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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 Issuer / RTA. The following screen would be shown. 

 

 

Now enter the User id, Entity id as received in the email from CDSL 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 Password 

fields. 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 

the user 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 RTA Admins 
 

After the user has logged in the following screen would be shown. 
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(i) Manage Users:  In this menu the RTA 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. 
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(ii) EVSN Inquiry: The EVSN Inquiry enables the user to view all the details of the EVSN 

and the current status of the activities done on the EVSN. Click on EVSN Inquiry and 

select the relevant EVSN from the dropdown menu. The following screen would be shown. 
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(iii) Allocate Functional Users: The Admin has the option to allocate the EVSN to the 

respective users created by under the entity. The users of the entity will be unable to view 

any details of an EVSN under their login till the Admin has allocated the EVSN to the 

specific users. Users have to be allocated for every EVSN and can be modified or 

changed till the activity is carried out by the designated user for the EVSN. In case of 

General Meeting EVSNs where voting is being conducted at the AGM Venue, the 

Maker, Checker and ROM Uploader users have to be mandatorily selected prior to 

start of any activity on the EVSN. The Admin user does not require any allocation. It 

should be noted that the Maker and Checker will have to be two separate user ids as Maker 

user cannot have Checker rights and vice - versa for an EVSN. Click on Allocate Functional 

Users. The following screen would be displayed.  

 

Select the EVSN for which users have to be allocated and select the users from the dropdown 

and then click on Submit. 
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3. Menus for RTA Admins and RTA Maker users 

 
(i) EVSN 

(a)  Create EVSN: The RTA has to do the onward activity after the Company has generated 

the EVSN and obtained a EVSN. The user has to select the EVSN number created by the 

Issuer Company and click on Submit. The following screen would be displayed. 

  

Resolution File: Upload PDF format of the Resolution circulated to members on which  

e-Voting is desired. Click on Browse and select the file in the location where the file is saved. 

 

Notice File: If Notice File is not uploaded by the Issuer then upload PDF format of the Notice 

circulated to members circulated to members on which e-Voting is desired. Click on Browse and 

select the file in the location where the file is saved. 
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Logo File: Upload logo file of the corporate in .jpg / .gif  / .png / .tiff format, if required. Click 

on Browse and select the file in where it has been saved. 

 

Voting Start Date & time: The date and time at which e-Voting has to start. Any date prior to 

the current business date and time will not be accepted. The EVSN has to be setup before the 

voting period has commenced. It should be noted that details pertaining to the EVSN are 

modifiable as long as the Checker has not checked the same. 

 

Voting End Date & Time:  The date and time by which the e-Voting has to close. MCA has 

prescribed that the close time for remote voting in General Meetings should be 5:00 pm on the 

last day of the remote voting period. 

 

Number of Resolutions: Click on Add Resolution, On clicking the Add Resolution a 

corresponding number of text boxes allowing the user to enter the serial number of the resolution 

and a brief description of the resolution will be as shown below.  

 



e-Voting User Manual for RTAs 

User Manual for RTAs Version 1.1  Page 13 of 50 

 

 

 
 

 

The user can accordingly mention the serial number in the Resolution No. field and a brief 

description of the resolution in the Description field. The maximum character limit of the 

Description field is 1000 characters. If the description of the resolution is for a Special 

Resolution then the words Special Resolution should be mentioned at the start of the description 

and if it is for an Ordinary Resolution then the words Ordinary Resolution should be mentioned 

at the start of the description. 

 

Variable Fields: The fields listed below would be displayed in the Create EVSN Screen 

depending on the EVSN type viz, General Meeting or Election Voting respectively. 

