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Data Punching Process

NRI ACCOUNT
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CBOS 2.0

 CBOS 2.0 will be accessed using MAC ID for login

BA\BRANCHES need to login
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 After login, the below dashboard will appear on the screen.

• For new account opening, click on the below icon, which is highlighted with a red mark.

ACCOUNT OPENING NEW INDIVIDUAL
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 After clicking on Individual below, a screen will appear.

Half Punch and rejected codes will appear on the dashboard.

Click on to punch new application
ADD

ADD
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 After clicking on ADD below, a screen will appear to start a process for account punching.

The first step to fill Relationship details as follows:-
• Form Number – Enter the application number and it should be 8 digits as 

last digit of mobile number can also be accepted
• Please don’t starts with ‘0’ and ALPHABETS in application number
• Branch\Sub-Broker\Onward – Enter Branch/Sub-Broker/Onward details

ALL RED MARK(*) FILLED IS MANDATORY TO ENTER.

Client KYC
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The second step is to fill out the Client Details information as follows:
• Client Type – Select ‘NRI’ for NRI account opening
• Client Sub-Status – For NRO ( NON-REPATRIBLE with Nomination ) And NRE ( NRE REPATRIBLE Nomination) select 

the below option
• Account Type – Select which type of account client want to open
• Date of Birth – Enter proper client date of birth(DOB) 
• Pan Number – Enter the pan number and click on the VERIFY tap option to verify the pan number.
• IT Site Name – Client will reflect as per pan site name
• UCC/BBO Code – it will be auto generated once you submit the final verification’ (Not applicable to only DP 

accounts.)
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The third step is to fill in the ID details as follows:

• Name of Applicant: Enter the client name as per the pan-site name.
• Gender: Select the proper client gender.
• City of Birth and Country of Birth: Enter the correct city name and select the country of birth.
• Martial Status: Select the proper Martial Status
• Father\Spouse: Select any one option from the list.

Details will be frozen after the 
client pan-verifies
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• Father\Spouse Name: Enter the Father/Spouse name that was ever selected from the dropdown.
• Nationality: kindly select the Nationality as per clients passport
• ID proof of identity: Select any ID proof form from the given drop-down list.
• ID Proof Reference Number - Enter the ID proof number selected from the list.

ID proof of Identity
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Address length should be between 5 and 30 characters long for each of the addresses 1, 2, and 3

Address details :
• Enter the proper full correspondence address along with the proper pin code.
• Proof of Address: Select the given address proof from the given drop-down.
• Proof Ref Number: Enter the proof ref number that was selected from the list.
• Name as per Address Proof: Enter the client name as per the given address proof.
• Place of Issue: Enter the given proof of the place of issue name.
• Date of Issue and Date of Expiry: Entering the given address proof date of issue and date 

of expiry is mandatory for some selected address proof (i.e., driving license, passport).
• Same as per correspondence; check if the permanent address is the same.

Proof of Address
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Contact Details :
• Primary Email: Enter a proper and valid client email ID.
• Confirm Primary Email: Re-enter the email ID and click on Send OTP….. (OTP send to the Client register email ID)
• Primary Mobile: Enter a proper and valid client mobile number….. (Select ISD code from the drop-down)
• Confirm Primary Mobile: Re-enter the mobile number and confirm.

CKYC/FATCA :
• Kindly select the proper FATCA as per passport
• FATCA option number 2,4,5 its mandatory 
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Other Details :
• Occupation: Select the correct client occupation from the drop-down list.
• Political Connection: Select whether the client has a political connection or not from the drop-down list.
• Not a Politically Exposed Person means the client doesn’t have any political connections.
• Politically Exposed Person: It means the client has a political connection and needs to upload the PEP 

Declaration.
• Related to Politically Exposed Person: The client has a political connection and needs to upload the PEP 

Declaration.
• Gross Annual Income: kindly Select Client Gross Annual Income
• Date of Gross Annual Income: Select the date of gross annual income.

Add holder: To add 2nd and 3rd holders

Too add holder Click on the +ADD HOLDER Tab and fill in the same details as the first holder.
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Nominee Details : 

Fill in nominee details if the client wants to add a nominee …Fill in the proper and correct nominee details
.Click on the SAVE button to save details.

After filling out all of the client's KYC details, click the SAVE & NEXT tab to proceed with the process.

If client wants to open ONLY TRADING ACCOUNT kindly select the negative nominee on sub status 
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 Successfully completing client KYC, tap Next. The next option is to fill in bank details.

BANK\EXISTING DP MAPPING

Enter the IFSC code. Enter the correct IFSC code.

The below option will display after entering an IFSC code.
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After searching with the IFSC code, select the correct bank details  

DASHBOARD

Select correct MICR code 
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• After selecting the MICR code, the bank name will automatically fetch.
• Account Type: Select account type from the dropdown.
• Enter the proper account number as per the given bank proof.
• Confirm the account number by re-entering the same account number and clicking on VERIFY.
• Is the client having a joint account in the bank? Tick Yes or No. 
• Upload proof: Upload bank proof …..In bank proof, the client name should be as per the PAN copy.

