levies).

· Closing Stock – Stock of securities.

· Other Income – Any income apart from a & b above (Gross i.e. before reducing all taxes and other levies).  For e.g.: Profit on Sale / Disposal of Fixed Assets, Interest on Securities, Dividends on Securities, Write back of Liabilities, Advisory / Placement Fees, Interest on Income Tax refund, Short Term Capital Gain on sale of securities, Long Term Capital Gain on Sale of securities, etc.

D. Expenditure:  All the fields under head ‘Expenditure’ should be filled as per the figures given in the Audited Profit & Loss Account of the members.  The total of fields under the head ‘Expenditure’ will be auto-calculated.  Indicative list of items that can be included under each head are given below:

· Opening Stock – Opening stock of securities.

· Purchase- Purchase of securities (pro account).

· Brokerage/ Commission paid – Brokerage / Commission paid on account of normal operations. 

· Interest/ Finance Charges- All bank related charges, Interest charges etc.

· Administrative & Other Charges- All other expenses apart from the above.  For e.g.: Employee Costs, Bad Debts, Stamp Duties, Payments to Exchanges & SEBI, Loss on sale of Fixed Assets, Loss due to exchange rate fluctuations, Assets / Miscellaneous Expenditure (e.g. Preliminary Expenses) written off, etc.

· Depreciation - includes amortization.

E. Profit / Loss:

· Profit / Loss before Depreciation & Tax - Value in this field will be auto-calculated as difference between the total of income and the total of expenditure.

· Depreciation - Amount of depreciation as given in the audited Profit & Loss Account of the member should be provided.

· Provision for Tax - Amount of provision for tax as given in the audited Profit & Loss Account of the member should be provided.

· Profit / Loss after Depreciation & Tax - Value in this field will be auto-calculated. 

F. Appropriation:
· Dividend - Amount of dividend paid to shareholders should be provided.

· Dividend Distribution Tax - Amount of dividend distribution tax paid to be provided. 

· Transfer to Reserves - Amount transferred to different reserves to be mentioned.

· Balance of P/L B/f from previous year - Amount of profit brought forward from previous year to be mentioned.

· Balance of P/L C/f to Balance sheet - Amount of profit to be carried forward to Balance Sheet is automatically calculated.
G. Save:  Clicking on this field will save the information provided with respect to the profit and loss account.  

BALANCE SHEET:  The procedure for uploading the details of Balance Sheet is explained below:

A. Profit / Loss Amount (Rs.):  This field will be auto-populated based on the details entered in the Profit & Loss Account screen.
B. Liabilities: 

All the fields under the head ‘Liabilities’ should be filled as per the figures given in the Audited Balance Sheet of the members.  For few fields, a link named ‘Break-up’ is being given for providing details of sub-heads, if any.  The name of the sub-head and the value has to be given by the member.

Please note that:

a. In case the Equity capital consists of both fully paid up and partly paid up shares, the break-up of the same with details of paid up value shall be provided.

b. The field ‘Preference Capital (Paid up)’ is not applicable to firms and proprietary concerns. 

c. In the field ‘Reserves & Surplus’, the profit figure pertaining to the current financial year will be auto-populated based on the details of Profit & Loss Account. 

C. Assets: 

All the fields under the head ‘Assets’ should be filled as per the figures given in the Audited Balance Sheet of the members.  For few fields, a link named ‘Break-up’ is being given for providing details of sub-heads, if any.  The name of the sub-head and the value has to be given by the member.

Please note that: 

a) Value of Fixed Assets should be given after deducting depreciation.  

b) In the field ‘Profit & Loss Account’, the loss figure pertaining to the current financial year will be auto-populated based on the details of Profit & Loss Account. 

D. Difference:  This field will show the difference, if any, in the figures of total assets and total liabilities.  Please ensure that this field shows zero value before proceeding to upload the information as the details cannot be saved until the value in the field ‘Difference’ is shown to be exactly ‘0’.

E. Save:  Clicking on this field will save the information provided with respect to the balance sheet.  

IV. NETWORTH:
By choosing this option, member can view a screen for entering details of Networth.  These details have to be provided after providing the details of Annual Accounts.  All the fields given in grey colour are auto-populated and are not enabled for alteration.  The procedure to provide details of Networth is as follows:

A. As On Date:  This date will be auto-populated based on the information given in the Profit & Loss Account.   

B. Name of Statutory Auditor’s Firm:  The name of the Firm (practicing CA or CS) certifying the Networth certificate should be provided.

C. Membership No. of Certifying Partner:  The membership number of the partner of Firm who is signing the Networth certificate should be provided.

D. Method of Computation of Networth:  Networth to be computed as per Exchange method, L.C.Gupta method or RBI Guidelines which will be auto-populated based on Member status. If Exchange method is auto-populated, the member has to choose Exchange method – I or Exchange method – II as applicable to the member from the dropdown list provided.

E. Circular Ref.:  The reference number of the relevant circular will be auto-populated based on the applicable method of computation.

F. Networth compute:  The complete computation procedure for the method selected will be displayed for the member to enter the details for the purpose of Networth computation.  All figures should be given in absolute figures” (Values will be rounded off automatically to two decimal precision).  Moreover, all the fields are Mandatory i.e. none of the fields should be left blank. Member will have to enter appropriate value in the respective field or zero (in case of no value) for computation of Networth.

G. Save:  On clicking this field, the amount of Networth will be auto-calculated and displayed, based on the details given in the above fields.  

Please note that:

1. In case of partnership firm, Networth would mean Networth of the firm and not of any individual partner.

2. Share Application Money will not be included in Networth in any method.

V. DIRECTOR / PARTNER REPORT
By choosing this option, member can view the report with respect to the details of directors / partners in a summarized table.  Member can also view list of violations differentiated director-wise / partner-wise.
VI. SHAREHOLDING REPORT
By choosing this option, trading member corporate can view the report separately, of equity shareholding pattern and preference shareholding pattern.  In this report, the member can view list of violations.
VII. ANNUAL ACCOUNTS REPORT
By choosing this option, member can view the report with respect to the details provided in Balance Sheet and Profit & Loss Account.
VIII. NETWORTH REPORT
By choosing this option, trading member corporate can view the report with respect to Networth details provided by the member.  In this report, the member can view list of violations.

IX. SUBMIT TO EXCHANGE:-
· By choosing this option, member will be able to submit the details of directors / partners, shareholding pattern, Annual Accounts and Networth to the Exchange. 

· The member can however view the report of directors / partners, shareholding pattern, Annual Accounts and Networth from this screen before finally submitting to Exchange, to confirm that the details given are correct and complete in all respects.  

· The member has to click on ‘submit’ field to finally submit the details to the Exchange.  However, a dialogue box will appear to confirm ‘yes’ or ‘no’ before finally submitting the details to the Exchange. 

· All the modules, i.e., details of directors / partners, shareholding pattern, Annual Accounts and Networth are to be submitted together and not in a staggered way.  

· The system will not however, allow the member to submit in a staggered way.  Moreover, the details once submitted to the Exchange cannot be altered by member, but can only be viewed as ‘Read only’.  

Please note that the details once submitted will be treated by the Exchange as correct and final.  
