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Document Release Note

Version Number Description

1.10 e Changes pertaining to the revision of the Individual
template

Changes in password policy (screenshot update)
Addition information in existing features:

o Validation of images in CKYC.

o Addition of at least one region and branch is
mandatory

o Addition of funds usage intimation in logs
and report.

o Who can be maker and checker and how is
the checker assigned in case the record
uploaded by IRA

o Steps to update the image in existing CKYC
record.

o Record size for individual record including
related person image.

o Document upload for related person

o Detail screenshot of the proforma invoice
recalculation option

o Tagging of multiple invoice into one TDS
certificate.

Version History

Version Change/Update Description Module

Number

1.9 e Changes to screen layout in admin
creation page and password reset
logic pertaining to SFTP user
credential change. (4.2)

e Changes to bulk download to
incorporate maker checker (5.5-5.7)

1.8 e Added GSTIN Registration under Billing 01-07-2017
Billing Management. FI can register Management
GSTIN details through this feature.

1.7 e Added bulk search under Bulk file KYC 13-06-2017
upload — Through bulk search, user Management
can search for customer’'s KYC
Number in bulk by providing ID

number.
1.6 e Probable Match Maker Checker- KYC 27-03-2017
screen and File based Management,
e Unsolicited updates report Logs and
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e Flregistration- Check status

Reports, Fl
registration

15 e KYC Authorization KYC 07-03-2017
e KYC rejected By checker Management
e View and Update KYC Details-
Individual
e Added new feature Maker Checker
while KYC details update
1.4 e Added new feature Unlock Mobile KYC 21-02-2017
Number Management
e Added description about OTP based
E-KYC Account type All Modules
o Added new feature Upload public key
e User Access Matrix
e Updated Forgot Password Module
13 e Added new feature Web based FI KYC 30-09-2016
Recon Management
1.2 Added Records status and their All Modules 22-08-2016
description
Added description for Unconfirmed Billing
Transactions Module
11 Updated password related OTP Login 12-04-2016
functionality (in all modules wherever
applicable) Billing
Added Billing module functionality Module
1.0 Initial draft version describing All Modules 07-01-16

functionalities of all the modules of CKYC
application
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About this Document

Purpose

This manual has been written to help Users understand and use the application. It presents the functional
capabilities and contains the procedures that Users should know for performing their business tasks using
various options available with the application.

Intended Audience

This manual is intended for the personnel in the Financial Institutions.

Confidential



Contents

R e I =0 153 1= L1 SRS 14
1.1  New Fl Registration DetallS: .........ccuiieiiiiiiiiiiieie e e e s e e e e e s e st e e e e e s s snnbraee e e e e e s e nnnnnees 15
1.2 Check Status of FI RegiStration REQUEST: ........cciiiiiiiiiiieie e e st e e e e s sanarree e e e e e s nnnnnees 16

2. Password Generation for FirSt TIMeE USEIS: ......ccooiiiiiiiiiiieeiiiie et 17

I T o To 1 BT od (=T o O O TP PP PP PPPPPPPPPPN 20
I A o] (o [0 |l o = 1y o] (o O PO P PP PPTPPP PP 22
3.2 Change Digital CertifiCate:.........coiiiiiiiiiiiie ittt e e s 23

S o (111101811 = L1 o] o PP O PP TPPPPPPPPPPP 24
4.1  User RoIES WIth NIBIAICNY . ... 24
4.2 USEI MBNAGEIMENT ..eiiiiiiiiittie et e ettt e e e s e e e e s e s e et e e e s et e b e e et e e e s e s r e e e et e e e e e a e n e nreeee s 26

421 USEI CIRALION: ...eeeeeiireeee s st e e st e ettt e et e et e e e et e e e e st e e e sa et e e e asn et e e e nsrn e e e e nnnn e e e e anrneeeennes 26
4211 AddItioN Of NEW USEI: ...t 27
42.1.2 Modification Of eXiStiNG USEr: ......cccooie i 28

422 F Yo 411 IO (=T L1 o] PP P PRSP 30
4221 Addition of NEW AAMIN USEI: .....ciiiiiiiieiiiii et 30
4222 Madification of existing admin USEr: ........ccoooiiiiiii i, 30

423 USEI ACTIVALION: ©.eeiiiteiee ettt ettt e ekt e e e st e e e e r et e e e s e e e e snrn e e e e anrneeeennnee 32

424 Change PaSSWOIT: .......cooiiiiiiei ittt e et e e e st et e e e aaba e e e sbbeeeesbbeeeean 33

425 User Deactivation/REACHVALION: .........ccoiiiiiiiiiiiie e 33
4251 USEI DEACHVALION .....eeeieiiiiie ettt ettt ettt e e et e e et e e e e e 33
4252 User Deactivation AUtNOMZAtioN: ..........coociiiiiiiiieeiiie e 35
4253 USEI REACHVALION .....eeeieiiiiie ettt ettt et e e et e e et e e e 35
4254 User Reactivation AUtNOMZAtioN: ..........coociiiiiiiiieeie e 37

426 [Ry=To o] W @1 =T 11 o] o TP PTPPR 37

427 BranCh Cre@atiOn: ........oooiiiiii ettt e e e 38

428 Unlock Mobile NUMBET: ......cooi e 38

429 UPIOAd PUDIIC KEY ...ttt 40

T (Q (O 1V =T g E=To 1] 1 1] o] ST 40
5.1 Search and DOWNIOAA KY C ......oooiiiiiiiiiiiiie ittt s 40
5.2 New KYC ENtry-INiVIAUAL ...ttt e e e e e e e e e e 42
5.3 KYC AULNOTIZATION: ..eeiiiiiiiieiiiiie ittt et et e s bt e e e st e s e e e s nannee s 54
5.4  KYC ReJeCted DY CRECKEN: ...ttt ettt e e e e e e e e e e e e e eaes 57
5.5 BUIK FIlE UPIOAU:......ciiiiiiiiieiiiiiee ettt sttt sttt e bbbt e e bbbt e e s anbn e e s snbbe e e s nnneeeas 60

6

Confidential



5.6  Bulk Upload AUTNOTIZALION: .......cooiiiiiiiiiiiii it 61

5.7  BUIK UPIOGO RESPONSE: ....ciiitiiiieiiiiee ettt ettt ettt ettt e skttt e skt e e s bbe e e e s sbn e e e s anbne e e e annneeas 62
571 PEriOdIC RESPONSE! ..ottt ettt e et e ettt e e e aab e e e e anbne e e e aneee 63
5.8 Record statuses and their deSCHPLION: .........cuiii i 65
5.9 View and Update KYC Details-INdiVidUAl ...........cccooiiiiiiiiiiiiic e re e 66
5.10 File Based Probable Match RecoNnCiliation: ...........coceeiiiieiiiiiiieesee e 68
5.11 Web Based Probable Match RecOoNCIlIation: .............coooviiiiiiie e 69
5.11.1 Probable Match Reconciliation- Maker DECISION: ..........ccveiiiiiiieiiiese e 69
5.11.2 Probable Match Reconciliation- Checker APproval...........ccccovciieeiiiiii i 71
(0T TSI VT I == o 0] 1 ¢S PEEPRR 72
6.1 MIS DASNDOAIT: .......coii s 72
6.2 ACCESS TTAIL ..oeiieiiiiiie ittt 74
8.3  DaailY MIS: .. bbbt e b b e et e b b n e e b r e nabae s 76
6.4 Update NOLIFICALION: .......ueiiiiiiiiii ettt et et e e s anbb e e e e nanneeas 78
O ST oo I U= o o] oo PP TT PR PUPTPPRPPR 79
(S I =101 1 g 0] o] (o= To [ oo LSOO P PP UPTPPSPPP 80
6.7  BUIK DOWNIOAA LOQ: ...ccueeieieiitiiie ettt ettt ettt sttt s ettt e skttt ekttt e s bbb e e e s anbn e e e s annneeas 82
BillING MOAUIE ...ttt e e ekt e e et e e e bt e e s enbb e e e e enbe e e e e neee 83
7.1 GSTIN REGISIALION: ... uttiii ettt ettt sttt e s bbb et e s bbb et e s sbn e e e e anbb e e e s annneeas 84
7.1.1 GSTIN MaKEr SUDIMISSION: ....eeiiireieiiiriiee ittt ettt e e e e s e e e s snneeeeaa 84
7.1.2 GSTIN Checker approval: .........cooviiiiiiiiii e 86
7.1.3 GSTIN Maker resubmission (HOId CASE):.......uuuiiiiiiiiiiiiiiiiee e 87
7.2 WaAllEt AETAIIS: ..ottt e st e e s 88
7.3 Proforma INVOICe WOTKIIOW: ........oiiiiiiiiiiii ettt 89
7.31 Creation of Proforma invoice by FI MakKer: ... 89
7.3.2 Approval of Proforma invoice By Fl level ChecCKer: ... 92
7.3.3 Payment details entry for Proforma INVOICE: ...........cuuiiiiiiiiiiii e 94
7.34 Payment details authorization by FI CheCKer: .........ccoooiiiiiiii e 96
7.3.5 Correction of Proforma INVOICE: .........uuiiiiiiiiee et 97
7.4 UNCONFIrMEd TraNSACHONS: ... .eiiiiiiiiie ittt ettt ettt e e s bb e e e s bbb e e e s nbaeeessnneeeas 99
7.4.1 Correction Required DY FI MaKET: ........ooiiiiiiiiiiiie e 100
7.4.2 Approval required DY FI CheCKer: ......coouiiiii e 101
7.5 TDS Certificate Upload WOTK fIOW: ..........euiiiiiiiiiee e 102
7.5.1 Upload of TDS certificate for invoice by FI MaKer:..........cccccooiiiiiiiiiiiiiiiieieee e 103
7.5.2 Approval of TDS certificate for invoice by FI Checker: .........cccccooviiiiiiiiee 104

7

Confidential



A S N =T o [o [T o {=T o o] § S O TP P PP POPPPPON 106
7.7  Usage intimation REPOIT: .........uiiiiiiiiieiie ettt ettt a e e e s e e e 108

Confidential



List of Figures

Figure 1 : Provision for FI REQISIIALION ..........coiiiiiiiiiiiie it e e s s s e e e e e e s st e e e e e e e s st eee e e e e s e s nnnnnnnes 15
Figure 2 : Home screen for FI REQISITatioN ...........uuviiiiie e r e e s e e e e e e s nnnenees 15
Figure 3 : Screen for input t0 FI REQISIratioN ..........uuiiiieiiiiiieiie e r e e e e e e e s nenaeees 16
Figure 4 : Fl Registration StatuUS ChECK .........coiiiiiiiiiiiie et e e e e e e e s rae e e e e e e e s e nrnneees 17
Figure 5 : FI ReQISTIatioN STATUS .....cciiuiiiieiiiiiie ittt bbbt a e e e s n e e neee 17
Figure 6 : OTP GENEIatiON SCIEEM ...couuiiiiiiiiie ettt ettt e b et e s et e s e b e e s abbe e e s e nbe e e e anbeeeesanees 18
FIQUIe 7 1 St PASSWOIT SCIEEM ..ottt ittt ettt et e bt e st e s s b et e s e nb et e e eanbreeeenees 19
Figure 8 : Password Set SUCCESSTUI SCIEBN ........uii i 20
FIGUIE 9 1 USEI LOGIN SCIEEIN ....ciiiieiiiie ittt ettt ettt e e e ekttt e e it e e ekt e e e aae et e e e nbe e e e enbee e e e neee 20
Figure 10 : Terms and Conditions regarding usage of Digital Certificate ..........cccccceveeeeeiiiciieeeeee e, 21
Figure 11 : Digital certifiCate SEIECTION .......uuuiiiiiiiiiiiiiiiiiii e arererareressrnrnrnrnrsrnrnnns 21
Figure 12 : AAmin USEr NOME SCIEEM .....uuuuuiiiiiiiuiiieiuieieieieternrnrnrnrnrererererererarererere—.—e—.ar.—e.—. 22
Figure 13 : FOrgot PASSWOI IINK ...........uuuuiuiiiiiiiiiiiiiiieieieieeeeeereeeerererererererererererersrnrsrersrnrnrnrnrnrnnnnns 22
Figure 14 : FOrgot PASSWOIT SCIEEN .......uuuuuuuuiuiuiuiuiuieietersinnernrnrarnenrerererarerererarareerer...—.—e...e.—. 23
Figure 15 : Change Digital Certificate link on LOGiN SCrEEN ........cccueiiiiiiiiiiiiiee e 23
Figure 16 : Change digital CErtifiCate ... 24
Figure 17 : Select new digital CErtIfICALE ...........iii i 24
Figure 18 : Institution level User NIEIrarchy........ ..o 25
FIgUre 19 : USEr CrEaiON SCIEEM ......iiiiiieiie ittt e ettt e ettt e sttt e e sttt e e s sttt e s e et e e e e bt e e e e aab b et e e aabe e e e eabneeeeneee 27
Figure 20 : User Creation - USEr ELallS ..........uuuuiuuuiiiiiiiiiiiiiiiiieieieieieieiererererernrereerererererersrereere.. 28
Figure 21 : Search page tO SEIECt USEI GIOUP ........uuuuuuuuruieiuiuieruiuiuinrnrernrnesrnrnrnrnrnrnrnrnrerenn——————. 28
Figure 22 : User MOdifiCatiON-QUEIY ...........uuuruiuiuiururiiuruteeeieuererererererere et 29
Figure 23 : User MOIfiCAtION SCIEEN .........uuuuiiiiiiiiiiiiiiiiiiteieietetararerararerar e e areeerererareesrsenrsrsrssnrnrsrnrnsnrnnns 29
Figure 24 : ADMIN CreatioN ELAIIS.........uuuuiiiiiiiiiiiiiei e e e e are e e rererersrsrnrsrsrsssrnsnrnsnnnrnnns 30
Figure 25 : Admin modification AeLalS ..........c.uuiiiiiie e 31
Figure 26 : Admin modification details SCIrEEN ..........oii i 31
Figure 27 1 USEr ACHVALION SCIEEM ......ciuuiiieiiiiit ettt ettt ettt st e s e et e e e e bt e e e e nbaeeeeneee 32
Figure 28: Change PASSWOIT SCIEEM ........iiiiiiiiie ittt ittt ettt ettt st a bt e s s bt e e s ae e e e e e bt e e e e anbaeeesanees 33
Figure 29 : USEr ID SEIECHION SCIEEIM.......uiii ittt ettt ettt a e e s e e e e enbae e e e neee 34
Figure 30 : USer DeaCHVALION SCIEEM.......uuuuuuiuiuiuiuiurureuurereieterererererararererereererarare—ararererererarernrararnrnrnrnrnrnrnnns 34
Figure 31: User Deactivation/ACtVAtiON [INK .............uuuuuuiiiiiiiiiiiiiieiiieereererererereeeeeeee——.. 35
Figure 32: User Deactivation AULNOMZALION .............uuuuiiiiiiiiiiiiiiiiieii e 35
Lo [V (SR R I W LSY oY | IS =Y 1= Ton 1o o TR od (== o S 36
Figure 34 : User REACHVALION SCIEEM.......uuuuiuiiiiiuiiiiieieteteteietutetatarerararere e rararererarerarnrsrernrnrnrsrnrnrnrnnns 36
Figure 35: User Reactivation AUtNOMZALION .........ocuuiiiiiiiiieiiii e 37
LR To U= I o L= o [0 I @1 =T i o] o B RSP 38
FIgQUre 37 @ BranCh CrEALION ......c.ciueiiieiiieie ettt ettt s ettt e e ettt e s s et e e s ans et e e e nbe e e e enbeeeeenees 38
Figure 38 : Unlock Mobile NUMDEI SCIEEMN........cioiiiiieiiiii et 39
Figure 39 : Screen to upload public key and IP address ... 40
Figure 40 : Search and Download KYC M@aiN SCIEEM .......ccuuueiiiiieiiiiiiiiiiee e e e e ettt e e e e iebee e e e e e e s eeeeees 41
Figure 41 : Search and DOWNIOAA KY C SCIEEM .......uiiiiiiiiiiiiiiiiieee ettt e e e e e e e e e e e e e aneeeees 41
Figure 42 : VIeW KYC MAIN SCIEEN ... ..ttt ettt ettt e e e e e s s bbb et e e e e e e s e anbbbeeeeaaaeeeaannneeees 41
Figure 43 : VieW KYC SCIrEEN: LINKING .....eutiiiiiiiiiiiiiieie ettt e et e e e e e e sae e e e e e e e e e e nnneeees 42
Figure 44 : New KYC Entry for INAIVIAUAL ........oooieiiiiiiieeee et 43
Figure 45 : New KYC Entry for INAIVIAUAI FOIM ......uuiiiiiiiieii et 43

9

Confidential



Figure 46 :
Figure 47 :
Figure 48 :
Figure 49 :

New KYC Entry for Individual - Personal DetailS...........c.ccooiiiiiiiiiiieiiiiceeicc e 44
New KYC Entry for Individual — Identity DetailS............ccveeiiiiiieiiiiieiicceeie e 44
New KYC Entry for Individual — Proof of AdAress ..o 45
New KYC Entry for Individual — Details Of Related Person - Personal Details......................... 46

Figure 50:New KYC Entry for Individual — Details Of Related Person — Proof of identity & Address......... 46

Figure 51 :
Figure 52 :
Figure 53 :
Figure 54 :
Figure 55 :
Figure 56 :
Figure 57 :
Figure 58 :
Figure 59 :
Figure 60 :
Figure 61 :
Figure 62 :
Figure 63 :
Figure 64 :
Figure 65:
Figure 66:
Figure 67 :
Figure 68:
Figure 69:
Figure 70 :
Figure 71:
Figure 72:
Figure 73:

New KYC Entry for Individual — Details of Related Person — Current address .............cccuveeeee. a7
New KYC Entry for Individual — Details of Related Person — Contact details, Other details.... 47
New KYC Entry for Individual — Details Of Related Person — Upload Image Details............... 48
New KYC Entry for Individual — Other Details ............oocoiiiiiiiiiiiceee e 49
New KYC Entry for Individual — AESTAtION .........cvviiiiiiiiieiiiie e 49
New KYC Entry for Individual — Upload Image DetailS...........ccccovuiieeiiiiiiiniiieecece e 50
New KYC Entry for Individual — Upload Image Details-Select Image Type .........coceevvineeennnnn 50
New KYC Entry for Individual — Upload Image Details-Browse image.............cccocoveeiniineennnn 51
New KYC Entry for INAiVidUAI SCIEEN........uuuuuiiiiiiiiiiiiiiiiieiiiniataiaiereierernrnrernenrnrnrerarernrernrnrnrna. 52
Continue CUStOMEr detailS SCIEEN........ccueieiie et e e e e 52
Search draft Reference NUMDEr SCIrEEN ..........eiiiiiiiiie e 53
Query draft Reference NUMDBEr ... 53
New KYC Entry Individual- Draft Detailed Record SCre€n..............uuuuvrvieimimimimieininrnnninnnnnininnn. 54
KYC Authorization: List of Records pending for approvals ..........ccccccoviiieiiiiiieiniieee e 54
KYC Rejected by Checker- Details of New KYC RECOId ........ccevveiiiiiiiiiieiee i 60
BUIK File UPIOAA SCIEEN ....cooiiiiiie ettt eb e e 60
Bulk upload authOriZation SCIEEN..........uuiii ittt et 61
Bulk Upload Authorization: Digital SIGNING ........ccooiiiiiiiiiiieiee e 62
(21011 Q0] o] oT=To W R T=rs] o Lol g FsT= T g F= 1T N Tox 1= o 1A 63
Bulk KYC Upload immediate RESPONSE SCIEEN ........uuvuruiriuinininininieinininisrninrnrnrnrnrnrnrnrnrnn.. 63
Bulk Periodic Response Download Option SCrEEN .......cccoeveiiieie et 64
BUIK PEriodiC RESPONSE SCIEEN ... e i e e et e e e e e e e s e e e e e e e e e e e e e s e e e e s s e a e s e a e e e s e e e e e aeanaa e e aaaeae s 64
Bulk Periodic Response Sample File SCreeN......cccoccii i 64