 

Meeting Date: This option would be available only if the Issuer Company has selected the 

Meeting Type as General Meeting. The screen would be as shown below. 
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The Meeting Date and End Time of the General Meeting has to be entered which should be any 

date and time after the End Time of the voting period 

 

Maximum Selection: This field would be visible only if the Issuer Company has selected the 

Meeting Type as Election Voting. The screen would be as shown below.  
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The user has to enter the No. of Votes Allowed which has to be less than the number of 

selections provided but not zero (0). The Election Voting option will be permitted only if 

there are a minimum of two selection options provided in the EVSN. 

 

Click on Submit to create the EVSN.  

A pop-up dialog box would be displayed as given below. 

 

  
 

Click on OK and the following screen would be displayed confirming EVSN updated 

successfully. 

 
 



e-Voting User Manual for RTAs 

User Manual for RTAs Version 1.1  Page 16 of 50 

 

 

The EVSN should be noted and recorded for future reference or any queries or information 

pertaining to the EVSN.
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 (b) Modify EVSN: The EVSN can be modified after it has been created, provided the voting 

period has not commenced, by clicking on the Modify EVSN. Select the EVSN to be modified 

and click on Submit. 

 

 
 

On selecting the relevant EVSN, the fields available for modification would be displayed 

allowing the user to modify any of the details. Under this screen all the fields which have been 

updated while generating the EVSN by the company including the resolution details and the 

voting date and time are modifiable.  
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After making the necessary changes in the EVSN as desired and clicking on Submit the 

following pop-up would be displayed.  

 

 
 

 

Click on OK and the following confirmation screen would be displayed. 
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In case of modifications made to the EVSN after having Activated the EVSN, the user 

would have to enter the reason for modification for EVSNs under the Activated Status 

which would have to be then approved by the RTA Checker. The EVSN would be available 

for modification in the RTA Admin/Maker login after the same is intimated to CDSL. 

Select the EVSN status as Activated and select the EVSN and enter the reason for modification. 
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Click on Request Modification. The following screen would be displayed. 

 

 
The checker has to then login and approve the modification request through the Approve EVSN 

Modification option. After approval of the request the RTA Admin/Maker should proceed to 

make the necessary changes in the EVSN. After making the necessary modifications, the 
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Checker has to approve the EVSN details through the Verify EVSN menu and inform the Issuer 

Company. 

 

(ii) Voting Restrictions: 

 

(a) Add/Modify Restrictions: If a particular Shareholder needs to be restricted for voting for a   

particular Resolution in a EVSN or Number of shares to be restricted this menu can be used. 

 

(b) View Restricted Users: Here the report comes for Shareholders who are restricted for 

voting. 

 

(iii) Entry: 

(a) Voting – Entry: In order to enter votes received outside the e-Voting system, the user 

should click on Voting - Entry. The following screen would be displayed.  
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Select the relevant EVSN from the drop down menu provided and enter the Member ID of the 

investor and click on Submit. The following screen will be displayed. 

 

 

 
 

 

 

Select the relevant options for voting as per the details received from the shareholder and then 

click on the Submit. A pop-up as shown below would be displayed. 
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Click on OK to confirm the vote or click on Cancel to go back to the screen and modify the vote. 

After clicking on OK a confirmation message as shown below would be displayed. 

 

 

 

 

It should be noted that the user will not be able to vote for the same userid again after the vote 

has been recorded on the resolutions for the particular EVSN. Click on OK again and the user 

would be taken back to the Voting Entry screen. 

 

If a vote for a security holder whose votes have already been recorded electronically are being 

entered then the system will display the following message.  

 

 

 

Click OK to close the dialog box. 
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(b) Approve SH Vote - Entry: This option permits the user to include a vote which was 

previously excluded from the voting through the Disapprove SH option for a particular 

EVSN. Click on the Approve SH Vote menu. The following screen will be displayed. 

 

 
 

Enter the user id and the select the EVSN from the drop down menu and click on Submit. The 

following screen will be displayed. 
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A confirmation screen will be displayed as below and the Member ID will be approved for 

voting for that EVSN. 
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(c) Disapprove SH Vote – Entry: This option permits the user to exclude a vote which was 

previously considered in the voting for a particular EVSN. Click on the Disapprove SH 

Vote menu the following screen would be displayed. 

