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Note: Admin User of Corporate Shareholders will 

have all the menus and Functions of Admin user as 

well as Compliance user. 
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1. Login to e-Voting 
 

Type the following address in the address bar www.evotingindia.com and click Enter. 
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Click on Custodian / Corporate Shareholder. The following screen would be shown. 

 

 

Now enter the User id, Entity id as received in the email and enter the Characters Displayed. 

Click on Login. After clicking on Login for the first time the pop-up shown below would be 

displayed.  

 

 

Click on OK. The user would be taken to the password entry screen as shown below. 
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The user has to enter a password of their choice in the New Password and Confirm the Password 

field. Please note the new password has to be minimum eight characters consisting of one 

alphabet, one numeric value and a special character. After you change the password the system 

will re-direct you to login again with the new password. Please record and memorise the 

password as the same would have to be used for all future logins. 
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2. Menus for Custodians / Corporates Admins 
 

After the user has logged in the following screen would be displayed to the user. 
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(i) Manage Users: In this menu the Custodian / Corproate Admin can do the following 

functions: 

1. Create New users,  

2. Edit Details of Users already created,  

3. Reset Password of Users created in case the password has been forgotten and  

4. Invalidate a user created by them. 

After clicking on Manage Users the following screen would be shown. 

 

 

The admin can create the following types of users  

(i) Compliance User and  

(ii) Voting User.  
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The login details will be sent on the email ID provided at the time of user creation. 

 

Compliance Users: This user type has the rights to create linkages and also upload the Board 

Resolution of the entity. The user has rights to assign the voting rights to the Voting Users as the 

Voting Users can only vote if the rights are assigned to the users. 

Voting Users: This user type can only act as a voting user and does not have the rights to upload 

mappings and the Board Resolution. The Voting User can cast a vote on any account only if the 

user has been allocated a specific demat account or EVSN. 

(a) Create Users: After login click on Create New. The following screen would be 

displayed. 

 

Cick on the circle stating Compliance User and enter the following: 

Userid: This could be any user id as decided by the company. 
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Name: Enter the name of the user for whom the login id is being assigned. 

Email id: Enter the email address of the user for whom the login is assigned. 

Please note that once the login is created the login details email would be sent to 

the email address of the user. 

(ii)  Change Password: The user can change the password through this menu. Following 

screen would be displayed. The user would have to relogin with the changed 

password after changing the password. 
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3. Menus for Compliance User 
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(i) Mappings: This menu permits the entity to link all the member ids or folio numbers 

which are serviced by it or under its name. The Mapping is a one time activity and is 

not required for future votings or instances of voting, till and until the member id 

undergoes a change. 

 

(a) Create Mapping: Enter the Member ID (Demat account or Folio Number) which has to 

be mapped to the Entity Id along with the scanned image of the Power of Attorney (POA) 

in .pdf format. Please note that the EVSN or user id should not be mapped under this 

option. The POA naming convention should be Member ID_POA. Click on Browse and 

select the POA file. Then click on Submit. Screen Shot given below. 

 

 
 

For Corporates: Users who have not been given a POA for the member id which is being mapped 

should note that no POA should be uploaded. 
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After clicking on submit following confirmation screen of mapping has been recorded will be 

displayed. 

 

The entity should send an email to the e-Voting Helpdesk on helpdesk.evoting@cdslindia.com 

containing the following details for approval of the one-time mapping: 

1. Entity Id and Entity Name. 

2. Member id proposed for mapping. 

 

 

Custodians after upload / entry of the mappings in the system, would have to submit a 

physical document after sending the scan copy containing the list of member ids proposed 

for mapping under their login, which should be signed and stamped by their Authorised 

Signatory, for approval of the mappings by CDSL. 

 

 

 

mailto:helpdesk.evoting@cdslindia.com
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(b) Manage Mappings: The Compliance User can check which Members Ids entered for 

mapping are in proposed stage and which are approved by CDSL. The user can also 

update the Power of Attorney (POA), delink a Member ID permanently after approval 

and generate a report of Member IDs approved by CDSL under their entity code. 