Figure 74:View and update KYC Details-INndividual SCrEEN ........coocuiiiiiiiiiieiit e 66

Figure 75:
Figure 76:
Figure 77:
Figure 78:
Figure 79:
Figure 80:
Figure 81:
Figure 82:
Figure 83:
Figure 84:
Figure 85:
Figure 86:
Figure 87:
Figure 88:
Figure 89:
Figure 90:
Figure 91:
Figure 92:
Figure 93:
Figure 94:

View and update KYC Details-INdividual SCrEEN ..........c.ueiiiiiiiiiiiiiiie e 67
View and update KYC details-Individual SCrEEN .........cccuuiiiiiiiiiiiiie e 68
FI Recon reqUuESt dOWNIOAT .......ccoiiiiiiiiiie ettt ettt e e 68
Web Based FI RECON OPLION ....cooiuiiiiiiiiiiie ittt ettt ettt eeabe e e e e 69
Screen to select PM Reference No which are pending for maker’s decision...............ccccco... 70
Web Based PM ReCONCIlIAtION SCIEEIN ........c.uviiiiiiiiie ittt 70
Success message after Maker's deCiSION ...........ooiiiiiiiiiiiiiii e 71
Screen to select PM reference No which are pending for checker approval ........................... 71
Probable Match Checker AUthOrization SCreen ...........oocviiiiiiii i 72
MIS DashbDOArd MaiN SCIEEN........cuuiieiiiiie ettt ettt e e e et e e e et e e e et e e e e neee 73
MIS Dashboard fOr AAMIN USEIS.......ccooiuiiiiiiiiie ittt ettt et e et e e e eeees 74
Sample dashboard report IN @XCEI........coiiiiii i 74
ACCESS traIl QUETY SCIBEIN .....ieiiiie ittt ettt ettt e st e e s s bt e e e e bt e e s e st e e e e nbeeeeenneee 75
ACCESS trail AEtAIIEU VIEW ... .eeiiiiiieii ettt e e e e nb e e e e 75
ACCESS trail detAiled VIEW........eeiiii it e e e 76
Sample downloaded access trail report in excel format ..............eeeviieiiiiiiii e 76
MIS Daily Report dOWNIOAd SCIEEN ..........eiiiiiiiiitiiie ittt e e e s 77
Daily MIS repot in @XCel fOMMI@L.......oi i e 77

Confidential



Figure 95: Sample notification iN CSV fOrMAL...........iiiiiiiiii e 79

FIgUre 96: LOG REPOI SCIEEIN ...ccciuiiiiie ittt ettt et e e et e s e bt e s ab et e e e nbr e e e e nbreeeenees 79
Figure 97: SAmMPIE Graph..........eei i e s 80
Figure 98: Bulk upload log period SEIECHON SCIEEN ........ccccuiiiiiiiie e 80
Figure 99: Bulk upload 10g BatCh AetailS...........cccuiiiiiiiee et e e e e e e e e e e e s e 81

Figure 100:
Figure 101:
Figure 102:
Figure 103:
Figure 104:
Figure 105:
Figure 106:
Figure 107:
Figure 108:
Figure 109:
Figure 110:
Figure 111:
Figure 112:
Figure 113:
Figure 114:
Figure 115:
Figure 116:
Figure 117:
Figure 118:
Figure 119:
Figure 120:
Figure 121:
Figure 122:
Figure 123:
Figure 124:
Figure 125:
Figure 126:
Figure 127:
Figure 128:
Figure 129:
Figure 130:
Figure 131:
Figure 132:
Figure 133:
Figure 134:
Figure 135:
Figure 136:
Figure 137:
Figure 138:
Figure 139:
Figure 140:
Figure 141:
Figure 142:
Figure 143:

Bulk Upload Log: ReSpoNSES Provided ..........ccooiiiiiiiiiieeeiiiiiiiiiiee e crivire e e e e e e ssinvnnee e e e e 81
Bulk Upload Log: PeNding rESPONSES ......uueiiieeiiiiiiiiieiiee e e s siitiive e e e e e e ssietee e e e e e s s s snnnnnaneeaeesennnns 81
Y- g o] (=) (o =] I 1= oo T RS 82
Bulk Download log period SEleCtion SCrEEN .........oiciiii it 82
Download COUNE REGION WISE ....cciiuiiiiiiiiiee ittt ettt e et e et e et e e e s st e e e e sbneeeean 82
Download count BranCh WISE .........uuiiiiiiiiiiiiiee ettt e e e et e s e e e e e e es it eeeeeaeens 83
DOWNIOAA COUNT USEI WISE .....ceiieiiitiie ittt et e e e e et e e e e e e s e e s bab e s e e eaesessbaaeeeessenes 83
Sample excel sheet report downloaded ..............oooiiiiiiiiiiiiei e 83
GSTIN option under Billing Management ... 84
GSTIN DEtailS LISt SCIEEN .. ..ceviiiiiii e e e e e et s e e e e e e e et e e e e e e s eeetab s eeeeeeesseanns 84
GSTIN details ENtrY SCIrEEN.......cco e 85
GSTIN submitted bY MaKET ... 85
(OF g1 T A G I NN I S OSSP 86
GSTIN Checker authOrization SCIEEN .........uiiii et e e e e e e e eeaaaaas 86
Checker approvVed GSTIN ...ttt e b e e nbne e e s annneeas 87
GSTIN MaKEI COIMMECHION SCIEEIM .uuuuiiieiiieeeiiiee e e ee e eeetee e s e e e e e s e e e e e s e ea e e e e e e s eesrabeseeeeeeessranns 87
GSTIN Maker reSUBMISSION SCIEEM ........cvvueieieeeieeeee e et e e e e e e e e e e s e e s s e e e e e eeesaaaaas 88
WaAIIEE DEIAIIS ....cevviiie e e e e e e e e et s e e e e e s e aab e e e e e e e eerbaanaeeas 89
Proforma iNVOICE lIST .......vvuiiii e e e e e e e e s e e e e e e ea it aeeeeeeeees 90
Proforma iNVOICE lIST .......vuuiiii i e e e e e e et s e e e e e e ea bt aeeeeeeeees 92
Proforma iNVOICE lIST .......vveiiii i e e e e e e et s e e e e e e eett e eeeaeeeees 92
Proforma invoice authoriZation ..........cooooiiiiiiiiiiie e e e e e e e eees 93
Proforma iNVOICE lIST .......vuueiii i e e e e et s e e e e e e e et e e e easeeens 94
Proforma iNVOICE lIST ......oveeeei et e e e e e e e et s e e e e e e esabeaeeeeeeenes 94
Proforma invoice-BilliNg detailS...........coouiiiiiiiiii e 95
Proforma invoice-Payment detalilS ............ooiiiiiiiiiiiiiee e 95
Proforma iNVOICE lIST .......veeeeii ettt e e e e e e et s e e e e e e eeabeaeeeeeeenes 96
Proforma invoice authOriZation ..........coooiiiiiiiiiiee e e e e e et e e e eeaeees 97
Proforma iNVOICE lIST .......vuueiii i e e e e et s e e e e e e e et e e e easeeens 98
Proforma iNVOICE COIMECHION ........couiiiiii i e e e e e e e et s e e e e e e eetbaeeeeeeeees 98
Unconfirmed Transactions option under Billing Management..............ccccoe e, 99
List of Unconfirmed tranSACHIONS .......coceiiiiiiiiiiiii e e e e e et eeaeeeees 99
List of generated proforma iNVOICES........ccocooiiiiiie i 100
INVOICES [IST-IMAKET ...ttt e e e e e e e e s e e e e e e e eab s e e e e e s eeabaaaeeeesseesraaaneeens 100
Y o TR U] o] ¢ L1 A =Yo] (=1 o I 101
[N Vo (od Y 11y o [T od (= 102
ChecCKer APPIOVAl SCIEEM ......couuiii ettt e st e s e et e e e e nbeee e e nneee 102
Proforma iNVOICE lIST ......oeevieiiii et e e e e s e e e e e e ra e e e e e e s erabaaneeens 103
TDS PeNAING LISt ..ttt ettt e e e e ettt e e e e e e s nbebe et e e e e e e e e nneeees 103
TDS CertifiCate UPIOA . ......eeeiiieeiiiiee e a et e e e e e e e s e naeeees 104
Proforma iNVOICE lIST ......ouuviiiii et e et e e e e e b 104
Proforma iNVOICE lIST ......ouuviiiiiicceeiee et e e e e e e e et 105
TDS CertifiCate DELaIlS .........cuvuiiiiiiiiiiice e e e e e e e e e et s e e e e e eseaaanns 105
Ledger Report: SEArCh OPLION........cuuuiii ittt es 106

Confidential



Figure 144:
Figure 145:
Figure 146:
Figure 147:
Figure 148:
Figure 149:

[I=To (o= g =T oo O PSP PT PP OPUPPTOPPI 107
Usage INtMation REPOIT .......c.uuiiiiiiiiiie ittt e s enneeeas 107
Proforma invoice detailed SCrEEN ...........uuiiiiiieiie e e e 108
Usage Intimation Report : SEArCh SCrEEN..........ccuuviiiiiee i re e e 109
Usage Intimation Report : Detailed SCIrEEN .........cc.uvieiiiee i 109
Usage Intimation Report Download XIS fil€ ..........c..uueiiiii i 110

12

Confidential



List of Abbreviations

Abbreviation Expanded Form

CKYC Central Know Your Customer
FI Financial Institution
URL Uniform Resource Locator
XML Extensible Markup Language
MIS Management Information System
CAPTCHA Completely Automated Public Turing test to tell Computers
and Humans Apart
POI Proof of Identity
POA Proof of Address
DOl Date of Incorporation
DOB Date of Birth
IDC Identity Confirmed
IDNC Identity Not Confirmed
PAN Permanent Account Number
PM Probable Match
CM Confirm Match
NM No Match
NEFT National Electronic Funds Transfer
RTGS Real Time Gross Settlement
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1. FI Registration:

This functionality provides a facility for registration of Financial Institution. After providing the required
details and approvals by the authorities, System will generate a unique FI Code and will create two admin
logins for the FI after successful registration.

14

Confidential



HELPDESK: 022 61102592

Click here for FI Registration [ >

HOME FAQ  OPERATING GUIDELINES COMMUNIQUE DOWNLOADS  TRAINING  TRAININGVIDEO  CONTACT

ABOUT CKYC

Central KYC Registry is a centralized
repository of KYC records of customers
in the financial sector with uniform KYC
norms and inter-usability of the KYC
records across the sector with an
objective to reduce the burden of
producing KYC documents and getting
those verified every time when the

customer creates a new relationship

with a financial entity.

Figure 1 : Provision for FI Registration

On clicking on FI registration link user will be redirected to following page:

FI Registration

e suws ————> - Click here to check the application status

New

Click here for New FI registration

FI Registration form({PDF)

Click here to view the training video on Fl Registration process

Click here to download
PDF form for FlI
reaistration

Figure 2 : Home screen for Fl Registration

1.1 New FI Registration Details:

On clicking on FI Registration Input option, user will be redirected to following page where the user can fill
all the required details of FI that has to be registered and the details of two admins that are to be created
along with the institution registration.
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Click here to enter FI details

S

Click here to
add Admin 1
and Admin 2
details

FIINATITUTION DF TANS » 11 raitwtson Detads

ADMMN USER-3 DCIARLS

ADMoN UNER-2 Of vy

'V?wi’i??‘j:o < Enter the displayed CAPTCHA

Click here to submit the details el Bl B3

Figure 3 : Screen for input to FI Registration

Upon submission of the details the system will generate a temporary reference number and mail will be
sent to compliance officer informing the same.

Fl shall send the signed form along with the supporting documents to CERSAI.

Registry Admin will verify the entered details with physical form received. Correct details would mean the
Admin will authorize and approve the registration application.

In case of discrepancies, Admin will put the request on hold and the system will send email to the
institution compliance officer (email ID provided in FI registration form). To update the case hyperlink
would be provided in the email.

Upon Registry approval, user credentials will be sent to the e-mail IDs of adminl, admin2 separately and
compliance officers will get the welcome e-mail along with FI code.

1.2 Check Status of FlI Registration Request:
Using this functionality, Compliance officer can check the current status of Fl registration request. User
needs to follow following steps:

1. Click on Check Status link on FI Registration home screen.
2. Click on “CHECK STATUS” link after providing generated reference number.
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FI Status Check

T —" —~ Enter the generated reference number.

Click here to go back to Fl
Registration Home page.

CHECK STATUS CLEAR BACK %

Figure 4 : Fl Registration Status Check

Fl Registration Status

Reference No : 100402
Name of the Institution : PaymentBank
Date of Submission : 2210312017
Date of Updation : 24/03/2017
Status : Registration on hold
Institution Code :
Document cnecrist notprper Institution code shown after
Remarks : —> successful FI Registration

BACK \/

Remarks are shown if FI
Registration is put on hold.

Figure 5 : FI Registration Status

2. Password Generation for First Time Users:

After activation of users by institution an email will be sent to user containing User ID and a link to
generate password.

On clicking on the link provided in e-mail, the user will be redirected to the following screen:
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OTP Generation

User Name
IRA000159

Moble Number

Figure 6 : OTP Generation screen

User Id is auto populated. User needs to enter 10 digit mobile number as provided during FI
Registration.

Clicking on “SUBMIT” button, system will validate the entered mobile number with the registered

mobile number. If the mobile number is authenticated successfully then an OTP is sent to the
user via SMS and the following screen appears:
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Fields marked with * are mandatory.

OTP Generation

User ID
IBLIODOOD4Z

Moble Number
9892316417

*OTP
*MNew Password

*Confirm Password

REGENERATE OTP

& paccword should follow the password policy:

6 Password should be of minimum 8 characters and maximum 12
characters

& password should have minimum 1 alphabet

i Password should have minimum 1 number

& paccword should have minimum 1 special character

Figure 7 : Set Password screen
In order to set the password, User needs to fill the following fields:

e OTP received in SMS.
e New Password as per the password policy.
e Confirm Password.

On clicking “SUBMIT” button password would be successfully generated and User will be able to see the
following screen:
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0 N OTP GENERATION

Successfully changed Password ! ! !
Please login again to continue.

Figure 8 : Password Set Successful screen

Note: If Admin has SFTP access, He should use same User ID and Password for SFTP login

3. Login Screen:
Opening the predefined URL in any browser will take the User to login screen.

ﬂ Y REGISTERED USER

User ID

Password

& Password

Click here to change
CAPTCHA

Browser Combratib'ilinﬁ Forg ot Password

Download Digital Certificate Change Certificate

Provision to download Digital Signature

Figure 9 : User Login screen
Following steps are to be followed to login:

1. User needs to fill following fields:
e User Name: Enter User Id /User name received via email.
e Password: Enter the Login password.
e Captcha: Enter exact characters as displayed in the Captcha field.

2. After entering the user ID and password, pop up will appear on screen to choose digital
certificate. User need to select the digital signature that was registered during first time user login.
Note: System will ask first time users to read and accept the terms and conditions regarding
possession, usage and ownership of a digital certificate.
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Terms and Conditions

Please read the following agreement carefully
1 agree to the following terms and conditions regarding possession, usage and ownership of a digital certificate issued to me :
1) I warrant and represent that | am the person described by the above displayed User Identification Number (User ID) and that all information that | have submitted is true and correct.

2) I will not disclose or transfer to any third party, allow use of by any third party, or use for the benefit of any third party any digital certificate that has been provided or issued to me if this
happens | will be held resposible for this

3) Iwill use my digital certificate only for the purpose of accessing those resources which are approved by my Digital Certificate Issuer.

4) | agree to immediately notify my Digital Certificate Issuer of any suspected or actual loss, theft, disclosure, modification, compromise, or unauthorized use of my digital certificate or
its associated private key.

5) lunderstand and agree that the issuance of a digital certificate to me does not entitie me access to any information and that my digital certificate requires activation to access such
restricted materials.l understand and agree that | and/or my sponsoring organization may be required to enter into one or more Non-Disclosure Agreements prior to the activation of my
digital certificate.

6) 1 agree that my Digital Certificate Issuer has the right to revoke my digital certificate and to publish a revocation for my certificate for any reason whatsoever, including, but not limited
to, breach of this agreement or any loss, theft, disclosure, modification, compromise, or unauthorized use of my certificate and corresponding private key.

E | Agree Terms and Coditions

SUBMIT QUERY

Figure 10 : Terms and Conditions regarding usage of Digital Certificate

Sabect Dpe Contic e
Vem Cam heone 8 ok e oo Iom Bone avakatie on o compuer ¥ 1 rour e

Lagwaten Cwmr
Tharndey Ate 12 201933

« = '

“View” Button will provide the
details of digital certificate

Ohch Views 0 sow B Corderts of pous SRy cotbic e

Figure 11 : Digital certificate selection

Digital certificate selected is validated each time against the one registered during first login/last
modified. User is navigated to CKYC application home screen after certificate is successfully verified.
User can perform different operations as per assigned role.
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N A €3 TP FUMAR (SA00K |

S ot
o Gt

WELCOME TO SYSTEM ADMINISTRATION

CHOOSE THE SERVICES FROM THE MENU

Figure 12 : Admin User home screen

3.1 Forgot password:

If registered User forgets the login password or gets locked due to invalid login attempts, then Forgot
Password link can be used to reset the password.

User has to follow the below steps to reset password:

1. Click on “Forgot Password” link

REGISTERED USER
LOGIN

User ID

Password

& Password

(T

Browser Compatibility Forgot Password

Download Digital Certificate Change Certificate

Figure 13 : Forgot Password link

Clicking on “Forgot Password” link on login screen, system will redirect the user to screen where it will ask
user to enter user ID and Institution Code of the user (Allotted by CKYC) and click on “CONFIRM” button.
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Fields marked with * are mandatory.

Forgot Password
*UserId

*Institution Code:

CONFIRM BACK

Figure 14 : Forgot Password Screen

Password reset mail will be sent to user’s registered e-mail. User needs to reset the password by clicking
on the link sent in e-mail. Resetting password steps are similar to first time password creation.

Note: After Resetting the password, Admin can able to use new password for their SFTP login.

3.2 Change Digital Certificate:
Using this functionality user can change the digital certificate in case certificate gets expired or becomes
invalid.

User has to follow the following steps to change digital certificate:

1. Click on “Change Certificate” link on log in screen

©2 REGISTERED USER
7 LOGIN

User ID
8 Lserlr
& |seriD

Password

a

S J s KQRE

Browser Compatibility Forgot Password -
Download Digital Cerificate Change Certificate Change Certificate link

Figure 15 : Change Digital Certificate link on Login Screen

2. Fill all mandatory fields on screen.
3. Click on “CONFIRM” button.
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Change Digital Certificate

Please enter user details
Name: *

Date Of Birth: *

User Id: *

= Click on BACK button to go to previous
screen.