 

 
 

Enter the Member ID and click on Check. Select the EVSN from the drop down for which the 

member id should be disallowed or the voting disapproved and then enter the reason for the 

Disapproval. Click on submit. A confirmation screen will be displayed as shown below 

confirming that the user id has been disapproved for voting for that EVSN. 
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4. Menus for RTA Admins and RTA Maker users and ROM Uploaders 

 
(a) ROM – Upload: The RTA Admin / RTA Maker/ ROM Uploader has to upload the list of 

members eligible for voting using this option. The user has to login and upload the 

Register of Members (ROM) as required in the file format specified by CDSL by clicking 

on RoM Upload. The user will be prompted to select the relevant EVSN for which the 

ROM file has to be uploaded. 
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Select the relevant EVSN from the drop down menu and Click on Browse and select the file to 

be uploaded and click on Submit.  
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After clicking on submit the following screen would be displayed. 

 

 
 

The details of the file uploaded stating the size would be displayed. 

 

It should be noted that the ROM upload function is not available to the RTA Maker user 

category. 
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(b) Voting - Upload: The user has an option to upload the votes received outside the e-

Voting system using this option. The user has to click on the Voting - Upload option. The 

following screen will be displayed. 
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Select the relevant EVSN from the drop down menu and Click on Browse and select the file to 

be uploaded. The file should be uploaded as per the format provided by CDSL. After selecting 

the file click on Submit to complete the upload process. 
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(c) Approve SH Vote - Upload: The user has an upload to permit voting or consider voting 

by Members IDs which have been Disapproved earlier for a particular EVSN, through the 

Approve SH Vote – Upload. Click on the Approve SH Vote – Upload. The following 

screen will be displayed. 
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Select the relevant EVSN from the drop down menu and Click on Browse and select the file to 

be uploaded. The user has to upload the file as per the format provided by CDSL. Click on 

Submit to complete the upload process. 
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(d) Disapprove SH Vote - Upload: The user has an upload to Disapprove Member IDs from 

voting for a particular EVSN, which were previously permitted for voting or whose votes 

have been considered through the Disapprove SH Vote – Upload. Click on the 

Disapprove SH Vote – Upload. The following screen would be shown. 
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Select the relevant EVSN from the drop down menu and Click on Browse and select the file to 

be uploaded. The user has to upload the file as per the format provided by CDSL. Click on 

Submit to complete the upload process. 
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(e)  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.  

 

 

 
 

Select the relevant EVSN from the drop down and click on Submit. The following screen would 

be displayed.  
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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 file should be rectified 

and uploaded with a different name 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 contact the e-

Voting Helpdesk by sending an email to helpdesk.evoting@cdslindia.com. 

  

mailto:helpdesk.evoting@cdslindia.com
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5. Mapping 

 

(a) Add Category: Here they can select the EVSN from the drop down and updated the 

Category of Shareholder by mapping with the Sub-Status mentioned in the Register of 

Members (ROM) file uploaded by them. 

 

(b) Delete Category: Here they can deleted the Category mapped by them in Add 

Category if it was wrongly mapped. 
 

 

 

6. Menus for RTA Admins and RTA Checker users 
 

(a) Verify EVSN: The checker login enables the user to only view and approve or reject the 

EVSN. After logging in the following screen would be displayed. 
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Select the relevant EVSN from the drop down menu provided and click on Submit. The 

following Screen would be displayed. 

  

 

 

All the details entered by the maker will be displayed. The checker will not be able to modify 

any details on the EVSN. In case of any errors, the checker will have to report it to the maker or 

reject the EVSN. The maker will then have to login and modify the same.  

 

Select Approve or Reject on from the dropdown menu at the bottom of the page and click 

Submit. In case the EVSN has to be rejected the user has to mandatorily mention the reason for 

rejection. 