 

 
 

 

The user has the option to select the account mappings under the following categories: 

a. Proposed: These accounts are yet to be approved for mapping and are not 

available for voting. 

b. Approved: These accounts are already approved for the entity and are available 

for voting. 

c. All: both the categories of mappings would be viewed, the Approved accounts 

would be shown first followed by those in the Proposed status. 
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Delink Mappings: The user has the option to delink the mappings from the member id(s) or 

folio number(s) mapped to the entity. However, the user would be able to do so only for those 

which are in the Approved Status. 

Download Mappings: The user has the option to download the mappings for all the member 

id(s) or folio number(s) mapped under the entity.  
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(ii) Manage Voting Users: The user can manage voting users through this menu. 

 

 
 

This option can be used to update the user profile details of a user including the name and email 

address of the user. However, it should be note that the user id cannot be changed from this 

option. 
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(iii) Manage Groups: This option enables the Compliance User of the entity to create a 

group of voting users who have access to the same or multiple accounts. The User can 

create a group and allocate different voting users to a group & can also edit group 

users. They can also permanently delete a group. 

 
 

Create Group: The user has an option to create a group where Voting users would be 

forming part of the group. It should be note that Compliance users are not available for 

allocation in a group as they have all the rights for voting and creation. 

 

Edit Group users: This option enables the user to change or modify the list of users within a 

group and can also be used to remove the Voting users from a group. 
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Delete Group: This option is to only delete the group and the allocation to the group in 

which the Voting Users have been included. However it should be noted that deleting the 

group will not delete the users forming the part of the group.  
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(iv) Allocations: 

 

Allocations can be created of the following types of users: 

 

a. Voting User: This permits allocation of member id(s) / folio number(s) to a 

specific Voting User. 

 

b. Group: This permits allocation of member id(s) / folio number(s) to a group 

of voting users forming part of the group. 

 

The system then requires to the user to specify the Allocation Type: 

 

(a) Account Allocation: The user can allocate member id(s) or folio number(s) to designated 

Voting Users or a Group, across any EVSN in which the member id(s) or EVSN(s) are 

eligible for voting.  

(b) EVSN Allocation: The user can allocate EVSN(s) to designated Voting Users or a 

Group, which permits the user to vote across all member id(s) or folio number(s) eligible 

for voting in the specified EVSN.  

 
 

The user should click on the member id from the Option List and move it to the Selection List by 

clicking on the green arrow. If all the member ids or EVSNs are to be allocated then the user 

may do so by clicking on All (in green). 
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In order to deallocate the user has to use the red arrow or click on All (in red) to remove the 

allocation.  

 

After allocating the Voting Users or a Group, Members ID(s) or / and EVSN(s) click on Submit 

following confirmation screen will be displayed. Click OK. 
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(c) Manage Allocations: The user can verify under this menu which Voting User(s) / 

Group(s) have been allocated to the Members ID(s) / EVSN (s). The user has the option 

to search for the allocations based on the following: 

a. User type (Voting User or Group Id) 

b. Allocation type (EVSN or Member id) 

c. Sort of the search results (EVSN, Member id or Allocation Date) 

d. Sort Order (Ascending or Descending) 

 

 
 

In case the user wishes to create an allocation for a specific Voting User or Group then they may 

do so by clicking on Create New. 

 

The user has the option to delete any of the allocations to the specific users or groups. The user 

should select the radio button next to the allocated EVSN or member id and click on Delete. 
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(v) Entry: 

 

(a) Voting – Entry: In order to enter votes received the user should click on Voting - Entry. 

The following screen would be displayed. 
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Enter the Member ID of the investor and click on Check. The EVSNs for which the member id is 

eligible to vote would be shown in the drop down next to EVSN. The following screen would be 

displayed.  

 

 

 

 

Select the relevant EVSN from the drop down menu provided click on Submit. After clicking on 

Submit the following screen would be displayed.  
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The user has to then select the relevant options and then click on the Submit. The user will 

receive a prompt before recording the votes on the resolutions out of all resolutions available for 

voting. 