Figure 16 : Change digital certificate

Setoct Dyl Contcove
Vins Com chtmn @ Sl o ate Bim B avasatie on you ComuM

8 Recisterep Usg!

Raged T nvt Oy Lz stion Cuve
L

o0l Thorstey Jva 17 201033

Ok Vi b 9 o ortarts of yous Bl Coticnte

Figure 17 : Select new digital certificate

4. Select new certificate from the list and click on “Sign” button.

4. Administration
4.1 User Roles with hierarchy:
The registry will create the institute admin and co-admin on completion of the registration formalities.

These institute admins would require to create further users as per requirements. For every user creation,
there is a maker and checker. Only on approval by the checker, the password will be sent to the user.
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Branch2
Co-Admin

Branch1
Admin

Branch2
Co-Admin

Branch2
Admin

Branch3
Co-Admin

Branch3
Admin

Operational
User

Operational
User

Operational
User

Operational
User

Figure 18 : Institution level User hierarchy

Operational
User

Operational
User

Branch4
Co-Admin

Operational
User

Operational
Usar

Module Sub module IA [IU |IRA|IRU |IBA | IBU
Search and download KYC
KYC Management Details Y Y Y Y Y Y
KYC Management Bulk Periodic Response Y Y Y Y Y Y
KYC Management FI RECON Y Y Y Y Y Y
KYC Management Web Base FI RECON Y Y Y Y Y Y
KYC Management Bulk KYC Download Y Y Y Y Y Y
KYC Management KYC Authorisation Y N Y N Y N
KYC Management KYC Rejected by Checker Y Y Y Y Y Y
KYC Management Bulk Upload Authorisation | Y N Y N Y N
KYC Management New KYC Entry - Individual | Y Y Y Y Y Y
KYC Management Bulk File Upload Y N Y Y Y Y
View and Update KYC
KYC Management Details - Individual Y Y Y Y Y Y
KYC Management Bulk KYC Upload Response | Y Y Y Y Y Y
Logs and Reports MIS Dashboard Y N Y N Y N
Logs and Reports USER FI Report Y N Y N Y N
Logs and Reports Log Report Y N Y N Y N
Logs and Reports KYC Download Log Y N Y N Y N
Logs and Reports Access Trail Y N Y N Y N
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Logs and Reports Daily MIS Y N Y N Y N
Logs and Reports Bulk upload Log Report Y N Y N Y N
Logs and Reports Update Notification Y N Y N Y N
User Management User Creation Y N Y N Y N
User Management Admin Creation Y N Y N N N
User Management User Activation Y N Y N Y N
Deactivation/Activation

User Management Authorization Y N Y N Y N
User Management Change Password Y Y Y Y Y Y
User Management Upload Public Key Y N N N N N
User Management Unlock Mobile Number Y N Y N Y N
Master

Management Branch Master Y N N N N N
Master

Management Region Master Y N N N N N
Billing Management | Proforma Invoice List Y N Y N N N
Billing Management | Usage Intimation Y N Y N N N
Billing Management | Unconfirmed Transactions | Y N Y N N N
Billing Management | Ledger Report Y N Y N N N
Billing Management | Wallet Details Y N Y N N N
Billing Management | GSTIN Y N Y N N N

Table 1: User Access Matrix

Note: IA- Institution Admin, IU- institution User, IRA- Institution Regional Admin, IRU- Institution Regional
User, IBA- Institution Branch Admin, IBU- Institution Branch user

4.2 User Management:

4.2.1 User creation:
Admin can create or modify operational Users using this option. User configuration page will be opened
after clicking on User Creation option.

Click on “User creation” option under User Management menu. User will be redirected to following
screen:
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User Creation

User ID *User Type *User Group
=4 Select v
*Institution Code *Region Code *Branch Code
INDG28 INDB2BRG INDG28ER
*Name [Please enter user name as per digital signature] * Date of Birth *Gender
i Select
*Citizenship *Proof of Identity *Employee Code
IN-India v Select v
*Department *Designation Specialization
Office Address
*Line 1 Line 2 Line 3
*City *Pin Code *State/UT
Select
*Country *E-mail *Mobile
IN-India v
*Telephone Fax No
“Place

Any other Information

oo S oo

Figure 19 : User Creation screen

4.2.1.1 Addition of new User:
Following are the steps to explain how to add new user:

1. Select User Type first.
2. Select User Group values depending upon selected User type.

3. Fill all the mandatory fields.

Note:

1. If search button is provided in front of any field that implies User has to select value from

searched result only.
2. Users will not have SFTP access.
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User ID is required only User Type values depends Click on search button to
for query. upon user hierarchy. search and select User
Grolin.
User Creation
User ID *User Type *User Group
\“3‘ Select v q
*Institution Code *Region Code *Branch Code
INDB28 INDB2BRG INDB28ER
*Name [Please enter user name as per digital signature] * Date of Birth *Gender
‘I‘ Select v
*Citizenship *Proof of Identity *Employee Code
IN-India v Select v
*Department *Designation Specialization
Office Address
*Line 1 Line 2 Line 3
*City *Pin Code *State/UT
Select v
*Country *E-mail *Mobile
IN-India v
*Telephone Fax No
Any other Information *Place
[ |
Figure 20 : User Creation - User details
@\EARCH
Starts with
Ex
Search Result \ Click here to see all searched
120-REGISTRY ACCOUNT USER results
151-Gal
152-AA1
Double click to select
Figure 21 : Search page to select User Group
4. Click on “ADD” button to create new User.
4.2.1.2 Modification of existing User:
Following are the steps to explain how to modify existing user:
1. Search and select User ID which needs to be modified.
2. Click on “QUERY” button to view details of the User.
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User Creation
User 1D

V000228

P

FInstitution Code
IN0628

*Name [Please enter user name as per digital signature]
*Citizenship

IN-India

“Department

Office Address
*Line 1

FCity
FCountry

IN-India

*Teleghone

Any other Information

o

*User Type
Select

*Region Code

INDG23RG

* Date of Birth

Proof of Identity

Select

*Designation

Line 2

*Pin Code

*E-mail

Fax Mo

*Place

*User Group

#Branch Code
IN0G28BR

*Gender

Select

*Employee Code

Specialization

Line 3

*state/UT
Select

*Mobile

Click on “QUERY” button to view the details of
existing user by providing valid User ID

Figure 22 : User modification-Query

3. Modify required fields (Only modifiable fields are enabled for editing).

4. Click on “UPDATE” button to complete User modification.

User Creation

User 1D
1U000228

FInstitution Code
IN0628

*Name [Please enter user name as per digital signature]
RNDDC
*Citizenship
IN-India
*Department
testing

Office Address

*Line 1
MANVEL

*City

THANE

FCountry
IN-India

*Teleghone

78945832158

Any other Information

*=User Type

INSTITUTION OPS-USER

*Region Code
INDG22RG

= Date of Birth
10/05/1996

*Proof of Identity
Passport

*Designation
tester

Line 2

Pin Code

401303

*E-mail
xyzghgabc123@ram.com

Fax No

*Place
virar

*User Group

INSTITUTION OPS USER

Branch Code
INDOG28BR

*Gender
Male

*Employee Code
789456

Specialization

Line 3

“State/UT

DD - Daman and Diu
“Mobile

0975220052

m DEACTIVATE > CLEAR > BACK>

Figure 23 : User Modification screen
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4.2.2 Admin Creation:

Admin User can create or modify immediate lower hierarchy (regional, branch) admins’ details using this
option. Admin configuration page will be opened after clicking on Admin Creation option.

4.2.2.1 Addition of new Admin User:
Following are the steps to explain how to add new Admin user:

Click on “Admin creation” to open Admin configuration page.
Select User Type first.

Select User Group values depending upon selected User type.
Fill all the mandatory fields

rPowbdE

Note: SFTP access field will be available only to institutions who have enabled SFTP access

Admin Creation

User ID

Enabled only for Institute admin

A\

Enabled only for Regional admin

e 1

L} Select } | Q\
*Institution Code *Region Code *Branch Code
INDG28 \‘3\
*Name [Please enter user name as per digital signature] * Date of Birth *Gender
Select v
*Citizenship *Proof of Identity *Employee Code
IN-India Select
*Department *Designation Specialization
oOffice Address
*line 1 Line 2 Line 3
*City *Pin Code *State/U.T
Select v
*Country *E-mail *Mobile
IN-India v
*Telephone Fax No
Any other Information *Place
#SFTP Access
No v
=
Figure 24 : Admin Creation details
5. Click on “ADD” button to create new admin User.
Whenever a new Fl is created, two users are created with each FI. One user always acts as
Maker and the other always acts as checker and vice-versa.
The user which uploads or does the first action is always the maker
The user which approved the records is always the checker
4.2.2.2 Modification of existing admin User:
Following are the steps to explain how to modify existing Admin user:
1. Search and select User ID which needs to be modified.
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Admin Creation

User ID *User Type *User Group
< Select <
*|nstitution Code *Region Code *Branch Code
IN0628 L
*Name [Please enter user name as per digital signature] * Date of Birth *Gender
Select

*Citizenship *Proof of Identity *Employee Code

IN-India v Select
*Department *Designation Specialization
Office Address
*Line 1 Line 2 Line 3
*City *Pin Code “State/UT

Select

*Country *E-mail *Mobile

IN-India v
*Telephone Fax No
Any other Information *place
*SFTP Access :

No v
[0 | =

Figure 25 : Admin modification details
H “ ] H H
2. Click on “QUERY” button to view details of the User.

Admin Creation
User ID *User Type *User Group

IRADDO277 REGION ADMIN REGION ADMIN
*Institution Code *Region Code Branch Code

INDG28 ANDHERI ANDHERIBR
*Name [Please enter user name as per digital signature] * Date of Birth “Gender

RNDDC 10/05/1996 Male v

*Citizenship
IN-India
*Department
testing

Office Address

*Line 1
MANVEL

*City

THANE

*Country
IN-India

“Telephaone
78945632158

Any other Information

*SFTP Access :
Yes

UPDATE > DEACTIVATE > CLEAR > BACK 2>

v

=Proof of Identity

Passport

*Designation
tester

Line 2

*Pin Code
401303

*E-mail
xyzhgjabc123@ram.com

Fax No.

*Place
virar

*Employee Code
789456

Specialization

Line 3

*State/UT
DD - Daman and Diu

*Mobile
9975620052

Figure 26 : Admin modification details screen

3. Modify required fields (Only modifiable fields are enabled for editing).

s

Click on “UPDATE” button to complete admin modification.

5. For allowing user to use their credentials to access SFTP, the ‘SFTP Access’ field value needs to

be updated to ‘Yes’
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423 User Activation:

User/Admin creation is followed by activation to complete User creation process. Admin who created the
user/admin is not allowed to activate the same.

Following are the steps to explain how to activate user:
1. Click on “User Activation” link under User Management option to open User Activation screen.

User Activation

*User to be Activated

®

SUBMIT

Figure 27 : User Activation screen

2. Search and select User ID that needs to be activated.
3. Click on “SUBMIT” button to complete the operation.

New User can login to CKYC system only after activation. User will receive an email for password
activation. Setting password steps are similar to first time password creation.
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4.24 Change Password:
This option is available for the User to change password.

Change your Password

Click Submit to

change password

Users should enter current login
Current Password * % g
password
New Password *
-Enter Password *
CANCEL
== New Password should be as per
Fields marked with * are mandatory . .
® pasowvord should be of minimum 8 characters and maximum 12 characters password pOIICy prOVIded on the screen.
Password should have minimum 1 alphabet

Lid Password should have minimum 1 number
Passwerd should have minimum 1 special character

This change will take effect the next time you sign in after you have successfully changed your Login password

Figure 28: Change password screen

After filling all the fields click on “Submit” button. Success message will be displayed on page and User
needs to login once again with the changed password to continue.

Note: After Resetting the password, Admin can able to use new password for their SFTP login.

4.2.5 User Deactivation/Reactivation:
Admin can use this functionality in following scenarios:

e To raise deactivation/reactivation request
e To authorize deactivation/reactivation request

4.25.1 User Deactivation
Following are the steps Admin needs to follow to deactivate existing/active users:

1. Click on “User Creation” under User Management.
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User Creation

User ID *User Type *User Group
L Select 9
*Institution Code *Region Code *Branch Code
IN0628 INDG628RG INOG28BR
*Mame [Please enter user name as per digital signature] * Date of Birth “Gender
Select v
*Citize *Proof of Identity *Employes Code
IN-India v Select
*Department * Designation Specialization
Office Address
*Line 1 Line 2 Line 3
*City *pin Code *State/UT
Select v
*Country *E-mail *Mobile
IN-India v
*Telephone Fax No
Any other Information *place
e
Figure 29 : User ID selection screen
2. Search and select User ID which needs to be deactivated.
H “ ]
3. Click on “QUERY” button.
User Creation
User ID *User Type *User Group
1000228 INSTITUTION OPS-USER INSTITUTION OPS USER
*Institution Code *Region Code Branch Code
IN0628 IN0G628RG INDG28BR
*Mame [Please enter user name as per digital signature] * Date of Birth *Gender
RNDDC 10/05/1996 Male v
*Citizenship *Proof of Identity *Employee Code
IN-India v Passport 789456
*Department *Designation Specialization
testing tester
Office Address
“Line 1 Line 2 Line 3
MANVEL
£City *Pin Code *State/UT
THANE 401303 DD - Daman and Diu A
*Country *E-mail *Mobile
IN-India A xyzghgabc123@ram.com 9975620052
*Telephone Fax No
78945632158
Any other Information *Place
virar

UPDATE > DEACTIVATE > CLEAR > BACK >

Figure 30 : User Deactivation screen

4. Click on “DEACTIVATE” button.
5. Deactivation request will be sent to co-admin for authorization. User will be deactivated only
after co-admin authorization.
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4.2.5.2 User Deactivation Authorization:
Following are the steps Admin needs to follow to authorize deactivation request:

1. Click on “User Deactivation/Activation Authorization” option.

KYC Management ~ | Logs and Reports ~ User Management ~ Billing Management ~

Fields marked with * are mandatory.

| Admin Creation

List of User ID's for Deactivation/Reactivation | -voeoeooomoeoe e

Deactivation/Activation Authorization
USER DEACTIVATION -

User Dea(
No Record User Creation

USER REACTIVATION

Figure 31: User Deactivation/Activation link

KYC Management ~ Logs and Reports ~ I User Management ~| Billing Management ~

Fields marked with * are mandatory.

List of User ID's for Deactivation/Reactivation

I USER DEACTIVATION > I User Deactivation

1U000063 1A000079

APPROVE > REJECT >

Figure 32: User Deactivation Authorization

2. Select the User ID by clicking on corresponding radio button.
3. Click on “APPROVE” button to authorize the deactivation request or “REJECT” button to
decline.

Note: After successful deactivation of Admin, The SFTP access will be revoked for that particular admin.

4.2.5.3 User Reactivation
Following are the steps Admin needs to follow to reactivate deactivated users:

1. Click on “User Creation” under User Management.
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User Creation

User ID *User Type *User Group
< Select v
*Institution Code *Region Code *Branch Code
INDG28 IN0G28RG INDG628BR
*Mame [Please enter user name as per digital signature] * Date of Birth “Gender
Select
*Citizenship *Proof of Identity *Employee Code
IN-India v Select v
*Department *Designation Specialization
Office Address
*Line 1 Line 2 Line 3
*City *Pin Code *State/UT
Select
*Country *E-mail *Mobile
IN-India v
*Telephone Fax No
Any other Information *Place

QUERY > CIEAR >

Figure 33 : User ID selection screen

2. Search and select User ID which needs to be reactivated.
3. Click on “QUERY” button.

User Creation

User ID *User Type *User Group
1U000228 INSTITUTION OPS-USER v INSTITUTION OPS USER
*Institution Code *Region Code Branch Code
IND622 INOG28RG INDG628BR
*Name [Please enter user name as per digital signature] * Date of Birth *Gender
RNDDC 10/0571996 Male
*Citizenship *Proof of Identity *Employee Code
IN-India v Passport v | | 789456
*Department *Designation Specialization
testing tester
Office Address
*Line 1 Line 2 Line 3
MANVEL
*City *Rin Code *State/UT
THANE 401303 DD - Daman and Diu
*Country *E-mail *Mobile
IN-India v xyzghgabc123@ram.com 9975620052
*Telephone Fax No
73045632158
Any other Information *Place

virar

REACTIVATE > CLEAR > BACK>

Figure 34 : User Reactivation screen

4. Click on “REACTIVATE” button.
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5. Reactivation request will be sent to co-admin for authorization. User will be reactivated only
after co-admin authorization.

4.2.5.4 User Reactivation Authorization:
Following are the steps Admin needs to follow to authorize reactivation request:

1. Click on “User Deactivation/Activation Authorization” option under User Management.

KYC Management -| Logs and Reports -| User Management -1 Billing Management ~

List of User ID's for Deactivation/Reactivation

USER DEACTIVATION User Reactivation
© 1U000063 1A000080
APPROVE > REJECT >

Figure 35: User Reactivation Authorization

2. Select the User ID by clicking on corresponding radio button.

3. Click on “APPROVE” button to authorize the reactivation request or “REJECT” button to
decline.

4. After approval E-mail will be sent to user containing a link to generate password. Setting
password steps are similar to first time password creation.

Note: After Successful reactivation of Admin and Password generation, again they can able to access
SFTP with new credential.

426 Region Creation:
Using this functionality, Institution admin users can create multiple regions under the Institution.

1. Click on “Region Master” option under User Management.
2. Enter Region Name and Region Code.
3. Click on “SAVE” button.

= Addition of at least one region and branch is mandatory
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KYC Management ~ Logs and Reports  ~ User Management ~ Billing Management ~

Fields marked with * are mandatory.

Region Master

*Region Name *Region Code

Click here to view all existing regions <3 = Click here to clear all the fields.

. Search Result

' REGION NAME - REGION CODE

[T

Regionl - RO099

Region2 - RO016
Region1 - Regionl
REGION4 - REGION4
XYZ- 01

EAST- RO2

WESTN - WESTO1

Figure 36 : Region Creation

4.27 Branch Creation:
Using this functionality, Institution admin users can create multiple branches under a particular region.

Click on “Branch Master” option under User Management.
Select Region under which branch needs to created.
Enter Branch Name and Branch Code.

Click on “SAVE” button.

PoobdPE

KYC Management ~ I Logs and Reports ~ ' User Management ~ Billing Management ~

Fiekds marked with * are mandatory.

Branch Master

*Region Region1 ¥ | *Branch Name *Branch Code

Click here to view all existing

branches under the selected region <21 E3 E=3 | Click here to clear all the fields.

Search Result

Branchl

Branch2

Figure 37 : Branch Creation

= Addition of at least one region and branch is mandatory

428 Unlock Mobile Number:

On password generation screen, there is a provision to generate OTP maximum of 5 times in case
previous OTP is not used. If user is failed to set password even after generating OTP 5 times then Mobile
number of that user will be locked and no OTP will be sent further on that user’s Mobile Number.
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Using this functionality, those locked Mobile numbers can be unlocked by admins.

Following steps are required to follow:

1. Click on “Unlock Mobile Number” option under User Management.
2. Provide User ID and Locked Mobile number of the user.
3. Click on “UNLOCK” button.