 

Once the EVSN is approved the screen will provide a confirmation as shown below that the 

EVSN has been approved and checked. 
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The user should then advise the Issuer Company to Activate the EVSN. 

 

(b) Approve EVSN Modification: This option enables the user to approve any Modifications 

requests which are received after the checker has checked the EVSN. Modifications can be 

carried out on the EVSN provided the voting period has not commenced. It should be noted 

that EVSN cannot be modified once the voting period has commenced. Click on Approve 

EVSN Modification. The screen below will be displayed. 
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 Select the EVSN and click on Submit. The following Screen would be displayed. 

 

Once the request has been approved the RTA Admin / Maker user should login and do the 

necessary modifications. Once the modifications have been done the RTA Checker has to once 

again approve the EVSN for the onward activities.  
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7. Menus for All Users 
 

(a) Venue Voting 

This facility is provided in order to enable users record votes of the members at the venue 

of the AGM. The shareholder would not be able to vote through their regular login for the 

EVSN. In case of General Meeting EVSNs where voting is being conducted at the 

AGM Venue, the Maker, Checker and ROM Uploader users have to be mandatorily 

selected prior to start of any activity on the EVSN in order to be able to do all 

activities under Venue Voting. The user is required to record the votes by first 

registering the shareholders present at the venue and then the votes have to be cast by the 

user on behalf of the shareholders. Click on Venue Voting the following screen would be 

displayed. 

 

(i) Member Registration: 

Users should note that the members can be registered from anytime after the close 

of the remote voting period till the Scrutinizer Finalises the Voting. Users should 

note that only members who have not voted through remote voting can be 

registered and the registration can be done only once. 
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The user would have to click on the menu Member Registration. The following 

screen would be displayed. 

Select the EVSN from the dropdown and click on Submit. The following screen 

would be displayed. 

Enter the Member id (16 character demat account number or folio number) and 

select the activation type. The Activation type details are as given below: 
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Member: The user should select this option if the shareholder themselves are 

visiting the venue and intending to vote. 

Custodian: The user should select this option if the shareholder is linked to a 

Custodian which intends to vote at the venue on behalf of the shareholder. The 

user should enter the Custodian Entity id and the user id of the custodian user 

authorised to vote on behalf of the shareholder. 

Click on Submit. The following screen would be displayed. 

 

The user has the option to either enter a password of their choice by clicking on User 

Defined or generate a password from the system under System Defined. The User 

Defined password should not be less than six (6) and more than ten (10) characters in 

length and also not contain any special characters. This password has to be 

communicated to the shareholder visiting the venue. 

 

Enter the password as desired and click on Submit. The following pop-up would be 

displayed. 
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Click on OK. The password would have to be informed to the shareholder. The password 

assigned to the shareholder can be retrieved through the same option after the password 

has been assigned. 

 

(ii) Venue Voting 

Shareholders can vote only after they have been registered and the Meeting Start Time 

recorded in the e-Voting system has passed. Shareholders who have not been registered 

would not be permitted to vote. Click on Venue Voting. The following screen would be 

displayed. 
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Select the EVSN and click on Submit. The screen shown below would be displayed. 

 

  

Enter the password provided and click on Submit. The following screen will be 

displayed. 
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The voting as desired by the shareholder has to be recorded as per the regular options 

available. The shareholder can login and vote any number of times till the finalisation of 

the voting by the Scrutinizer or completion of voting on all resolutions, whichever is 

earlier. Click on Submit. The user would be taken back to the password entry screen for 

the EVSN. 

 

Once the scrutinizer clicks on Finalise Voting the shareholder would be unable to login 

using the password provided and all voting for the EVSN would be closed. The voting for 

the user would be automatically closed at the end of the day though the Scrutinizer would 

not have finalised the voting. 
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(b) 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. 

 

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