 

 
 

The user has to click on OK to record the votes. If the user clicks on Cancel then the user can 

edit the resolutions as per their discretion and then click on Submit. Once OK has been clicked a 

confirmation message as given below. 
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It should be noted that the user can login vote on a Member id only once after which further 

voting will be disallowed. 
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(vi) Upload: 

 

(a) Upload Board Resolution File: The User has to upload the Board Resolution File for the 

respective entity. Please note without the Board Resolution file the Custodian/ Corporate 

Shareholder will not be able to vote for the member ids linked under the entity id. The 

file naming convention of the upload file should be Entity Id_BR 

 

 
 

Click on Submit. The following pop-up will be displayed. 
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Click on OK and close the dialog box. The user can view the Board resolution by clicking on 

Upload Board Resolution and the following screen would be displayed.  

 

 
 

(b) Upload Mappings: The user has the option to do a bulk upload of mappings through the 

Upload Mappings option. Details for the upload file structure and the method of creating 

the file are available under the link provided for the file structure. It should be noted that 

the name of the folder in which the POA files and the index are provided and uploaded 

and the .zip file should not be changed after compression. If the file name has been 

changed then the upload would fail.   

Users should also note that the POA files should be provided only where the POA is 

given for the account, else the same need not be provided. 

 

Custodians after upload / entry of the mappings in the system, would have to submit a 

physical document after sending the scan copy containing the list of member ids 

proposed for mapping under their login, which should be signed and stamped by their 

Authorised Signatory, for approval of the mappings by CDSL. 
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(c) Voting – Upload: The user has the option to do a bulk upload of votes received, then the 

user can also do so through the Voting - Upload option. Click on Voting – Upload. The 

following screen will be displayed. Upload the file as per format available under the file 

format link and click on submit. 
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(vii) Report: 

 

(a) Voting Report: The user can obtain a voting report as per the options provided below: 

a. EVSN Status: The user can download a report based on the status of the EVSN 

which is the Active or Closed status and this will include all the member ids 

which have voted across all the EVSN(s) under that status. 

b. Period: The user can specify the period between which the voting was done and 

obtain a report for the voting of all member ids during the period specified. The 

user will have to mention the From and To date for the generation of the report. 

c. EVSN: The user can download a report for a specific EVSN or according to date 

range.  

Click on Generate Report to download and obtain the report. 
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(b) Active Member Report: The user can obtain a holding report and other details in this 

menu. Click on Active Member Report below screen will be displayed. 

 

 
 

Select Excel or Text in which format you want the report. As per your selection below screen 

will be displayed 
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Clicking on Download Active Members: Report will give you the data EVSN, EVSN TYPE, 

ISIN, MEMBER ID, MEMBER NAME, NO OF SHARES, HOLDING DATE, START DATE / 

TIME, END DATE / TIME AND NO OF RESOL for the members which are mapped by you 

and approved by CDSL and who are eligible for Voting for EVSNs whose voting are ongoing. 

 

 

Clicking on Download Resolution: Report will give you the EVSN, RESOL NO AND RESOL 

DESCRIPTION for the EVSNs whose data has come in Download Active Members List. 
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(viii) Email Voting Details: The user can email details of what he has voted on behalf of 

the client through this menu. The user has to select the status of the EVSN viz, Active 

or Closed EVSN and then the EVSN from the drop down menu. The details will be 

displayed below. The Member ID(s) for which emails are to be sent have to be 

selected and then the user has to click on submit. Emails will be sent only if the email 

is present for the shareholder in the Register of Members (ROM) for the EVSN.  

 

 

 

 

After clicking on Submit the system will show a prompt stating if the email will be sent where 

the email is present. If the email is not registered the user would get a message stating the email 

is not registered. 
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(ix) EVSN Inquiry: This menu will display the details of the EVSN for all those member 

ids which are eligible to vote and are linked to the Entity id. The following Screen 

would be displayed. 

 

 

 

Click on the EVSN if to view the Resolution for that EVSN. 
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(x) Check file Status: In order to check if the file has been uploaded successfully the 

user should click on Check File Status. The following screen would be displayed. 

 

 

 

This would give the user a list of all the files uploaded in their login and the status of each of 

those files. If any files are in process then the status would show as Processing and if it has been 

successfully processed it would show as Success. 