Unlack Mobile Number

*User Id

*Mobile Number

Figure 38 : Unlock Mobile Number screen

Note:

1. In case admin’s mobile number is locked then it can be unlocked by co-admin or admin at higher

hierarchy.
2. Region and Branch admins can be able to unlock Mobile number of users/admins belonging to

their region and branch only.

Admin hierarchy is provided below for reference:

Type of User(Vertical)/Type of
Authorization
Admin(Horizontal) Branch Admin | Region Admin | Institution Admin

Branch User i
Branch Admin 1
Region User

BNEEE

Region admin

Institution User
Institution Admin

[N NR NN NY N

Table 2: Admin Hierarchy for unlocking Mobile Number
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4.2.9 Upload Public Key

Institution needs to upload their public key of digital signature and configure their IP(IP from which
request has to be sent) address in order to avail Search and Download API services. Through this
functionality, Institution admin can upload public key and configure public IP.

Following steps are required to follow:

1. Click on “Upload Public Key” option under User Management.

KYC Management ~ ’ Logs and Reports  ~ | User Management ~ | Master Management ~ | Billing Management ~
Upload Public Key
sload File (Please uploac

Choose File | No file chosen

1f public key has been uploaded earfier, it does not need to be uploaded again
IP Address
180.18.255.25 Z 8

Z B8

o
255.180.32.36 =
98.98.180.26 =

Figure 39 : Screen to upload public key and IP address

2. Upload Institution’s public key(.cer file)
3. Enter Institution’s Public IP
4. Click on Submit

5. KYC Management:

5.1 Search and Download KYC

Institutions can search and download a particular KYC record using this functionality. User needs to
follow the following steps to download KYC details:

1. Click on “Search and Download KYC” under KYC Management.
2. Enter 14 digit valid CKYC number or provide valid ID Type and Number of the record.
3. Click on “SUBMIT” button.
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Search KYC Details
*KYC Number *ID Proof Type *ID Number

Select E]
l l E=1 > Click here to clear all fields.

Provide either KYC number
or ID not both.

Figure 40 : Search and Download KYC main screen

4. If the user exists, an additional validation of DOB/Mobile number/Proof of Identity and Address
PINCODE + Year of Birth is required to download the record.

KYC Management - | User Services ~

View KYC Details

KYC Number Customer First Name Customer Last Name
60034579400646 Girish HN

Last Updated Date Age

121272015 0

Click “DOWNLOAD KYC” button to
download the KYC details

Click “VIEW KYC” .
button to Yiew the N vowntono xrc il sncx |
IMAGE KYC details

Figure 41 : Search and Download KYC screen

Click here to download the pdf
document for KYC details

KYC Management ~ User Services «

1 View CKYC Details g

Fi reference No 512 Account Type - Normal KYC Category - Individual

Applicant Name : Girish Status - KYC Generated CKYC No - 60034579400646

PERSONAL DETAILS

PROOF OF IDENTITY »

1D Proof Document

1D Proof Type ID Proof Type - Others 1D Proof Number 1D Proof Expiry Date Submitted

NREGA CARD v XYZ No

PROOF OF ADDRESS
CONTACT DETAILS
RELATED PERSON DETAILS
OTHER DETAILS

LOCAL ADDRESS DETAILS

ATTESTATION

BACK

Figure 42 : View KYC main screen
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5. Institution can directly view and download details of the KYC record if and only if institution is the

owner of that KYC record. Otherwise institution must link to that record by providing exact
Authenticating factors of that KYC.

KYC Management « | Logs and Reports - ‘ User Management ~

View KYC Details

KYC Number Customer First Name Customer Last Name
B0034579400646 Girish HN

Last Updated Date

Age
121122015

0
*Date of Birth/Date of Incorporation

LINK KYC VIEW KYC DOWNLOAD KYC BACK

IMAGE

Figure 43 : View KYC screen: Linking

6. Once Institution is linked to the KYC record then users of that institution can view and download
that KYC.

5.2 New KYC Entry-Individual:

Institutions can add KYC details for Individuals using this functionality. All institution level Users and

Admins can access this functionality. In this section User can fill the KYC form and submit it for further
processing or save it as a draft.

Following are the steps to explain how a User can fill KYC form for Individual:

1. Click on “New KYC Entry— Individual” link under KYC Management menu.
2. User will be redirected to following screen:
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~ . Sgm Ot

Name e ALD ASD [AX0000%0 )
L
agonel Codwn MILINO
L b L

Uner Sorvioes.

Figure 44 : New KYC Entry for Individual

3. Click on New Customer Details’ radio button. User will be able to see the following screen:

Pymon Dy B Perional Defiaib
RO 08 ENTITY TR fihm e proe
PO 08 ADDRITY Wi Wt | f iy
AR O3 RILAIED PRGN
=Pt | pemi W i
TR [HTARS
ATTESTATRCR Shhotbar MiTa
UPLO0AD IACE DN LAR S
Otber Detsin

* Dowte of Barth "peder TR Mt

THatoralty *Onx wpapbion Typar T Ercde-tal ieta
- e

Figure 45 : New KYC Entry for Individual Form

4. Fill all the fields (at least mandatory fields) with valid data in all following tabs: Personal Details,

Proof of Identity, Proof of Address, Details of Related Person, Other Details, Attestation and
Upload Image Details.
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Pumona Cesas

PROOH O JOVTITY

OOt o8 AoOmISs

DCTARS OF RILATED Psson

Omer Deaas

ATTESIADON

UMOAD IMAE DEARS

Presonas DR

PROOE OF IEATITY

PROCS OF ADORI S

Persons Dotaln

Name Same

WMo Mave (f &

*Pather | Spinse Wame

Mcther M
Other Detads
* Owts of Burts cemne
- Py
- coton Tioe
we - 1

Figure 46 : New KYC Entry for Individual - Personal Details

Proct of Moeanty {Ox

o Prpe

*© Wool Numter

DUTARS OF RILITD PIRSON

Oner Deaas

ATTrsucn

UMOAD MG DX AR

o

Note: For OTP based account, UID (Aadhar) is mandatory with ID proof submitted “Yes” as Proof of

Identity.

0 Proct Lbeted

Click here to clear
the above fields

Click here to add ID

Voeatey Detals Added [F Loy}

Already added ID can be
viewed here

Figure 47 : New KYC Entry for Individual — Identity Details
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Related Person Details:

1 CKYC Details
New Customer Details ©  Continue Customer Details
Constitution Type: Region Code Branch Code *Account Type
Individual q MNormal B
PERSONAL DETAILS Proof of Address (One Certified Copy Of Any One Of The Following Proof Of Address [Poa] Needs To Be Submitted)
PROOF OF IDENTITY
Current/Perm Overseas address :
PROOF OF ADDRESS > *Address Type

DETAILS OF RELATED PERSON

OTHER DETAILS

ATTESTATION

UPLOAD IMAGE DETAILS

Select
*Line 1
Line 2
Line 3
=
*City/ Town/ Village *District C:t::eju.‘r *150 -3166 Country Code Of Residence
N -India
*Pin Code *Proof of Address(POA) (POA) Others

Select

Correspondence/Local address:

Please tick if Applicable O same as Current / Permanent / Overseas Address details
*Linel

Line 2
Line 3

*150 -3166 Country Code Of Residence
M - INDIA

*City/ Town/ Village *District *State/UT Code

*Pin Code

Contact Details (Communications Will Be Done On Provided Mobile No. And Email-ID)
Office Telephone No Mobile No

- | Number

Residence Telephone No

- | Num - | Number

Email ID

- | Number

SAVE AS DRAFT > CLEAR >

Figure 48 : New KYC Entry for Individual — Proof of Address

Confidential

45



11 CKYC Details

Enter KYC number and search for
related person’s KYC details

® New Customer Details O Continue Customer Details
Constitution Type: *Region Code *Branch Code *Account Type
Individual v K Q| select v
PERSONAL DETAILS Details of Related Person ¢
SECCE O IDENEIGR AnnEESS *Related Person Type Related Person KYC Number
Select v

ADDRESS DETAILS

DETAILS OF RELATED PERSON

OTHER DETAILS

ATTESTATION

UPLOAD IMAGE DETAILS

PAN / Form 60 (Text Box and Checkbox) is newly added. Proof of identity section is removed.

Personal Details

*Name

Prefix First Name

Maiden Name (If Any)

Prefix First Name

*Either Father/Spouse Name Or Mother Name Is mandatory
[J FatherName [ Spouse Name

Prefix First Name

Mother Name

Prefix First Name
*Date Of Birth

1iii)

*Either PAN Or Form 60 Is Mandatory
PAN

Middle Name

Middle Name

Middle Name
Middle Name

*Gender
Select

[ Form 60 Furnished

SEARCH > CLEAR >

Last Name

Last Name

Last Name

Last Name

Figure 49 : New KYC Entry for Individual — Details Of Related Person - Personal Details

PERSONAL DETAILS

PRrROOF OF IDENTITY & ADDRESS

ADDRESS DETAILS

DETAILS OF RELATED PERSON

OTHER DETAILS

ATTESTATION

UPLOAD IMAGE DETAILS

Details of Related Person

Proof Of Identity & Address

*Line 1

Line 2

Line 3

*Pin Code

*City/ Town/ Village

*150 -3166 Country Code Of Residence
N - India v Select

Current Address:

*Proof of Identity & Address

Please Tick If Applicable (] Same As Above Mentioned Address

*Line 1

Line 2

Line 3

*Pin Code

*City/ Town/ Village

*150 -3166 Country Code Of Residence
N - INDIA v Select

*Proof Of Current Address

*State/U.T Code
Select

*ID Proof Number

*State/U.T Code
Select

*ID Proof Number

*District

*District

Figure 50:New KYC Entry for Individual — Details Of Related Person — Proof of identity & Address

Proof of identity section is removed and Proof of Identity & Address section is added .
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¥ testbed.ckycindia.in/admin/signaturevalidate.action

PROOF OF IDENTITY & ADDRESS

ADDRESS DETAILS

DETAILS OF RELATED PERSON

OTHER DETAILS

ATTESTATION

UPLOAD IMAGE DETAILS

Current Address:

Please Tick If Applicable [J Same As Above Mentioned Address

*Line 1
Line 2
Line 3
*City/ Town/ Village *Pin Code *State/U.T Code *District
Select v v
*1S0 -3166 Country Code Of Residence *Proof Of Current Address *ID Proof Number
IN - INDIA v Select v

Contact Details (Communications will be done on provided mobile No. and Email-ID)

Office Telephone No Residence Telephone No Mobile No
Code |- | Number Code | - | Number Code | - | Number
Email ID

Other Details
Remarks

Figure 51 : New KYC Entry for Individual — Details of Related Person — Current address

Office Telephone No
Code | - | Number

- Email ID

“| Other Details

Remarks

Attestation Details
*Document Received

Select
*KYC Verification Date

*KYC Verification Designation

*Qrganisation Code
IN5065

Contact Details (Communications will be done on provided mobile No. and Email-ID)

Residence Telephone No Mobile No
Code | - | Number Code | - | Number
v
*KYC Verification Name *KYC Verification EMP Code
*KYC Verification Branch *QOrganisation Name

sdaaaaaaaaaaaaaaaaaaaaaaaaaaaa

*Place Of Declaration *Date Of Declaration

Figure 52 : New KYC Entry for Individual — Details of Related Person — Contact details, Other

details
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Other Details

Remarks

Attestation Details

*Document Received

Select v
*KYC Verification Date *KYC Verification Name *KYC Verification EMP Code
*KYC Verification Designation *KYC Verification Branch *QOrganisation Name
sd aaaaaaaaaaaaaaaaa
*Organisation Code *Place Of Declaration *Date Of Declaration
IN5085 )

Upload Image Details

* Photograph Choose File |No file chosen
Select e *Proof Of Identity & Address Image Choose File |No file chosen
Select e *Proof Of Current Address Image Choose File |No file chosen

Figure 53 : New KYC Entry for Individual — Details Of Related Person — Upload Image Details

The total size of the images uploaded for individual and related person should not exceed 700kb.
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B OO Dotads

® Norn Customer Datady Cortmue Cuntomms Dutal

Contitution Tyme

AN -

Pomsona Dy Other Dwtats
Bematy

PWOOS OF IONTITY

TROOF OF ADORLSS

DCUARS OF RILUED Possos

Oner Detass ,

ATTEN NN

URMOAD MGt DAy

Figure 54 : New KYC Entry for Individual — Other Details

KYC Manageme! Logs and Reports  ~ Master Management Billing Management ~

13 CKYC Details

Fiekds marked with * are mandatory.

*KYC Verification Name
PROOF OF IDENTITY

PROOF OF ADDRESS *KYC Verification Branch

DETAILS OF RELATED PERSON L
*KYC Verification Date

OTHER DETAILS

ATTESTATION > A AR
Applicant Declaration
“Declaration Date

UPLOAD IMAGE DETAILS

Institution Details
*Organisation Code
IND199

® New Customer Details © Continue Customer Details
Constitution Type Region Code Branch Code *Account Type
Individual v | Q Normal
PersoNAL DETAILS Attestation

*KYC Verification EMP code
*KYC Verification Designation

*Type of document submitted
| Certified Copies

TOrganisation Name
| ABC Bank

m SAVE AS DRAFT > CLEAR >

Figure 55 : New KYC Entry for Individual — Attestation
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PoesonaL DOWLY Ugioad image Cetady

PROOE OF BOUNTTTY

o W | o > |
OOIALS OF RILAIED PrisOon
imnini o Click here to add
ATTEVIAnNON

. Image

UM OAD At Drtansy

mm

Figure 56 : New KYC Entry for Individual — Upload Image Details

Maxium photograph size allowed is 100 kB and overall allowed size would remain as 350

kB(upload without related person)
= Maxium photograph size allowed is 100 kB and overall allowed size would remain as

700kB(upload with related person)

Figure 57 : New KYC Entry for Individual — Upload Image Details-Select Image Type
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Poasonal Dessas Uptoad kmage Detale
VOO OF ONIaTY
PROOE OF AQORISS

Lrowe
DEIARS OF RILATED PERsOn

Click here to browse
— 00> [ o mace> |

image

Click here Submit Full Form

Click here to delete image

S accao

Click here to save form as
draft

Figure 58 : New KYC Entry for Individual — Upload Image Details-Browse image

5. After adding the data in all the fields, click on “ADD” button to submit the form and Reference
number will be generated. It will go for checker approval.

Note: Following image types are mandatory:

¢ Normal and Simplified Account type- Photograph, signature, POl and POA
e OTP Based E-KYC Account type- Photograph, POl and POA
e Small Account type: Photograph and Signature

6. User can also save the record as draft by clicking on “Save as Draft” button which will generate a

Reference number.

Note: At least one ID details is mandatory for saving record as draft.
7. User can retrieve the record from draft by following the below steps:
a) Click on “New KYC Entry — Individual” link under KYC Management menu.
b) User will be redirected to following screen:
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Figure 59 : New KYC Entry for Individual screen

c) Click on Continue Customer Details’ radio button. User will be able to see the following
screen:

Name Ay A0 ASD (00002 |
ot PO
Magnet (ode N1
B o N OB

Click here to search draft
Reference number

Figure 60 : Continue Customer details screen
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Q{ARCH

Reterenie Nurmder
Apphcant Neme Tt Name
= - Click here to search ]
the details
Search Reseht
-n
= ] Double click on search result to

select the reference number

Figure 61 : Search draft Reference number screen

s s By

Name Ay ASD RSO LUO00CSD )
Nlatm  MOLW
Magoast ok a2 200
Bom Coder 0 J0BA

s iy O it s T e « [gzmm > Clickheretoopen
details of selected

reference number

Figure 62 : Query draft Reference number

Note: Records which are saved as draft by user and the records which are resulted as ID not confirmed
(IDNC) status by system will be available for query.

d) Click on Query button after selecting Reference number. User will be redirected to the
following screen:
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Clickable

e Entity Name(In case of Legal =
irst Name entity) ype

AT s a8 B
{ ¥ Namedde K50 A PUO0OCD )
< Niate M %
_.' Bagonsl Coden N0LG
‘ X B Codlen 0 20BN
n ) -

S X W - o Caent - Drat

Pomson DOBAY Persosal Detaty

*Narme (Same w1 O sroc!

PROOS 08 10ENTITY

PROOE OF ADDRISS

Masdes Name [ sy
DETARS OF RILATID PURSON
Puther | Sooue Neme

OnuR Doy

AT InON AN Nae
Umond Bvast Drsaas

Ot Datadn

SOute of Bth *Gander *Maritsl Statan

*Nationaity

Figure 63 : New KYC Entry Individual- Draft Detailed Record screen

e) Follow the same steps that user has to perform to fill the KYC form for Individual.

5.3 KYC Authorization:

In KYC Authorization section a checker User can see the list of submitted KYC record by maker and can
approve/reject a record after reviewing the details for that record. This functionality can be only accessed
by Institution level Admins only e.g. Institute admin, Regional admin and Branch Admin.

Following are the steps to explain how checker can approve/Reject a particular record:

1. Click on “KYC Authorization” link under KYC Management menu.
2. User will be redirected to following screen where list of records submitted by maker and pending
for checker approval can be seen.

« s B

Name: RNDDC {1A000652)
FiCode: INOS03

Regional Code: IN0S03RG
Branch Code:  INOS038R

Update Request -
suhanamguvgvgh singh INOS03 14000691 RNDDC Update

61614 wvECeO WrAjAwaK INOS03 14000891 RNDDC New
w New KYC record _

User Management ~

KYC Management ~ | Logs and Reports ~

Master Management v| Billing Management ~

List of KYCs for approval

Figure 64 : KYC Authorization: List of Records pending for approvals
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3. Click on “Ref No” of a particular row to see the details of that record. User will be redirected to
following screen:
4 S

Regional Code: INOS03RG
Branch Code:  INOS038R

KYC Management ~ Logs and Reports ~ User Management ~ Master Management ~ Billing Management ~

CKYC Details- Authorization

Fi reference No - 61614 Account Type : Normal E3))

Name - WVECeO WrAjAwaK Status : Pending checker approval Reject reason:

PERSONAL DETAILS x
PROOF OF IDENTITY +
PROOF OF ADDRESS +
(CONTACT DETAILS +
RELATED PERSON DETAILS +
OTHER DETAILS. +
LOCAL ADDRESS DETAILS +
ATTESTATION o

‘ approve il Resecr |
BACK |

Figure 64 : KYC Authorization- Details of New KYC Record

L] %

gt rrfareror Ho H Brzoant Typa il = oECMe AR G2 TD

Updated sections are highlighted in green

Figure 65: KYC Authorization- Details of Update Request

4. Click on particular tab heading e.g. Entity Details, Proof of Identity, and Proof of address etc. to
open the details of that tab.
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%“\GKAI /‘? FlCode: INOS03
g

Click here to see

KYC Management ~ Logs and Reports ~ User Management ~ Master Management ~ Billing Management ~ .
Image
%° | Click
CKYC Details- Authorization \l/
here to
-
o8 go back
Fl reference No : 61614 Account Type : Normal t
o= WVECeO WrAjAwaK Status - Pending checker approval Reject reason: ° 7
previous
PERSONAL DETAILS page
PROOF OF IDENTITY
PROOF OF ADDRESS
CONTACT DETAILS
RELATED PERSON DETAILS
OTHER DETAILS
—‘—'%m /ADDRESS DETAILS
ATTESTATION
BACK
Click here (headings) to . . . .
open the tab Figure 66: KYC Authorization- Details
5. Verify the images uploaded by maker by clicking on image icon.
CKYC Details- Authorization
Fl reference No - 61614 \l/
Photograph Close

Name - WVECeO WrAjAwaK

- Click here to open the
image viewer window.

