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Annexure - 1
User Manual for the Uploading Holding Statement.
Following are the steps given to upload the Holding Statement. 
Step 1:- Login into the BEFS Link for uploading of Holding Statement as shown in the below screen.
[image: ]	
	Step 2:- Click on Holding Statement -> Holding Statement (Bulk Upload)
[image: ]

Step 3:- Click on Holding Statement -> Holding Statement (Bulk Upload). 
In case, stock broker is not eligible for submitting the Holding Statement data then stock broker is required to submit a one-time undertaking as shown in the below screen as “YES” and save.
In case, stock broker is eligible for submitting the Holding Statement data then stock broker is required to submit a “NO” as shown in the below screen and save for submitting data. 
[bookmark: _GoBack]
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Step 4:- 
In case, stock broker is eligible for data submission then stock broker is required to upload two files as mentioned below:

Stock brokers need to upload the file as per format given (i.e. csv – Coma Separated + Zip). 
Stock broker needs to ensure naming convention of the two files is as given below. 
· For with Holding file - file naming convention shall be PAN_HS_DDMMYYYY wherein PAN shall be the Stock broker’s PAN and date shall be end of the reporting week (i.e. Saturday).
· For NIL Holding file - file naming convention shall be PAN_NH_DDMMYYYY wherein PAN shall be the Stock broker’s PAN and date shall be end of the reporting week (i.e. Saturday).

You are requested to note that action column should contain characters – A or U or D.
A = Addition; U = Update; D = Delete.
Stock brokers are required to Select Year => Select Month => Select Working Week => Select Holding Option => with Holding/ Nil Holding.
Holding Statement should be uploaded in a single file for all the dates (Monday to Saturday) in a week.



[image: ]

Stock broker need to browse the file –> click on undertaking then –> click on upload file as shown in the below screen.
[image: ]

Step 5: Once you upload the file, a table with details of success and failure count will be displayed as  shown in the below screen , kindly click on the “Submit” button . 
[image: ]

You are requested to verify success count and failure count. If there is “0” failure count then file has been uploaded successfully. 

However, if there is a failure count then stock broker needs to view error file and check the reason for the error submission. On verification of the file, stock broker needs to upload the file again.

On rectification of the file, only error records need to be uploaded.
[image: ]

Step 6:- Stock broker can view the data submitted by them in the below mentioned path. i.e. Holding Statement >> Success Records (Holding Statement).
[image: ]

Step 7:- Stock broker can view error file of their last uploaded data only in the below mentioned path: i.e. . Holding Statement >> Error Records (Holding Statement).
[image: ]
Stock brokers are requested to note the following:
· Data file can’t be revised after the due date of submission and file with success status shall be considered as final submission. 
· In Stock broker's Demat Account number field (third column), please ensure that CDSL and NSDL Demat account numbers are appearing correctly before submission of the data. In case of any error in CDSL account number due to rounding-off, append Double Quotes (“ ”) at the start and end of Demat account number to avoid the auto rounding-off. Eg. “1234567890123456”.
· Steps explained above for uploading with Holding file having name as PAN_HS_DDMMYYYY is applicable for submission of NIL Holding statement file having name as PAN_NH_DDMMYYYY.
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