 

If there are any errors in the file the Status of the file will show as Errors Details and the user has 

to click on Error Details under the File Status Column. A new window giving the steps to be 

followed to download and view the error details will be provided as shown below. 
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The user has to then rectify the records for which an error was displayed the then upload a 

second file for only the unprocessed or erroneous records.  

 

If the file had the incorrect header record and was not uploaded then the header record should be 

rectified and the entire file should uploaded with a different filename after rectification of the 

errors. 

 

If the status of the upload is processing click on Refresh File Status and the file status on the 

screen would change to Success if the processing has been completed successfully. 

 

For any queries regarding the File Formats and other operational issues you may send an email to 

helpdesk.evoting@cdslindia.com. 

  

mailto:helpdesk.evoting@cdslindia.com
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(xi) Change Password: The user can change his password through this menu. The screen 

shown below appears when the menu for Change Password is clicked. 

 

 

 
 

The password requirements for all categories of users are the same as mentioned earlier. Enter 

the desired password in the New Password and Confirm password fields and click on Submit. 

The user would have to re-login after changing the password. 
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4. Menus for Voting User 

 

 
 

 

Note: The Voting User should have been allocated a Member ID(s) / EVSN(s) prior to 

voting without which the Voting User would be unable to vote. Only once the Voting User 

has been assigned the Member id / EVSN the user will be able to vote on the same. 
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(i) Entry: 

 

(a) Voting – Entry: In order to enter votes received the user should click on Voting - Entry. 

The following screen would be displayed. 
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Enter the Member ID of the investor and click on Check. The EVSNs for which the member id is 

eligible to vote would be shown in the drop down next to EVSN. Click on Submit. The following 

screen would be displayed.  
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The user has to then select the relevant options and then click on the Submit. The user will 

receive a prompt before recording the votes on the resolutions out of all resolutions available for 

voting. 

 

 

 

Click on OK to record the vote(s). Click on Cancel to go back to the voting screen and modify 

the vote(s) as per their discretion and then click on Submit. Once OK has been clicked a 

confirmation message as given below will be displayed. 
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It should be noted that the user can login any number of times and vote for the same Member ID 

for the remaining resolutions till voting has been done on all resolutions for that Member ID or 

till completion of the voting period whichever is earlier. 
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(ii) Upload: 

 

(a) Voting – Upload: The user has the option to do a bulk upload of votes received, then the 

user can also do so through the Voting - Upload option. Click on Voting – Upload. The 

following screen will be displayed. Upload the file as per format available under the file 

format link and click on submit. 
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(a) EVSN Inquiry: This menu will display the details of the EVSN for all those member ids 

which are eligible to vote and are linked to the Entity id. The following Screen would be 

displayed. 

 

 

However, the Voting User should have been allocated the member id in order to vote otherwise, 

the user would not be able to view any of the EVSNs. 
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(b) Check file Status: In order to check if the file has been uploaded successfully the user 

should click on Check File Status. The following screen would be displayed. 

 

 

 

This would give the user a list of all the files uploaded in their login and the status of each of 

those files. If any files are in process then the status would show as Processing and if it has been 

successfully processed it would show as Success. 

 

If there are any errors in the file the Status of the file will contain Errors Details and the user has 

to click on Error Details under File Status Column. A new window giving the steps to be 

followed to download and view the error file will be provided as shown below.  
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The user should then rectify the records for which an error was displayed the then upload a 

second file for only the unprocessed or incorrect records.  

 

If the file had the incorrect header record and was not uploaded then the header record should be 

rectified and the entire file should uploaded with a different filename after rectification of the 

errors. 

 

If the status of the upload is processing click on Refresh File Status and the file status on the 

screen would change to Success if the processing has been completed successfully. 

 

For any queries regarding the File Formats and other operational issues you may email to 

helpdesk.evoting@cdslindia.com. 
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(xii) Change Password: The user can change their password through this menu. The 

screen which is displayed when Change Password is clicked is shown below. The 

user should enter the New Password and re-type the same password in the Confirm 

Password box. The user would have to re-login after clicking on Submit. 

 

 

 
 

 

 

************************************** 