PERSONAL DETAILS

R

PROOF OF IDENTITY

PROOF OF ADDRESS

CONTACT DETAILS

RELATED PERSON DETAILS

OTHER DETAILS

LOCAL ADDRESS DETAILS

ATTESTATION

< I

24 N >—>

‘You may move the image window and view the data simultaneously

Click here to view the next
image

Figure 67 : KYC Authorization- Details with image

Note: Checker can able to zoom in and zoom out uploaded images. Corrupted images will not be
displayed on image viewer window.

6. User can reject a record by clicking on “REJECT” button after selecting the “Reject reason”.
If User wants to approve the record User needs to click on “APPROVE” Button. After clicking on
approve button a popup open to select digital certificate. User can select certificate from the
popup and click on “Sign” button to complete the process
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“\:E:;, } FlCode: INOS03
gy Regional Code: INDSO3RG

Branch Code:  INOS038R

KYC Management ~ Logs and Reports ~ User Management ~ Master Management ~ Billing Management ~

CKYC Details- Authorization

Fl reference No - 61614 Account Type Normal

Name - WVECeO WrAjAwaK Status - Pending checker approval Reject reason:

PERSONAL DETAILS +
PROOF OF IDENTITY -2
PROOF OF ADDRESS 3z
CONTACT DETAILS +

RELATED PERSON DETAILS +

OTHER DETAILS +
LOCAL ADDRESS DETAILS 3
ATTESTATION +

Click here to approve ———> B Click here to reject

BACK

Figure 68: KYC Authorization - Approve and Reject

CKYC Details- Authorization

on

Fl reference No - 61614 Signing Wizard

N - WVECeO WrAjAwaK - " -
AInG Select Digital Certficate P
You can choase a digital certficate from those available on your computer to sian your file.

H lssued To Issued B Expiration Date
Click here to select . o 7
RNDDC RNDDC 27 June 2019 15:33:08
certificate DS Central Registry of Se... SafeScrypt sub-CAforR... 13 June 2018 10:25:00 7
tes_gsingh@vendornse... Communications Server 12 June 2017 08:50:11
CONTACT DETAILS +

RELATED PERSON DETAILS

OTHER DETAILS
LOCAL ADDRESS DETAILS Click View to see the contents of your digital certificate +
ATTESTATION +

Click here to sign

Figure 69 : KYC Authorization - Digital signing

5.4 KYC Rejected by Checker:

In KYC Rejected by Checker section a maker can see the records which are rejected by checker along
with rejection reason. This functionality is available for institution level admin e.g. Institute admin,
Regional admin and Branch admin as well as for institution level Users e.g. Institute User, Regional User
and Branch User.
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Following are the steps to explain how User can see the reject records list and see their detail and edit a
particular record:

KYC Management ~ User Services ~

1. Click on “KYC Rejected by Checker” link under KYC Management Menu.
« o X

Name:Ms . ASDSA SADS (BUD0000O )
I Code:  IN10S
Regional Code: RO
Branch Code: 127

New KYC - Legal Entity

View and Update KYC Details -
Individual

Entity WELCOME TO USER LOGIN

e e e CHOOSE THE SERVIGES FROM THE MENU

Figure 70 : KYC Rejected by Checker option

2. Maker will be redirected to following screen which will show the list of all the rejected records by
checker which are submitted by the maker (both new KYC request and update request).

« s EX

Name: RNDDC (14000881
FiCode: INOS03

Regional Code: IN0S03RG
Branch Code: INOSO38R

KYC Management - I > | User Management - I Master Management -~ | Billing Management -

Clickable

List of KYCs Rejected

I e e e g B ™ S
81814 W

WVECeO WrAjAwsK IN0503 Ne dssdasaddss

303 suhanamguvgygh singh IN0503 Update dsadsadsad

Figure 71 : KYC Rejected by Checker screen

3. Click on the “Ref No” hyperlink to see the details of that record for editing. User will be redirect to
following screen:
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Figure 72: KYC Rejected by Checker- Details of New KYC Record

1 View CKYC Details - Individua!

KYC Category: KYC Number *Account Type Update reference No Reject Reason
Individual v | 4004134921662 Normal v| 203 dsadsadsad
PERSONAL DETAILS @ Applicant Name Update Flag ¥ Personal Details Update Flag () Address Details Update Flag
PROOF OF IDENTITY @ Contact Details Update Flag ") Other Details Update Flag () KYC verification Details Update Flag
PROOF OF ADDRESS > Identity Details Update Flag () Related Person Details Update Flag () Image Details Update Flag

DETAILS OF RELATED PERSON

Proof of Address (One certified copy of any one of the following proof of address [POA] needs to be submitted)

OTHER DETAILS

ATTESTATION

Current/Permanant/Overseas address :
*Address Type

Locat AppRess DeTaiLs

Business

UPDATE IMAGE DETAILS

*Line 1

Line 2
Line 3

*City/ Town/ Village *District *State/UT Code *Pin Code
dahi Thane Maharashtra 401305

*ISO -3166 Country Code Of Residence *Proof of Address(POA) (POA) Others
IN - India v Passport v

Correspondence/Local address:

Please tick if Applicable Same as Current / Permanent / Overseas Address details
*Linel

ravin

Line 2

]

UPDATE > CLEARD BACK

Figure 73: KYC Rejected by Checker- Details of Update request

4. User can edit the desired fields as per checker remarks and resubmit the record by clicking on
“Update” Button.
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Figure 65: KYC Rejected by Checker- Details of New KYC Record

5.5 Bulk File Upload:
Institutions can upload new KYC records, Probable Match response file, Bulk Search request file and
update already existing records in bulk using this functionality. All operational (Except IU) and admin

users have access to this functionality.
User has to follow the following steps to upload bulk file:

1. Click on “Bulk File Upload” under KYC Management.

*Upload Type

TSt E| Nuﬁleseleded.
—>’ Click here to clear all fields.

Response files will be available on the Bulk upload response page

*File type should be .zip for Upload and Update
*File type should be .txt for Probable Match Reconciliation and Bulk Search
*For bulk search via application, the limit is 10 Lakh records or 30MB file size per file.

Figure 66: Bulk File upload screen
2. Select “Upload Type” from the dropdown list.
Note: Upload Type field should be

e New Record - KYC upload

e Update - KYC Update

e Probable Match Reconciliation - To upload Probable Match response file
e Bulk Search- To upload bulk search request file

e Bulk Download — Download request file
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3. Browse and select .zip file for Bulk upload/update and .txt for Probable match reconciliation, Bulk

Download and bulk search.

4. Click on “UPLOAD” button.

5. Success message will be displayed on screen if file got uploaded successfully. In case of any
error, user has to modify and upload the file again. Response will be generated only after checker

approval.

Files successfully uploaded

Bulk File Upload

*Upload Type *File to be uploaded
Select v Choose File | Mo file chosen
New Record V1.2
New Record V1.1
Updae
Probable Match Reconciliation
Bulk Search
Bulk Download onse page

. For Bulk Upload and Update :-

o File should be in .zip format.

o File size should be <= 25 MB
. For Search :-

o File should be in .txt format.

o File should contain <= 10 lakh records
. For Download :-

o File should be in .txt format.

o File should contain <= 50 records
. For FI Reconciliation :-

o File should be in .txt format.

o File size should be <= 20 MB

« For request exceeding above limits, use SFTP mode

Note: Every upload file should have a different name.

5.6 Bulk Upload Authorization:
In Bulk Upload Authorization section Admin/Checker can see the list of all bulk files uploaded by maker
in batches and can approve/reject a batch after reviewing the details of records in that file. All admin

users have access to this functionality.
Checker has to follow following steps to approve/reject uploaded bulk file.

1. Click on “Bulk KYC Authorization” link under KYC Management menu.
2. User will be redirected to following screen where list of bulk records pending for checker approval

can be seen.

Batch Upload Details

e e N T S
(@) 1 BU000000 2015-11-03 17:21:11.0 Uploaded File New Upload Remarks
2 BU000000 2015-11-04 11:29:20.0 Uploaded File New Upload \ Remarks
Click here to open uploaded Bulk Upload Type shows the type of
uploaded file (Upload, update, PM -

data file. . : L
LI e reconciliation, Bulk Search, Bulk
Download)

Figure 67 : Bulk upload authorization screen
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Select the radio button for the particular batch.
Click on Upload file link to open uploaded data file.

Click on “APPROVE” button if uploaded data found to be correct. Immediately a pop will appear
to select digital certificate.

4,

P - Sienout
Name:Mr . DSF DFS (BAOD0OGO )
FiCode: IN106
Regional Code: R00S
Branch Code: 137
Signing Wizard
KYC Management ~ | Logs and Reports ~ ’ I
Select Digital Certificate
‘You can choose a digital certificate from those available on your computer to sign your file.
Batch Upload Details
IR . e
|| issueaTo Issued By Expiration Date
® 1 50000000 2015 RNDDC RNDDC Thursday, June 27, 2019 3:3/
2 BU000000 20151}
R =
| il ] »

Figure 68: Bulk Upload Authorization: Digital signing

6. Select digital certificate from the list and click on “Sign” button. Batch records will be approved
and will be sent to registry for further process.

User can reject a batch if there is any discrepancy in uploaded data by clicking on “REJECT”
button after providing the reject reason in Remarks field. No digital certificate is required to reject.

5.7 Bulk Upload Response:

Maker and Checker can view and download response of each uploaded batch after checker approval.

User needs to follow following steps to download bulk upload response file:

1. Click on “Bulk Upload Response” link under KYC Management.
2. Click on “SUBMIT” after providing start and end date.
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Bulk Upload Response
*From Date
271032017

SuBMIT RESET

*To Date
2710312017

Figure 69: Bulk Upload Response main screen

Bulk Response Details
*From Date
20/03/2017

*To Date
241032017

Fields marked with * are mandatory.

Fields marked with * are mandatory.

Click here to download response file

e TS T S N

10007

10004

10003

10002

10001

o

on

oo

009

008

o7

008

o4

ooz

001

INO4ET

INO4ET

INO4ET

INO4ET

INO4ET

INO4ET

INO4&7

IN04&7

INO4&7

IN04&7

INO4&7

IN04&7

INO4&7

IN04&7

INO4&7

23/03/2017 20:30:12

23/03/2017 20:22:06

23/03/2017 20:13.47

23032017 20.11.22

23/03/2017 20:02:12

23/03/2017 15:27:.02

22032017 201121

22/03/2017 18:13:29

2210372017 17:52.14

2210312017 17:43:34

2210372017 174229

2210312017 15:26:05

21/03/2017 182743

21032017 174157

21032017 17:21:58

Response 1 Upload Faled
Response 1 Upload Faled
Response 1 Upload Faled
Response 1 Upload Faled
Response 1 Upload Faled
Response 1 Upload faied
Response 1 Upload faied
Response 1 Uploaded Successfully
Response 1 Uploaded Successfully
Response 1 Upload faied
Response 1 Upload faied
Response 1 Uploaded Successfully
Response 1 Uploaded Successfully
Response 1 Uploaded Successfully
Response 1 Uploaded Successfully

«PREV | 1 | NEXT»

Figure 70 : Bulk KYC Upload immediate Response screen

Note: Remarks column shows whether batch is approved/ rejected by checker. If rejected, checker reject

remarks will be shown.

e Under Process- When the batch processing is under process
e Upload Failed/Validation Failure - Checker approved but not a single record successfully

processed.

o Uploaded Successfully- At least one record should be processed successfully.
e Pending checker verification- Pending with checker for approval

o Rejected- Batch rejected by checker
e Completed- Batch processing is completed (only for bulk search)

5.71 Periodic Response:
User will be able to download and view status of each record after post De-Duplication process.

User needs to follow following steps to download bulk upload response file:
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1. Click on “Bulk Periodic Response” link under KYC Management.
2. Click on “SUBMIT” after providing start and end date

KYC Management - ‘ Logs and Reports ~ | User Management ~

Bulk § Resp

Fields marked with * are mandatory
File D
*From Date

*To Date

Figure 71: Bulk Periodic Response Download option screen

KYC Management ~ | Logs and Reports ~ | User Management ~
Fields marked with * are mandatory.
Bulk Periodic Response Schedular Details
*From Date *To Date
02/11/2015

011212015

“m ot 1
2015-11-04 Response 1
2015-11-05 Response 1 Respi

Responsed

Response10

Response10

Click at any of the response file to download
the file having details of periodic response

Figure 72: Bulk Periodic Response screen

" IN0199_02032016_01 - Notepa

File Edit Format View Help
10|IN0199|3]2016-03-02|v1.0]]]]
2011|00119]|10000003859|01]02|03]|30054549010293] |
20|2|00147|10000004030|01|05|01|03|30041641483675] |

Figure 73: Bulk Periodic Response Sample File screen
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5.8 Record statuses and their description:

ﬁlg SIS Description Action by Remarks
1 D Draft FI Maker Maker will Enter data, can save in draft
mode.
2 PA Pending I Checker Checker will verify the data with the image
Approval uploaded and submit it to the registry.
I Records with Data/lImage discrepancies will
3 IH :_rllgltgutlonal FI Maker be put on hold by the Checker. Maker will
rectify and resubmit
4 S Submitted Fl Checker Recordlls s_ubmltted to registry and pending
de-duplication.
BA Balance Central KYC , :
5 . . Balance available for record processing
Available Registry
6 IB Insuficient Cen;ral KYC Insufficient balance available in web wallet
Balance Registry
7 DM Data Matching CenFral KYC Record sent for de-duplication.
Registry
! Based on data matching rules, record
8 cM Confirmed Cenftral KYC flagged as a confirmed match with another
Match Registry
record
9 FIR FI Recon FI Probable match records pending resolution
IDVP | ID Verification | Central KYC : .
10 Pending Registry Pending for ID verification.
IDC Response of If the name sent by the ID issuer matches
12 ID Confirmed D Ispsuer with the name of the applicant. The status of
the record will be changed to IDC
one | D Not | Response of If the I[? issuer ﬂags the Ip as either mvaho!,
13 Confirmed ID Issuer not available or if the applicant name doesn’t
match; the record is flagged as IDNC
14 IDVS | ID Verification | Central KYC | Records where ID verification is sent to the
Sent Registry issuing authority and awaiting response.
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Record rejected due to non-resolution of

15 Reject Fl probable match by FI.

16 GK Pending KYC | Central KYC | Interim status prior to KYC number getting

Generation Registry generated.
CKYC system will generate uniqgue KYC
17 KG KYC Central KYC | number. It can be generated after either ID
Generated Registry confirmed or after Data Matching Logic

process for Low Risk

5.9 View and Update KYC Details-Individual
Institutions can modify KYC details for Individuals using this functionality. All institution level Users and
Admins can access this functionality.

Following are the steps to explain how a User can view and update KYC Details for Individual:

1. Click on “View and Update KYC Details- Individual” link under KYC Management menu.
2. User will be redirected to following screen:

P Sienout

Name: RNDOC (14000691}
FiCode: INOSD3

Regional Code: INOS03RG
Branch Code:  INO5038R

KYC Management ~ Logs and Reports ~ User Management ~ Master Management ~ Billing Management ~

Fields marked with * are mandatory

View & Update KYC Details - Individual

*CKYC Number

——> Click here to reset
Note: iitse enter KYC number to initiate fi abOVe fleld

Click here to view
KYC Details

Q

Note: Update request in draft status can be retrieved using the 'Search' and 'Query Draft' button

Figure 74:View and update KYC Details-Individual screen

3. Enter 14 digit Valid Individual CKYC number.

Click on “SUBMIT”

5. User will be redirected to Individual view and update screen where user can view latest KYC
details.

»
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KYC Number

40041349221662 Normal
PERSONAL DeTAILS > Applicant Name Update Flag Personal Details Update Flag Address Details Update Flag
PROOF OF IDENTITY Contact Details Update Flag Other Details Update Flag KYC verification Details Update Flag
PROOF OF ADDRESS Identity Details Update Flag Related Person Details Update Flag Image Details Update Flag
DETAILS OF RELATED PERSON Personal Details
OTHER DETAILS St singh
ATTESTATION
LocaL ADDRESS DeTaILS )
Kindly check for Father's Name
UPDATE IMAGE DETAILS *Father/Spouse Name
: mr 13 sunil singh
“Mother Name
ms kajal nibal shukia
Other Details
«Date of Birth *Gender “Marital Status
10/03/1956 e Female v Unmarried v
“Citizenship *Occupation Type *Residential status
IN - India v | | Others- Self Employed v | | Resident individual v
Please tick if applicable Residence for tax purposes in jurisdiction(s) outside India

[ moue> Y e cons Y coe> |

Figure 75: View and update KYC Details-Individual screen

6. Checkbox is provided for every section like Name, Personal details, POI, POA etc. User can
select particular checkbox depending upon kind of update.

7. Fields corresponding to the particular section will be enabled only after checking corresponding
checkbox.

8. Edit the necessary fields and Click on “UPDATE” button. Record will go for Checker approval.

Note: Update request pending approval will be available under KYC authorization screen for checker.

Note: After the successful update, end customer will receive an update SMS and email notification. KYC
card will be reissued in case Name, Date of Birth, Permanent address and Account type of customer got
updated.

9. User can also save the record as draft by clicking on “Save as Draft” button which will generate a
Reference number and record will saved as draft.

10. User can retrieve the record from draft by querying the reference number In update reference
number field and then by clicking on query draft button
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P Sienout

Name: RNDOC (14000631)
Fl Code: INOSD3
Regional Code: INOSO3RG
Branch Code:  INOS038R
KYC Management ~ Logs and Reports ~ User Management ~

Master Management ~ Billing Management ~

Fields marked with * are mandatory.

View & Update KYC Details - Individual

#CKYC Number

SUBMIT RESET

Note: Please enter KYC number to initiate frash update request

*Update Reference Number:

‘QUERY DRAFT

Note: Update request in draft status can be retrieved using the 'Search' and 'Query Draft' button

o

Figure 76: View and update KYC details-Individual screen

5.10 File Based Probable Match Reconciliation:
Using this functionality, FI users can download the Probable match (PM) reconciliation request file and
can upload the corresponding response file (FI's decision on each PM record).

1. Click on “FI Recon” under KYC Management
2. Click on “DOWNLOAD?” button to download PM reconciliation request file

Fiekds marked with * are mandatory.
Fl Reconciliation

Download request File

DOWNLOAD

Figure 77: FI Recon request download

3. User can able to upload FI recon response file on Bulk File Upload screen. After the successful

upload checker has to approve the same on Bulk Upload Authorization screen (Flow is similar to
bulk file upload).
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Note: If FI's decision is Confirmed Match (CM) then user needs to provide only one target CKYC number
corresponding to that record.

If FI's decision is No Match (NM) then user need not mention any target CKYC number for that record.

5.11 Web Based Probable Match Reconciliation:

Using this functionality, FI can take decision for Probable Match (PM) cases without uploading or
downloading any file.

Note: All users in the FI can able to take decision as maker for the FIR (PM) records uploaded by that FI.
After the maker’s decision checker will be as per hierarchy (Similar to KYC Authorization)

5.11.1 Probable Match Reconciliation- Maker Decision:
Following are the steps that need to be followed by users to take decision on FIR record (PM):

1. Click on “Web Based FI Recon” under KYC Management.

KYC Management ~ Logs and Reports ~ | User Management ~

Search and Download KYC Details

| Web Based FiRecon |

View and Download Unsolicited KYC

WELCOME TO INSTITUTION USER LOGIN

CHOOSE THE SERVICES FROM THE MENU

Figure 78: Web Based FI Recon option

2. Search and select the Reference No for which decision has to be taken.
3. Click on “QUERY” button
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Billing Management ~

KYC Management ~

Web Based FI Recon

Logs and Reports  ~

User Management ~ Master Management ~

Fields marked with * are mandatory.

F1 RECON DECISION PENDING

FI RECON APPROVAL PENDING

| FI Recon Decision Pending

Reference Number:

LY Pending Cases:4

QUERY ag \\/

The count shows total number of PM
records pending for FI's decision.

Figure 79: Screen to select PM Reference No which are pending for maker’s decision

4. Now user can see the basic details of source and target (Matching) records along with matching

reason.

5. Click on Appropriate button in decision column for all the given matches and Click on “SUBMIT”

button.

Web Based FI Recon

Fields marked with * are mandatory.

FI RECON DECISION PENDING

Fl RECON APPROVAL PENDING

FI Recon Decision Pending
Reference Number:
10000356431 L

QUERY RESET

@ - corirm maten

m - No Match

FI Reference No :10000356431
First Name :Gomatibai

Pending Cases:4

Record uploaded date : 25-03-2017
No of records probable match :1
Last Name :Gokhale i Region :MH14
Age : 28 ¥% Branch :C14

Click here to take decision as
“CM!!

CKYC \dentifier Matching Reason ?2

First Name :Gomati

Hover over the image to zoom.

Last Name :Gokhale , Hame, id Dol
Age:28
JPG

SUBMIT

CKYC No :10082773415831
m\

Click here to take decision as
HNM”

Figure 80: Web Based PM Reconciliation screen

Note: If multiple matches (target records) are there for a single Ref No then FI has to take decision for
each match. If Fl takes decision as NM for all the matches then that Reference No will go ahead for ID
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Verification/KYC generation. In case Fl takes decision as CM with any one of the target records (Only one

CM possible) then Ref No will be tagged as CM with the corresponding CKYC No.

6. Success message will be shown on screen about maker’s decision and pending for checker
approval and user can follow the same steps to take decision on other pending PM cases.

Figlds marked wih * are mandatory.

Web Based FI Recon

Decision on reference number 64713 is pending for checker approval

FI RECON DECISION PENDING > FI Recon Decision Pending

Reference Number:

QUERY RESET

FI RECON APPROVAL PENDING Pending Cases:0

e

Figure 81: Success message after Maker’s decision

Note: Through Web based, FI can take decision only for one Reference Number at a time where as
through file based, decision can be taken for multiple reference numbers.

5.11.2 Probable Match Reconciliation- Checker Approval
Following are the steps that need to be followed by users (Checkers) to approve or reject maker’'s
decision on FIR record (PM):

1. Click on “Web Based FI Recon” under KYC Management.
2. Search and select the Reference No for which decision has to be taken.
3. Click on “QUERY” button

Web Based Fl Recon

Fl RECON DECISION PENDING Fi Recon Approval Pending

Reference Number:

Fl RECON APPROVAL PENDING > Pending Cases:1

o

Figure 82: Screen to select PM reference No which are pending for checker approval
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4. Checker can able to see the basic details of source and target records along with maker’'s
decision for each target record.

5. Checker can able to either approve or reject the maker’s decision. Click on “APPROVE” button to
approve the decision or “REJECT” button to reject the maker’s decision (Remarks are mandatory
to reject).

o - Confirm Match

m - No Match

FI Reference No :64713 ﬁ Record uploaded date : 22-03-2017
First Name :Suryavanshi ! No of records probable match :2

Last Name :MVteDSOW | 4 Region :RG
Age : 20 Branch :BR

CKYC No :1008835983.4654
First Mame :xdgdfgdfgfdgfdg
Last Name :Rkkybffl
Age : 20

CKYC No :80009369768934
First Name :xsdsgswig

) 0

<h (8]
5 0

e ‘g- ° @
A 9

<h (8]

CKYC No :50022402779453
First Name :Suryavanshi
Last Name :eXcpANMR

Age : 20

First_Mame,Phone,Relation

Remarks:

Click here to confirm Click here to reject
— | maker’s decision

maker’s decision

Figure 83: Probable Match Checker Authorization screen

Note: If Checker rejects the Maker’s decision then once again record will be available for all users in
that FI to take decision (with reject remarks). After the maker’s decision the flow is same.

6. Logs and Reports:
Admin can view and download status of all uploaded KYC records and end to end User activities under
his/her hierarchy.

6.1 MIS Dashboard:

Admin can view and download current status of all uploaded KYC records under his/her hierarchy.
Following are the steps to explain how a User can view and download KYC records:

1. Click on “MIS Dashboard” under Logs and Reports menu option.
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Nametdr | GAGANDUES SNGH

POt A0 |
Bagpanat Codes 051G
Boah Gt L0

MIS DASHDOARD

I}

-
[
n

y

Click here to clear all
fields.

Figure 84: MIS Dashboard Main Screen

2. For admin users Institution ID is filled by default.
3. Select start and end date
4. Click on “VIEW” button.
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o X4

Name:Mr . Raghu MS (1A000079)

Name of the institution for which the The start date from which The end date till which the B
report is generated the report is to be generated report is to be generated S Gide

| ABC BANK' MIS DASHHOARD
*Institution Name *From Dbte *To Date
| [ABC BANK 01/06/2016 || 08/06/2016

{ Record Status

Description explaining stage of records

Total number of records

Dra 3 in each stage
| Pending Approval 13
| FlHold 4

FlRecon 0
: Insufficient Balance 0

1D Not Confirmed 1

Figure 85: MIS Dashboard for Admin users

MIS DASHBOARD REPORT - DOTEX RUN DATE: 04/12/2015
FORTHE PERIOD :  04-12-2015 TO  04-12-2015 RUN TIME: 11:32:48
S.No Ref No/CKYC No First Name Last Name Created Date Entity Name (In case of Legal Entity) Updated Date Current Status Uploaded By
[ 4 410 Sujay Kumar 04/12/2015 11:21:31 04/12/2015 11:29:51 DM BU000000
[ 2 411 04/12/2015 11:27:20 Amsor International 04/12/2015 11:29:51 DM BU000000

Figure 86: Sample dashboard report in excel

6.2 Access Trail:
Admin can view and download all activities done by Users in a given period under his/her hierarchy.

Admin needs to follow the following steps to view and download access trail of any user:

Click on “Access Trail” option under Logs and Reports.

Select Type of User. If Institution is selected then Institution ID is mandatory.
Search and Select User ID.

Select start and end date.

Click on “VIEW” button.

SEREI A
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ACCESS TRIAL

LI———)

Segon Name

Boact name

“—>| Enabled only for Institute admin

““———>| Disabled only for branch admin

)

—

Click here to download access trail report
in excel

Figure 87: Access trail query screen

KYC Management ~

Access Trail

Ingtitution Code
IN0199

From Date
01/06/2016

Logs and Reports

- User Management ~ Master Manage Billing Management ~

Region Code Branch Code

ToDate
08/06/2016

User ID
IBA0000015

» o X |

Name:Nir . Raghu MS (14000079)
FiCode: INO139

Regional Code: IND193RG
Branch Code:

1BA0000015

1BA0000015

1BA0000015

1BA0000015

1BA0D000015

1BA0000015

1BA0000015

1BAD000015

THANE

THANE

THANE

THANE

THANE

THANE

THANE

THANE

DHOKALI

DHOKALI

DHOKALI

DHOKALI

DHOKALI

DHOKALI

DHOKALI

DHOKALI

2016-06-08 18:33:04 2016-06-08 18:35:15
2016-06-08 18:33:04 2016-06-08 18:35:15
2016-06-08 18:31:37 2016-06-08 18:32:51
2016-06-08 18:31:37 2016-06-08 18:32:51
2016-06-08 18:28:20 2016-06-08 18:31:10
2016-06-08 18:28:20 2016-06-08 18:31:10
2016-06-08 18:27:48 2016-06-08 18:28:03
2016-06-08 18:27:48 2016-06-08 18:28:03

Figure 88: Access trail detailed view
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121.241.30.250

121.241.30.250

121.241.30.250

121.241.30.250

121.241.30.250

121.241.30.250

121.241.30.250

121.241.30.250

Logged out

Logged out

Forced Logged out

Forced Logged out

Logged out

Logged out

Forced Logged out

Forced Logged out
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Name of Branch
Region to which
under the user Time at which user
institution | belongs logged in 7o m N

(throughout the Name:Mr . Raghu MS {1A000073)

. FlCode: INO159
selected tlme) Regional Code: IND199RG
Branch Code:

KYC Management ~ Logs and Reports  ~ User Management ~ ‘ Master Management ~ | Billing Management ~

Access Trail

nstitution Code

Brarjch Code User ID

Region Code

IN0199 1BA0000015 Accessed
From Date ToDate trail column

Login ID of 01/0622016 08/0622016 -

e uer o T | il

whom |BADD0001S THANE DHOKALI 2016-06-08 18:33:18 KYC Single Entry - Indivudual(input) which user

Access trail 1BA0000015 THANE DHOKALI 2016-06-08 18:35:10 KYC Single Entry - Indivudual(input) acc?ssed at

report s particuar

time

generated

Figure 89: Access trail detailed view

L L ! ! !

ACCESS TRIAL Run Date:|08/06/2016
For the Period - 01/06/2016 To: 08/06/2016 R [T

LOGIN ID REGION NAME BRANCH NAME LOGIN TIME LOGOUT TIME 1.P ADDRESS REMARKS

{BA0000015 THANE DHOKALI 08/06/2016 18:33:04 |08/06/2016 16:35-1 121.241.30 250 Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:33:04 [[08/06/2016 18.35.15 121.241.30 250 Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:31:37 |08/06/2016 18:32:51 121.241.30.250 Forced Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:31:37 |08/06/2016 16:32:51 121.241 30 250 Forced Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:28:20 |08/06/2016 18:31-10 121.241.30.250 Logged out

{BA0000015 THANE DHOKALI 08/06/2016 182620 |08/06/2016 16:31-10 12124130 250 Logged out

{BA0000015 THANE DHOKALI 08/06/2016 182748 |08/06/2016 16:28.03 121,241 30 250 Forced Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:27-48 |08/06/2016 18:28:03 121.241.30.250 Forced Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:12-14 |08/06/2016 16-16:47 121,241 30 250 Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:12:14 |08/06/2016 18-18:47 121.241.30.250 Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18:1151 |08/06/2016 16-12:00 121.241.30 250 Forced Logged out

{BA0000015 THANE DHOKALI 08/06/2016 18-1151 |08/06/2016 18-12:00 121.241 30 250 Forced Logged out

Figure 90: Sample downloaded access trail report in excel format

6.3 Daily MIS:

Admin can download current status of all uploaded KYC records in a given period under his/her hierarchy.
Following are the steps to explain how to download Daily MIS report:

1. Click on “Daily MIS” option under Logs and Reports menu option to open Daily MIS Download
screen.
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KYC Matagerrent -

WIS DALY REPORT

| Logs i Bepts = |

Liser Munageeert -

Enabled only for Institute admin

Disabled only for branch admin

* 8 Bk

N Ah CACANDLED SNGn

Figure 91: MIS Daily Report download screen

2. Select start and end date.
3. Click on “DOWNLOAD?” button to download Daily MIS report in excel format.

Sample MIS Daily report is provided belo

Reference number of the

w for reference.

Name of the legal entity (in case applicable)

Status of the record at the time when
MIS report is downloaded

record
Region ID Branch ID .
First Last . n
under the under Date and time at Date on which fth
RS ) Name of Name of . Id of the user
institution region of which the record the record was who uploaded
instituti the user the user dated P!
institution was created update the record
MIS DAILY REPORT Run Dhte: PR
Name of For the Reriod :01/06/2016To - 08/06/2016 Run T|me: A
the I~ INSTITUTION NAME | REGION ID|BRANCH ID| REFERENCE NO/CKYC NO |FIRST NAME _|LAST NAME [ENTITY NAME (IN CASE |CREATED DATE __ |UPDATED DATE _ |CURRENT STATUS [UPLOADED BY
Institution OF LEGAL ENTITY)
. ABC Bank ™ DK 8241 sdad asdad 01/06/2016 16:16:47 PA 1BA0000015
to which
— ABC Bank ™ DK 5244 i i 01/06/2016 165323 ] 1BA0000016
belongs ABC Bank ™ DK 38245 fifsdigdigggdigg |sssssssssss 01/06/2016 17:03.18 |06/06/2016 12.59.50 |PA 1BA0000015
ABC Bank ™ DK 38246 01/06/2016 17:09:02 D 1BA0000015
ABC Bank ™ DK 36247 i i 01/06/2016 17:30.55|02/06/2016 17-49.13 |PA 1BA0000015
ABC Bank ™ DK a7 R 02/06/2016 16:44-44 |07/06/2016 16:16-46 |KG 1BA0000015
ABC Bank ™ DK 38340 sdfsfsd sdfsfs 02/06/2016 17:35:08 PA 1BA0000015
ABC Bank ™ DK 8341 asdad asdasd 02/06/2016 175423 PA 1BA0000015
ABC Bank ™ DK 8342 asdad asdasd 16 17:64:24 16 12:42.19 |PA 1BA0000015
ABC Bank 38438 XvZ 02/06/2016 20-15:08 D 1A000079
ABC Bank ™ DK 38540 asdad dad 03/06/2016 15:30-50 PA 1BA0000015
ABC Bank ™ DK 38541 asdasd asdad 03/06/2016 15-40-19 PA 1BA0000015
Figure 92: Daily MIS repot in excel format
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6.4 Update Notification:
Admin can download all KYC update notifications sent to the institution in particular duration using this
option.

Following are the steps to explain how to download Update Notifications:

1. Click on “Unsolicited Updates” option under Logs and Reports menu option to open unsolicited
updates download screen.

KYC Management - Logs and Reports  ~ User Management -

Master Management ~ Billing Management -

Fields marked with * are mandatory
UNSOLICITED UPDATES
*Institution ID
IND467
Region Code
%
Branch Code
-1
*From Date
lznuuafzuw e
*To Date
2810312017 =
Click here to download report Click here to download report
in excel format in CSV format

Figure 93: Update notification download screen:

2. Select Region/Branch depending upon admin hierarchy (Optional fields).
Select start date and end date.

4. Click on “DOWNLOAD EXCEL” or “DOWNLOAD CSV” to download unsolicited updates in the
respective formats.

w

Sample unsolicited update notification files are provided for reference:

Last updated date is
shown in all flags

UNSOLICITED UPDATES

Run Date: 25/03/2017

For the Period:  24/03/2017 TO  25/03/2017 Run Time: 102926
Fl Code |KYC No Account Name Update |PersonalEntity Address Details |Contact Details [Other Details [Identity Details [Related Image Update[KYC [KYC Passport Driving
Type Flag Details Update Flag |Update Flag Update Flag Update Flag |Update Flag Person Details |Flag Deactivation |Deactivation Number Expiry |License
Update Flag Flag Remarks Expiry

INO467 |40020758465485) [Normal | 18-03-2017  |24-03-2017 74032017 21-03-2017 18032017 |24032017  |23-03-2017  |1803-2017 |KVC Active 30032017 |30-032017

Figure 94: Sample notification in excel format
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[rwo467

|40020755465485|01118-03-2017|24-03-2017|24-03-2017|21-03-2017|18-03-2017|24-03-2017|23-03-2017|18-03-2017|00]| |30-03-2017|30-03-2017|

Figure 95: Sample notification in CSV format

Note:

1.

2

6.5

Passport and Driving License expiry date will be shown if those IDs exist for the updated KYC
No. If date expired then “Expired” message will be shown.

. Unsolicited updates in CSV format will be generated in SFTP everyday( End of the day)

Log Report:

Admin can view count of current online Users, maximum number of Users and average number of Users
under his/her hierarchy. Admin can also view graphical representation of log reports by providing report
period.

Following are the steps to explain how to download Log Report:

1

. Click on “Log Report” to open log report screen under Logs and Reports menu option.

- B0

Mame Al GAGANAE? S
LU
Bagonat G W02 0MG
Dot Coden 010K

Log Roport

T o= i

Field will be mandatory
depending upon report Type.

Report period is not required if
from and to dates are provided

Figure 96: Log Report screen

2.
3.
4,

5.

Select start and end date.

Select Report Type from drop down list as FI wise or FI type wise.

If start and end dates are provided then Report Period is not required otherwise select period
from the dropdown list.

Click on “VIEW” to view report in graph.

Sample graph is provided below for reference.
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Number of concurrent users from 01/09/2015 00:00 to 23/09/2015 12:55

No of Users

8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

Time

- No of Users e Peak

Figure 97: Sample graph

6.6 Bulk Upload Log:

Using this functionality admin user can view the current status of each uploaded batch under his/her
hierarchy.

1. Click on “Bulk Upload Log” under Logs and Reports menu option.

2. Select start and end date.
3. Click on Submit button

User Management Billing Management

Logs and Reports
Fields marked with * are mandatory.

Bulk Upload Log
Institution - | IN0O199
*Erom Date *To Date
| |
‘ SUBMIT ‘

Figure 98: Bulk upload log period selection screen

Confidential

80



KYC Management ~ ’

Bulk Upload Log Details

*From Date
21/03/2016

Logs and Reports  ~ | User Management ~ l Billing Management ~

Fields marked with * are mandatory.

Institution - | INO199
*To Date
22/03i2016

6 6 0 0 0

21/03/2016 00153 Rejected
21/03/2016 00154 Rejected 6 6 0 0 0
21/03/2016 00156 Rejected 6 6 0 0 0
21/03/2016 00158 Completed 6 4 2 2 0
2110312016 00159 Under Process 6 4 2 2
Click here to view different responses

provided and pending responses with count.

Figure 99: Bulk upload log Batch details

KYC Management ~ |

Logs and Reports  ~ User Management ~ | Billing Management ~

Confirmed Matches

1D not confirmed

FlRecon - Pending with FI
Reject - Fl recon TAT lapsed
KYC Generated

KYC Updated

BULK UPLOAD LOG - STATUS SPLIT UP

z Click here to download excel
3 report

BACK

Figure 100: Bulk Upload Log: Responses provided

KYC Management ~ ‘

Logs and Reports ~ ‘ User Management ~ | Billing Management ~

BULK UPLOAD LOG - STATUS SPLIT UP

Click here to download excel

Data matching

ID Verification

1

“7| report

BACK

Y

Click here to go back to previous screen

Figure 101: Bulk Upload Log: Pending responses
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Bulk Upload Log Report

Response File
Name

Institute Reference
Number

Name Of Applicant Status KYC Number

Reference Number

10000004030 2 Kalpesh Ashtavakra KG 30041641483675 2

Figure 102: Sample excel report

6.7 Bulk Download Log:
Using this functionality, admin user can view the bulk download count region wise, branch wise and user
wise under his/her hierarchy.

1. Click on “KYC Download Log” under Logs and Reports menu option.
2. Select start and end date.
3. Click on Submit button

KYC Management ~ Logs and Reports  ~ ’ User Management ~ I Billing Management ~
Fiekds marked with * are mandatory.
Download Log
Institution : | IN0199
*From Date *To Date
Fij i

Figure 103: Bulk Download log period selection screen

Download Log
Institution - | INO199

*From Date *To Date

01/03/2016 01/04/2016

Click here to view branch Bla. Of Repords
T —> 15

wise download count
Reqion2 1
Total 157
y

Click here to download excel
report (All counts are hyperlink)

Figure 104: Download count Region wise
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Download Log
Institution : | INO199

*From Date *To Date

01/03/2016 01/04/2016
EAST 156
DEFA 2%
Click here to view User wise
count
Figure 105: Download count Branch wise
Download Log
Institution : | INO199
*From Date *To Date
01/03/2016 01/04/2016
DEFA 26
14000079 20
14000080 5
14000120 1

Figure 106: Download count User wise

Download Log

Applicant Name KYC Download Username User ID Batch

Number Date Number

Mahesh Ravis Somashekar 20023174291191 | 3/2/16 6:17 PM | RANGANATHAMS IBA0000010 021

Mahesh Bhat 50020704192952 | 3/2/16 6:20 PM | RANGANATHAMS IBA0000010 022

Mahesh Bhat 50020704192952 | 3/2/16 6:56 PM |RAJASHEKHARVAR IRA000037 023
MA

Figure 107: Sample excel sheet report downloaded

7. Billing Module

This module facilitates the FI user to create the proforma invoice and enter the payment details. It allows
user to set the threshold limit and minimum balance for the institution.
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7.1 GSTIN Registration:
GSTIN registration is mandatory for proforma invoice creation. Through this feature Institution can register
their GSTIN details in CKYC. This option is available for both Institution and Regional admins.

7.1.1  GSTIN Maker submission:
Following are the steps admin user needs to follow for GSTIN registration:

1. Click on “GSTIN Details List” under Billing Management menu

Mame: ABC (1A000763)
FlCode: INDS3L

Regional Code: INO531RG
Branch Code:  INO531BR

KYC Management ~ Logs and Reports -~ User Management ~ Master Management ~ Billing Management ~

GSTIN Details List

Proforma Invoice List

CHOOSE THE SERVICES FROM THE MENU

Figure 108: GSTIN option under Billing Management
2. Click on “NEW GSTIN DETAILS” on GSTIN Details List screen

» = X

Name: ABC (1A000763)
FlCode: IND531
Regional Code: INDS31RG
Branch Code:  INOS31BR

KYC Management - Logs and Reports  ~ User Management ~ Master Management - Billing Management ~

No records found

GSTIN Details List

NEW GSTIN DETAILS
““

« PREV | NEXT »

Figure 109: GSTIN Details List screen
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TN
ZEAPOCEZH An Browse
Regmdered Addtens for GST
“lne t B ]
Lh 1 AU
- age Lote Viete.
0087 0N - Dacra 300 Mager Maves
rinas
Communscation Address foe GS1
e 2 Uoe )
SOt Town Viage e Code “teae Y
0009? e Mahwaas
tNaa
3

Figure 110: GSTIN details entry screen

*Place of Susehy

Daa and Nagar iame

3. User needs to enter last 3 characters (alphanumeric) of GSTIN. Fl needs to check ‘GST not
applicable if they fall under that category, once selected that checkbox all fields become read
only. Default place of supply state will be as per registered address. Place of Supply state will
change if ‘GST as per Communication Address’ is selected. Click on SAVE button. GSTIN details

will be added and will be available for checker approval.

KYC Management ~ |

User Management - ‘ Master Management v‘ Billing Management ~

GSTIN Details List

GST number 26JLPOC1230Hqwe is added successfully

26JLPOC1230Hqwe Dadra and Nagar Haveli

Checker Approval Pending

21072017

Figure 111: GSTIN submitted by maker

Note: If admin is the maker then co-admins or admins at higher hierarchy will be the checker.
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7.1.2 GSTIN Checker approval:
Following are the steps checker needs to follow to approve or hold the submitted GSTIN details:

1. Click on “GSTIN Details List” under Billing Management menu
2. Click on "Checker approval pending” hyperlink

KYC Management - Logs and Reports  ~ ‘ User Management ~ Master Management ~ Billing Management -

GSTIN Details List

2100712017 26JLPOC1230Hqwe Dadra and Nagar Haveli Checker Approval Pending Checker approval pending

«PREV | 1| NEXT»

Figure 112: Checker GSTIN list

11 GSTIN Details

GST Not Applicable GST as per Communication Address

*GSTIN ARN 0 0

OB P ———— senesssmnee > | Click here to download ARN file (If

uploaded)

Registered Address for GST —
Default Invoice Details

*Line 1 Line 2 Line 3

*City/Town/Village *Pin Code State/UT *Place of Supply

WML MMM IMMMEMAaaan | 200607 DN - Dadra and Nagar Havell Dadra and Nagar Havell

*Country

IN-India

Communication Address for GST

*Line 1 Line 2 Line 3
*City/Town/Village *Pin Code *State/UT

ML AMMMMEIARL IMMEMMEMAMMMMMEY | | 400607 MH - Maharashtra
*Country

IN-India

Figure 113: GSTIN Checker authorization screen

3. Checker can verify the GSTIN details and Approve/Hold the GSTIN request. If checker approves
it then GSTIN will be successfully registered in the system. In case checker clicks on Hold then
GSTIN will be sent back to maker for correction. Maker needs to rectify and resubmit.
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GST Number 26JLPOC1230Hqwe has been approved

GSTIN Details List

2110772017 26JLPOC1230Hqwe Dadra and Nagar Haveli Checker Approved

«PREV | 1 | NEXT »

Figure 114: Checker approved GSTIN

7.1.3 GSTIN Maker resubmission (Hold case):
Maker needs to rectify and resubmit the GSTIN details if the checker puts on hold.

Following are the steps Maker needs to follow to resubmit the GSTIN:

1. Click on “GSTIN Details List” under Billing Management menu
2. Click on "Maker Correction Required” hyperlink

KYC Management ~ | Logs and Reports ~ | User Management ~ ‘ Master Management - Billing Management ~

GSTIN Details List

I O S ™ NS

21072017 26JLPOC1230Iqwe Dadra and Nagar Haveli Checker Hold Maker Correction required

% PREV | 1| NEXT »

Figure 115: GSTIN Maker correction screen
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11 GSTIN Details

[0 GST Not Applicable [ GST as per Communication Address

*GSTIN ARN
26JLPOC12301 qwe

Registered Address for GST

Default Invoice Details
*Line 1 Line 2

MMMAMMMMMMMMMMMMEAN o MMMMUMMMMMIMMMMME | frjsdoMMMMMIMmikkikidekd kMM

*City/Town/Village *Pin Code
MMMV MMM AMAMMMMMMMMMMIE 400607

*Country
IN-India

Communication Address for GST
*Line 1 Line 2

MMMMMMMMMMMMMMMMMAAMMMMMMMAMMAMIE | v MMMMMMMMMM BRI

*City/Town,/Village *Pin Code
MMM MMM MMM MMM M MMM 400607
*Country
IN-India

ARN proof No file selecled

Line 3
AMMMMMIMEAMMMMMA AWM MMMMMMM MMM
*State/UT *Place of Supply
DM - Dadra and Magar Haveli Dadra and Nagar Haveli

Line 3
WMBMMMMMMME MMM MMM MM MMM MMM MMMMIAR

*State/UT
MH - Maharashtra

3 3

Figure 116: GSTIN Maker resubmission screen

3. Make necessary changes and click on “SAVE” button.

Resubmitted GSTIN details will go for checker authorization.

Note: If Institution’s address and PAN details got updated in CKYC then added GSTIN details will be auto

deactivated and FI needs to register GSTIN again.

7.2 Wallet details:

This module is used to set the thresh hold limit and minimum balance for the institution. In addition to this,

User can also see values for the following:

e Available balance in the institution wallet

e Amount that is on hold by system for processing the requests

e TDS Amount

Click on “Wallet Details” option under “Billing Management”. User will be redirected to following screen:
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B Pl Thewabald Lisin

Wiallet Balance
Hatd Ammanl
TS Arresuma
Thawsbedd Lisnit :

Misirrum Balares

Figure 117: Wallet Details

What is threshold Limit?

It is value that will be used by the system to alert the users whenever the balance in wallet reaches the
defined value through email.

What is minimum balance?

It is limit set if the wallet balance reaches at this level, system will not allow any further activities like
upload, download and modification.

Following are the steps to explain how to set the Threshold Limit and Minimum Balance:

Click on “EDIT” Button.

Enter the value for Threshold limit.
Enter the value for Minimum Balance.
Click on “SUBMIT” button.

rPownE

7.3 Proforma Invoice Workflow:
This workflow explains how the user can add balance in the application wallet for institution.

7.3.1 Creation of Proforma invoice by FI Maker:
Following are the steps to explain how to creation of Proforma invoice:

1. User needs to click on “Proforma invoice list” option under “Billing Management” menu. User will
be redirected to following screen:
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Figure 118: Proforma invoice list

2. Click on “NEW PROFORMA INVOICE” button. Following screen will appear:

A testbed.ckycindia.in/fadmin/signaturevalidate.action

«» s X2

Mame: GENEVIE SEQUEIRA (1AD07970)

Code: IN4504RG
Branch Code:  IN46048R

KYC Management Logs and Reports r Management ~ ng Management

Fields marked with * are mandatory.

11 Billing Proforma Invoice

Institution Code : IN4804

Institution : cricket

GSTIN : NA

Registered Address for GST : Communication Address for GST

Maharashtra Maharashira
BILLING DETAIL > Billing Details

Amount to be credited to the Web-wallet by the Financial Institution® 0
Add Applicable Taxes - IGST @ 18% 0.00
Gross Total o
Less - TDSat | 0.0% - Not Applicable v
Total Amount Payable by Financial Institution
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11 Billing Proforma Invoice

Institution Details

Total Amount Payable by Financial Institution

Institution Code IN5065
Institution C
GSTIN 04DRTPT5566T121
Registered Address for GST Testuodaton gngmunication Address for gfg
jhghghg
L3
Ghennai adsf
Chandigarh Assam
412101 458545
BILLING DETAIL > Billing Details
Amount to be credited to the Web-wallet by the Financial Institution* 0
Add Applicable Taxes : IGST @ 18% 0.00
Gross Total 0
Less : TDS at - Not Applicable v

SUBMIT

Figure 128: New Proformainvoice screen

3. Fill the valid value in “amount to be credited to the Web-wallet” and select the TDS value from the

options available in the drop down and click on “SUBMIT” button. User will get a success
message with Proforma invoice reference number and record will go for checker approval.
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& testbed.ckycindia.in/fadmin/signaturevalidate.action

« s X3

Name: GENEVIE SEQUEIRA (1A007370]
FiCode:  IN4804

Regional Code: IN4G04RG

Branch Code:  IN4SD4BR

KYC Management - Logs and Reports - ing Management ~ Administration ~

Invoice List
Invoice / Proforma Invoice From To
Number: Date: Date:

s

ADD TDS DETAILS NEW PROFORMA INVOICE

FI Checker - TDS fow ot ’
0210972020 CERSAIICKYC/PI20202100000152 100.00 118.00 Fi Maker Draft e o TDS Pending

ELMaker. TDS flow not o
151012020 CERSAIICKYC/PI20192000001366 100.00 118.00 FI Checker Draft Payment defails ot TDS Pending sy

entry pending '

221112019 CERSAICKYG/PI20192000001130 100.00 13,00 Fi Maker Draft View 108 Tow not TDS Pending
0611172019 CERSAUCKYC/P/20192000001127 100.00 118.00 FI Maker Draft View TDS fow not TDS Pending
1210612019 CERSANICKYG/P/20192000000555 100.00 108.00 Fi Maker Draft iew 108 Tow not TDS Pending

Figure 119: Proformainvoice list

7.3.2 Approval of Proformainvoice By Fl level Checker:
Following are the steps to explain how to approve the Proforma invoice:

1. User needs to click on “Proforma invoice list” option under “Billing Management” menu. User will
be redirected to following screen:

s 2 Bk

Name AN GagrrOeeg S CAXCIIY |
NGt NI

KW Managrement

Iwvoice Lint
ot s Byien B At et Vgt Date Mates Adtion
CHRRAICK T IR e mw e i Maner Cra® 20 ooy seeay
.
SARLANOX T TR AR i "woe g2 e ) P Owine ost 00 Carrating ented "
CERSALCK LT AR Qe -n L0400 Caguesy veted o -y
CIRSAICI Y TROT AR 1 1000 00 andceie Sagar, ve-tet o OI
CURBAICK LA AN 128 8¢ "o teouzm Bagany wcted Yxx ap
CERSAIOK TAOT AT 6 o e [T Ga Cegor, o tet o é;
CARBAICK LI APRD Y 198 5¢ "o e ot gy v et o a;
PRIV | ]| WO .

Figure 120: Proforma invoice list
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Checker will be able to see records with action as “FI Checker-approval pending” in the list.

Click on “FI Checker-approval pending” link under action column. Checker will be redirect to the
detailed screen of the record which is as follow:

Institution Details
Institution Code
Institution

GSTIN

Registered Address for GST

Invoice Details

Proforma invoice created Date

Proforma invoice Reference
No.

IN5065

04DRTPT5566T121

Communication Address for

Testuodaton GsT

jhghghg

L3

Chennai
Chandigarh

412101

08/09/2020

CERSAI/CKYC/P/20202100000158

sfg

adsf
Assam

458545

BILLING DETAIL

> Billing Details

2. Checker can approve the record if the data provided by maker is correct by clicking on
“APPROVE” button .If the data provided is not correct the checker can reject the record by

Gross Total

Amount to be credited to the Web-wallet by the Financial Institution*

Add Applicable Taxes : IGST @ 18%

Less : TDS at | 0.0% - Not Applicable v | of Basic amount

Total Amount Payable by Financial Institution

1000.00

180.00

1180.00

0.00

1180.00

Figure 121: Proforma invoice authorization

providing the remarks and then clicking on “HOLD” button.

3. Ifrecord is approved by checker it will go to FI maker’s action list for payment details. Else it will

go FI maker for correction.
4. User can download the Proforma invoice PDF if approved, by clicking on PDF icon in Invoice list.
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Figure 122: Proformainvoice list

7.3.3 Payment details entry for Proforma Invoice:
Following are the steps to explain how to enter the payment details for Proforma invoice:

1. User needs to click on “Proforma invoice list” option under “Billing Management” menu. User will
be redirected to following screen:

* 8 Rk
Nt Gaganceey Sngn GAJOOZLS |
. -

KX Masagrment Lo and Reports s Managreest g Maragerrer
lovolce List
P beam ¢ W s e At Mot Payveet Daate Mt e Yy
B ) 0% 00 e AT ) Coerser Orat 121« PTER SONR MY LS o
RS AN CAOHBAIRTS e " TRAT 1 Omchar Wond Yes oy
CUNBACK Y CMIS AL we (S %] PO Sopry " 1w a;
CERSAICC P LRI IAPRDE Y N 1900 92 P Degwry o-tet Ve EN
CARSAICK Y TIOSHAIRD Y il 1o o) et SayeTs ve et yae e
SORBAICK NS AN oS - o0 LG H Pegary vected Yan é"
CLRSAICK Y LIS IAIRDE um . e Cogwey ve-ter vee e
S PRIV )R .

Figure 123: Proforma invoice list
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2. Maker will able to see a record with action as “FI Maker-payment details entry pending” in the list.
Click on “FI Maker-payment details entry pending” link under action column. Maker will be
redirected to the detailed screen of the record which is as follows:

GSTIN : UHUR T TO000T 121
Registered Address for GST : Testuodaton g&;:\munlcahon Address for : sfg
jhghghg
L3
Chennai adsf
Chandigarh Assam
412101 458545

Invoice Details

Proforma invoice created Date  :  08/09/2020

Proforma invoice Reference CERSAI/CKYC/P/20202100000158

No.

BILLING DETAIL > Billing Details

PAYMENT DETAILS Amount to be credited to the Web-wallet by the Financial Institution*® 1000.00
Add Applicable Taxes : IGST @ 18% 180.00
Gross Total 1180.00
less: TDSat | 0.0% - Not Applicable v 0.00
Total Amount Payable by Financial Institution 1180.00

SUBMIT m RECALCULATE

Figure 124: Proforma invoice-Billing details

3. Click on Payment Details tab. User will be able to see the following screen:

Vot Deta i lovose Detain

B Do armena (woae

ParvenT Oty

m oo

Figure 125: Proforma invoice-Payment details

4. Enter the required valid data in all the mandatory fields. Then click on “SUBMIT” button. Record
will go to checker for approval.
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5. In case amount paid is not the same as Total amount payable, user can recalculate the amount to
be top up by clicking on “RECALCULATE” button.

7.3.4 Payment details authorization by Fl checker:
Following are the steps to explain how to approve the Proforma invoice:

1. User needs to click on “Proforma invoice list” option under “Billing Management” menu. User will
be redirected to following screen:

Nametly  gaganceny Sagh JAS0EI1Y )
\ 5 [yS-gpe

V0 Managoment - Logs o0d Repewts  « et Masagemert - At Mariagerewerd -

lovalos List

CIRSAICK OGS WATRTSS "% 0 nw RATTN 1 Ve T 1] Chmatm - moers W SREa =y

CIRBAICE T CACE AN L) e 4TINe oty e et 2z e

Figure 126: Proforma invoice list

2. Checker will able to see a record with action as “FI Checker-approval pending” in the list. Click on
“FI Checker-approval pending” link under action column. Checker will be redirected to the
detailed screen of the record which is as follow:
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Institution

GSTIN 04DRTPT5566T121
Registered Address for GST Testuodaton gcsmemunication Address for gfg
jnghghg
L3
Chennai adsf
Chandigarh Assam
412101 458545
Invoice Details
Proforma invoice created Date 08/09/2020
E’O"_forma invoice Reference CERSAI/CKYC/P/20202100000158
BILLING DETAIL > Billing Details
PAYMENT DETAILS Amount to be credited to the Web-wallet by the Financial Institution* 1000.00
Add Applicable Taxes : IGST @ 18% 180.00
Gross Total 1180.00
Less: TDSat | 0.0% - Not Applicable v 0.00
1180.00

Checker can approve the record if the data provided by maker is correct, by clicking on
“APPROVE” button .If the data provided is not correct the checker can reject the record by

Total Amount Payable by Financial Institution

SUBMIT m RECALCULATE

Figure 127: Proforma invoice authorization

providing the remarks and then clicking on “HOLD” button.

If record is approved by checker it will go for Registry approval. Else it will go FI maker for

correction.

After Registry approval, balance would be added in the application wallet of the institution.

7.3.5 Correction of Proformainvoice:
Following are the steps to explain how to approve the Proforma invoice:

1.

User needs to click on “Proforma invoice list” option under “Billing Management” menu. User will
be redirected to following screen
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Logs and bepornts el Mumagement - g Nanagrrwrt -

neertn ey e * 4
» 470 Zegwry wwres .

0 0t e Sepuny aows ves

AT s .

Figure 128: Proformainvoice list

2. Maker will be able to see a record with action as “FI Maker-Correction required” in the list. Click
on “FI Maker-Correction required” link under action column. Maker will be redirected to the

detailed screen of the record which is as follow:

Dais Deias

Parvnt OO

memais Remarks for acception or rejection

mm

Figure 129: Proforma invoice correction

3. After correcting the details as per the remarks provided maker can resubmit the record by clicking
on “SUBMIT” Button. Record will go to checker for approval.
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7.4 Unconfirmed Transactions:

When Fl is making payment to CERSAI account through NEFT/RTGS, corresponding proforma invoice
reference number needs to be mentioned in the “Remarks” field. In case Proforma invoice number is not
mentioned or incorrect invoice number is provided during payment then Institution web wallet will not be
credited until payment will be linked with correct invoice. In this case Institution admin has to link the
payment with correct proforma.

Following are the steps Institution admin has to follow to link payment with the correct proforma:

1. Click on “Unconfirmed Transactions” under Billing Management Menu.

KYC Management ~ | Logs and Reports  ~ ‘ User Management ~ | Master Management -| Billing Management ~

Proforma Invoice List

WELCOME TO INSTITUTION USER LOGIN
CHOOSE THE SERVICES FROM THE MENU

Figure 130: Unconfirmed Transactions option under Billing Management

2. Click on “Link” to open all proforma invoices generated (Checker approved with or without
payment details).

KYC Management - ‘ Logs and Reports = | User Management ~ | Master Management v| Billing Management ~

Unconfirmed transactions

““m Virtual Account No- m
VCKYCQAZXCVV336 Link

19/08/2018 UTRtrn 16000.0

Click here open generated
proforma invoices

Proforma Invoice No provided in
remarks during payment shown here

Figure 131: List of Unconfirmed transactions

3. Select the correct proforma against which payment has been made and click on “Link Proforma
Invoice” button.
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KYC Management ~ Logs and Reports  ~ User Management ~ Master Management ~ Billing Management ~

T T N
Profoma Reference number Payable Amount

18/08/2016 UTRtrxn CW\0396 Link
CERSAICKYC/P/2016/JULY/400 .51
CERSAIICKYCIP/2016/AUG/420 20144
LINK PROFORM A INVOICE
\ |/
v

Select proforma invoice against which
payment has been made by clicking
corresponding radio button.

Click here to link the selected
proforma with the transaction made.

Figure 132: List of generated proformainvoices

If the payable amount mentioned in the linked proforma invoice matches with the actual payment made
then web wallet will be credited by the creditable amount mentioned in proforma invoice.

7.41 Correction Required by FI Maker:

In case the payable amount mentioned in the linked proforma invoice does not match with the actual
payment made then that linked proforma invoice will be put on hold by registry with proper remarks and
corresponding status of that invoice will be changed to "Registry Checker Verified Hold”.

Now FI maker has to take action to rectify mismatch in paid amount and payable amount.
Following are the steps FI maker has to follow:

1. Click on “Proforma Invoice list” under Billing Management Menu.
2. Click on “FI Maker correction required” link under Action column for the linked Invoice Reference
Number.

KYC Management - Logs and Reports  ~ User Management ~ Master Management ~ Billing Management ~

Invoice List

ADD TDS DETAILS NEW PROFORMA INVOICE

CERSAVCKYCI/P/2016/AUGI420 1600.00 2014 40 220812016 Registry Checker Verified Hold FI Maker - Correction required TOS flow not intiated TDS Pending ﬂﬁ;
CERSAVCKYC/P/2018/AUGI419 1000.00 1259.00 180812018 FlChecker Hold View TS flow not intiated TDS Pending ﬂ%ﬂ_;
CERSAVCKYC/PI2016/JULY/400 10.00 1.51 260712016 FlChecker Draft Fl Maker - Payment details entry pending TDS flow not intiated TDS Pending ﬂ‘fi_;
CERSAVCKYC/P2016/JULY /389 100000.00 103050.05 2610712016 Fl Checker Draft View TOS flow not inttiated TDS Pending ﬂﬁ;
CERSAVCKYC/P/2016/ULY/381 8591369 100000.00 1510712016 Registry Verified View TDS flow auto closed TDS flow aute closed ﬂ%ﬂ_;
CERSAVCKYC/PI2016/JULY /380 970.40 1000.00 150072016 Registry Verified View Fl Maker TDS Submitted View “F;
CERSAVCKYC/P2016/ULY 379 130378 150000 150712016 Registry Verified View TDS flow auto closed TDS flow auto closed ﬂﬁ;

«PREV | 1| NEXT »

Figure 133: Invoices list-Maker

3. Click on “Recalculate” button to adjust Total payable amount by Fl against payment made.
4. Click on “Submit” button.
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KYC Management - Logs and Reports - User Management - Master Management - Billing Management

Institution Details Invoice Details
Institution Code IND396 Profoma invoice created Date : 22/08/2016 | |
Institution test fi for ist. Profoma inveice Reference No. CERSAI/CKYC/P/2018/AUG/420
48
Mumbai
Andhra Pradesh India
4006807
Biung Detan > Billing Details
PaymenT DETAILS ‘Amount to be credited to the web-wallet by the Financial Institution*® 1800.00 =
Add Applicable Taxes : Service Tax 1 @ 14% 22400
Swachh Bharat Cess 1 @ 0.5% s.00
Krishi Kalyan Cess 1 @ 0.5% 8.00
. Test new tax @ 10% 180.00
Maker will not be allowed to e o g
make changes in Payment R Toxon et 1 8 105
. . . Gross Total 2030.40
details tab. Section will be read NN reserempery | L
Only_ Total Amount Payable by Financial Institution 2014.40 -

Total peyable amaunt does nat match with psid amount, Plesse recslculste totsl payable smount
Remarks:

E3 3 —>| Click here to “Recalculate”

Figure 134: Maker Submit screen

Note:

¢ Maker will not be allowed to submit without clicking on Recalculate button.
e Tax values will also be recalculated as of current charges.

7.4.2 Approval required by Fl Checker:
Once the maker successfully submits proforma invoice after making required changes then checker

needs to approve the same.
Following are the steps FI checker has to follow:

1. Click on “Proforma Invoice list” under Billing Management Menu.
2. Click on “FI Checker Approval” link under Action column for the linked Invoice Reference
Number.
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KYC Management ~ ‘

Logs and Reports  ~ | User Management ~ ‘ Master Management ~

Billing Management -

Invoice List

CERSAI/ICKYC/PI2016/AUG/420

CERSAIICKYC/P2016/AUG/418

CERSAICKYC/P/20161ULY/400

CERSAIICKYC/P/2018/JULY/399

CERSAIICKYC/P/2016WULY/281

CERSAICKYC/P/2016/ULY/280

CERSAICKYC/P/20181ULY/379

12608.35 16000.00 2210812018
1000.00 1258.00 18/08/2016
10.00 11.51 261072016
100000.00 103050.05 2610712018
£6918.69 100000.00 15/07/2016
§70.40 1000.00 15/07/2016
1303.78 1500.00 1510712016

ADD TDS DETAILS NEW PROFORM A INVOICE
T T

FI Maker Submitted Fl Checker - approval pending TDS flow not initiated TDS Pending Eﬁ:
Fl Checker Hold Fl Maker - Correction reguired TDS flow not initiated TDS Pending ﬂﬁ:
FI Checker Draft View TDS flow not intiated TDS Pending ﬂlr\i_:
FI Checker Draft Fl Maker - Payment details entry pending TDS flow not initiated TDS Pending Eﬁ;
Registry “erified View TDS flow auto closed TDS flow auto closed ﬂ‘f'_:
Registry “erified View Fl Maker TDS Submitted FI Checker-Approval Pending ﬂﬁ:
Registry Verified View TDS flow auto closed TDS flow auto closed ﬂ%\i_:

Figure 135: Invoice list-Checker

3. Click on Approve button after verifying details.

Institution Details

nstitution Code INO396

nstitution : testfifor iat
48
Mumbai

Andhra Pradesh
400807

India

Invoice Details

Profoma invoice created Date -

Profoma invoice Reference No.

22/0812016
CERSAICKYC/P/2016/AUGH420

BILLING DETAIL

> Billing Details

PAYMENT DETAILS

Gross Total

Less:TDsat | 0.0% -Undersection0

Amount to be credited tothe Web-wallet by the Financial Institution®
Add Applicable Taxes : Service Tax 1 @ 14%

Swachh Bharat Cess 1@ 0.5%

Krishi Kalyan Cess 1@ 0.5%

Test new tax @ 10%

Swachh Bharat Cess @ 0.9%

New Tax ON Test new tax @ 10%

¥ | of Basic amount

Total Amount Payable by Financial Institution

12608.35
176617
63.04
63.04
1260.24
113.48
12608
16000.00
0.00

16000.00

Remarks

srron oo o |

Click here to hold the invoice. If invoice is
put on hold it will go back to maker for
correction.

Figure 136: Checker Approval Screen

After checker approval, Institution web wallet will be credited with the approved amount.

7.5 TDS Certificate Upload work flow:

This workflow explains how the user can upload TDS certificate for the invoice for which TDS needs to be

uploaded.
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7.51 Upload of TDS certificate for invoice by FI Maker:
Following are the steps to explain how to upload TDS certificate for an invoice:

1. User needs to click on “Proforma invoice list” option under “Billing Management” menu. User will
be redirected to following screen:

Logs and Reports ~

Bavolce List
P = = [ et Poymest | Oute Yara Adtion T8 etun O Actions
CERIAOCTADON IR M 100 in Iraeon Fugaw, awtet Y. TOS Cansicam Penceg TIMe o Ahsond T3 Cortiomy °;
CERSACOVTAOOANEIY) T CT ITRRION Sngayy it Yew TOS Cortic ste Paning 710 v Aldoad T Corticste EN
CERBAMOCACADE W AN 1o . Jeouoen Fmgaw ot ves TOS S st coand TOS Sow auls chetad e
CERIAVCIrCPOOINES 299 wm 2606000 Fagav aeded - O S s cloand TOS S uts Covnd @r
CERMAMCX PO ANE e [ Teuen Fugary et e Fogany 105 et e -
CERIALCIVCPCOE NS vor ' NN Segav; Arted - Pogary 108 Vevied v Q“
CERAACTERIMNE 10 1w ) I e Bogeny 105 Vrtied - “p
CERAACK AT AN " o TIMITON Rogavy arted ey TO/5 Sow aebe cloned YOS Sow s choned -
CERIAVCTUPCIMNETY ) um o wesIeN Sy el own TO5 fow ok chaed TUS S ms chmet e
CERSA IO ) 200 ne 195670K Ewpavy e o Pegury 10T vwréet s e
CORAAICKCE0 16 AN 1 un e BN Sy et - [-7 pevepv— TOS S sl cmed N

Figure 137: Proforma invoice list

2. Click on “ADD TDS DETAILS” button. Following screen will appear:

s 2 Rt
Mome i GAANICEP LG
az0c
\ . ot NS00

TDS Pending Liv

ke Dutr I M Grums At 103 Dwdhon e e e td Tan Geposied Date 108 Cortifien e
Tre 0N CERTACNTTD0 1R “n " ?

-
27 20V CERSAMCNYTOMHSIUNT ns L =

Figure 138: TDS Pending List
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3. Maker will be able to see all records list for which TDS certificate is required. Fill Challan number
and TAX deposited date and check the checkbox. Maker also can select multiple invoices for one

TDS certificate. Click on Upload TDS Button. Following screen will appear:

@

KYC Masagerment - Sogs aad Reports

TOS Panding Livt

D CERALTY YOOI LA

e 200 CENSAON LoD AAS

Figure 139: TDS Certificate upload

& 2 Bl
Boma A GAIANILTP BNGe
| 300 bt

4. Fill all the field with proper data and click on submit. User will get a success message and record will

go for checker approval.

Sign Ont

L ]
Nome A>  GAZANILE? NG
a0 4l
Nt “Cir
Pageonat e, 4IRS
Beans Gode NS

Logs and Reperty  «
TOS conificate has bean uploaded secoessiully
favoice Limt
Peterrmee Maney B e Armensmt Nt P Cete Satue Ao 08 Staten

CHRMCK TSR MUUND I3 L€ e atw Segen et Yew P10 o TO5 St

TR KA LA S2S ) ww T Fonv ot %z TS Cottate Paning
ORI WA AL 0 (L) MmN Bogew, Swwies Yeu TO% S e Cotnd

CERBACK YOS AR 1% T e Coguv, cwiwt v TS S svie chand
CERSMC VT OO NI 19 1% IV Segey; Lwrles Yen Bogary TU3 Verled
CERTMCKYCPO NIUNEI "o " 00N Caguvy iwios e Rnguiry TOS Vet
CERSAMCYCPOI N2 L ] %0 o Sagury Vietes e Rnguty TS Vet

CERSMCRY PO ALY "noe 12 Pt Cagay cwitmd v TS fow suts cotad
CRRANCIYCA W ANEN O " nn ot Segen, wtes e TOF5 o sl shoans

Figure 140: Proformainvoice list

7.5.2 Approval of TDS certificate for invoice by FI Checker:
Following are the steps to explain how to approve the Proforma invoice:
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1. Checker needs to click on “Proforma invoice list” option under “Billing Management” menu. User
will be redirected to following screen:

- » 2 Rl
Moma it Jegenress Lag | 420 bt
Aot NS00
4 Bagrnal Conde 14343
g Branh Codee  EBOA

tavoice Lint
L | S Aot DRTET aw Statia Action 105 Maten | 108 Action
CERBRCRYOIIT NI s = o ] o 710 TOS Suteed Godwim A Pt ey
CERSSCXVCATT MIUMEN) wm um rrovm Fezavy iwtes s 7O Cortie she Pniing FLMer s 1073 Cortme =g
CERBACH O TN (] ' Jevectm Zagani wwtes > 105 Sew mns shotwt 105 fow swte chened N
I T R TS 1 am JevectM Segay) swtes . TOS Sow s st TOS S et clobad =y
CERSRTRNC PO NI 59 1% v Tepav whes e Rty TOS Vwtied e &y
CORBMCHYC AL ™ " 7ot Sajay vwtes - Regat) 103 Vwted e -
IR CRYC RO AN 1% 1% e Fegavi wed e Ragawy TO8 Vavied ces -
ARG NP ALY nes 1 At Pogavy veeted - TOS e snie riosed TS A oty (el -l
CORAAIC VAR ALY ) =u 19000 [, -~ TS e aus it TO% R e chaaedt oy

Figure 141: Proformainvoice list

2. Checker will be able to see records with TDS Action as “FI Checker-approval pending” in the list.
Click on “FI Checker-approval pending” link under TDS Action column. Checker will be redirected
to the detailed screen of the record which is as follow:

= « = EX1
Bowe b Gage-smey boge (w3010
H Mot NI
. Pograral o, V14005
. Boonch T ABeMAR

DS Pending Lint

Invcloe Date | [ | G Aot 1R85 Dot ot (hallan boamber ! Fw Orponied Dt 05 Cortiicate
17 29 CERSAUCKPTONIBINE SN M LT TN 2016082 ¢
T Lh L1
% Cersdonte * ww TOS cershente
oot 10 19102

108 Corvicate Dane

Romanss dsitsaciatng

= 2

Figure 142: TDS Certificate Details

3. Checker can approve the record if the data provided by maker is correct by clicking on
“APPROVE” button .If the data provided is not correct the checker can reject the record by
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providing the remarks and then clicking on “REJECT” button. Checker can download the upload
certificate by click on “click to view TDS certificate” link

4. If record is approved by checker it will go to Registry maker’s TDS action list for approval. Else if
rejected, maker has to repeat the process as mention in section 7.3.1.

7.6 Ledger Report:
This report will allow users to see the amount credited to and debited from their institution wallet for a
particular interval of time.

Following are the steps to explain how to view the ledger report:

1. Checker needs to click on “Ledger Report” option under “Billing Management” menu. User will be
redirected to following screen:

Figure 143: Ledger Report: Search option

2. Fill “From Date” and “To Date” fields and click on “SUBMIT” button. User will be redirected to
following screen
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M Name Bling teting Da%e 30-06-2056

# Address whjehjehjcn Period 1530 2016 to 25Jun-2016
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Figure 144: Ledger Report

3. In case of Debit, user can see the detailed view of usage by clicking on the hyper link provided
under Particulars column. After clicking on that user will be redirected to following screen i.e.
usage intimation screen:

W Managerrenat Lngs and Repovis Wiarier Wanagrment [ -

Usags Indimatan

[T Bling TETing e 15-06- 2086

W Addreas i fch iy ol g iy FL-1Wd2Ed-i0- 1 5043016
Fhihi
rgh ¥l regeatration Ma FL-1W02RE

Jrik ], R

——— [ P — [wr— Fe——

KT musnisnars

KT Wplan 1 agg T

1 o T

Leis ) L] 108 L]

L Vydaty L 5 L

D v ifectian

Pk L] 1. L1}

it L] Ll ni

GROES TOTAL 200

Figure 145: Usage Intimation Report

4. In case of credit, user can see the detailed view of Invoice by clicking on the hyperlink provided
under Particulars column. After clicking on that user will be redirected to following screen i.e.
Proforma invoice detailed screen:
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OCMassagemwnt - | (opiandieports - | UserMunagement - | Manter Munagement - | g Masagement -

o

Irstnston Details fevedce Dotnile

Baine D Y DEwg Detats

Parnaint Devas

Figure 146: Proforma invoice detailed screen

5. Along with amount credited and debited user can also see the opening balance on date selected
in “From date” field and closing balance on date selected in “To date” field.

Note: Ledger report is available till previous day.

7.7 Usage intimation Report:
This report will allow users to see number of record uploaded, downloaded and updated along with their
charges. In addition to this user can see the number of ID’s verified for that day along with the charges.

1. Checker needs to click on “Usage Intimation” option under “Billing Management” menu. User will
be redirected to following screen:
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Figure 147: Usage Intimation Report : Search screen

2. Fill the date field and click on submit button. User will be redirected to following screen:

VT Managemment - lopasdBeports - |

¥l Nama Eelling Swwting Date SR-08- 2000
¥l Addrens kjhfuhfhib Bl errmacn R FL=1R03M-U0- 18042301 5
fhibis)
Frjbh FI regintrabion Mo FL 1RO N,
f k|, OOIRORCOR0 AT
Farvillais [TH) r——— (¥ P
KYC maintenancs
KT D T a2
3 (T s
KNG Downiand (] LW a
BT ety L] Ll s
O e et
Ll 1 L L]
W L
Ere i L1 sl

Figure 148: Usage Intimation Report : Detailed screen

3. User can download the details of record in excel by clicking on hyperlink under No. of transaction
column.

Note: Usage intimation report is available till previous day.

User Intimation Download Records should contain the additional column called “KYC Number” in the
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User Intimation - Download

Date
Ref. No KYC Number Fl Code Region Code Branch Code Created by
499215 "0006713627665  ING48S ING648BRG INB48BBR 14011664
7499226 "60026469504994  ING488E ING648BRG ING48BBR 14011664
1199228 '60017104341058  ING48S ING648BRG INE48BBR 14011664
499230 "60047027406502  ING48B ING648BRG ING48BBR 14011664
499247 "50047027406502 NGBS ING648BRG ING648BBR 14011664
499249 "30094804443143  ING48S ING648BRG INB48BBR 14011664
199252 '50069800633779 NG4S ING648BRG ING488BR 14011664
499254 "30089303337897  ING48B INB48BRG INGB48BBR 14011664

Download details of that particular Download Record to cross check with the institution.

Figure 149: Usage Intimation Report Download xIs file
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