In bank proof, client name, account number, MICR, and IFSC should be printed.

The passbook and bank statement must have a bank stamp or bank logo.
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Existing DP Details : 

It's mandatory to enter existing DP details for only the trading account.
If the client wishes to map their DP in a single DP account …. NOT A MANDATORY; IT’S DEPENDS ON THE CLIENT.

After all the bank or existing DP mapping details are filled in, click on the SAVE & NEXT tab for further processing.
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 Successfully Completing Bank or Existing DP Mapping, tap Next. The next option is Tariff Details.

• Cash Segment(NSE\BSE is mandatory to select
• Other segments is not an mandatory to select ….It depends on the client in which other segment they want to 

trade

…. Option will be disabled in ONLY DP ACCOUNT

TARIFF DETAILS
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• DP Tariff Segment (NSDL\CDSL) : Select DP scheme , DDPI , DDPI Flag , DPDIS , BSDA , Select 
DP a/c Statement  & Send Communications to as per the requirements .
If client wants to MF segment Indian address is mandatory 

Trading Additional Details : Select all red mark mandatory details from the drop down
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 Successfully Completing Tariff Details, tap Next. The next option is Document Upload

DOCUMENTS UPLOAD

• Upload all required documents as per the given format.
• Upload documents, respectively, in the given tab.

Click on given “i” button to view documents upload format

After all the documents have been uploaded successfully, the final step is to click on the Submit for Verification tab



www.motilaloswal.com

 Important Guidelines for proof upload

 Both the front and back sides of the KRA form should be combined and uploaded to the KRA tab. For 
example, the KRA first page should be followed by the back page in the same tab. If this sequence is not 
followed, then the code will reject it.

 If the permanent address and correspondence address are different, ensure that both address proofs are 
in the same tab. If this sequence is not followed, then the code will reject it.

 For minor accounts, ensure that the minor's KYC front and back page and supporting documents, along 
with the guardian's front and back KYC page and supporting documents, as mentioned in point 1, are 
uploaded accordingly. If this sequence is not followed, then the code will reject it.

Note - Combine the KYC page and supporting documents of the minor and guardian and upload them 

together in the proper given tab in proper sequence.



www.motilaloswal.com

 If there is an objection raised against the code, below are the steps to resolve the objection 
and resubmit the code

 Kindly check observation on remark column 

The objection will be displayed below in each field. i.e., client KYC, bank/existing DP mapping, tariff details, 
document upload

In the verification process, If the code is approved, only the BA will receive an email . If the 
code is rejected, both the BA and the client will receive an email
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After resolving all the objection, click on the action button to enter a resolved remark

After clicking action button, the objection dashboard below will open

After resolving the objection, select "Resolved" from the status dropdown menu, 
then enter "Solved" in the remarks, and finally click on "Save“ and submit the code 
for verification

These steps are mandatory to complete. Otherwise, the account won't go to the 
verification level after submitting the code.
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 After the code is approved , proceed with the dispatch process

• For the dispatch process, follow the below path.

Account Opening >>> Others >>> Courier dispatch
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 After clicking on Courier dispatch, the below screen will appear.

• After completion of the DP & UCC process, the entry will move to the courier dispatch level 
• If the code is not appearing on the courier dispatch dashboard ,BA also check in client view; if the status shows 

'pending for dispatch', then proceed with the courier dispatch process

Dashboard



www.motilaloswal.com

• Select the code for courier dispatch from the dashboard
• After selecting courier type, click on ‘’Send Courier''

After selecting the code, 
choose the courier type 
through which you need 
to send the physical 
KYC/supporting 
documents
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• After clicking on the 'Send Courier' tab, the system will ask to enter the POD (Proof of Delivery) 
number

After submitting the POD number, you will receive a success message

Note – The POD number should be unique; please do not use a 
dummy number
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 After the successful dispatch of the courier, the physical KYC/supporting documents will be received at the 
Head Office. Following that, a post-audit verification will be conducted

 Post-Audit Verification 

• If it is approved at the Post Verification level, it will then proceed to the Audit level. Upon approval at 
the Audit level as well, the BA level process will be considered complete

• If there is any observation at the Post Verification or Audit level, it will be routed to the Dispatch option 
at the BA level, and objection mailers will be sent to both the client and the BA
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 If any code is rejected at the post-verification or audit level, it will appear in the courier dispatch option on 
the dashboard's list. Once you resolve the objection, you need to follow the same dispatch process
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Checklists for NRI Account Opening :  

• a. PAN Card, 
• b. Valid Passport
• c. Visa Copy / Resident Card / Work permit (if Indian passport), 
• d. If client holds foreign passport, then OCI or POI 
• e. Indian Address (mandatory only if investing in MF) 
• f. Overseas Address (Bank Statement / Driving License / Electricity Bill / Telephone bill), Latest Immigration 

Copy (within 6 months of last visit to India) 
• g. Saving and PIS bank proof 
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Document information

Identity proof

PAN Card

PAN Card Required to verify

 Photograph

 Full Name

 Father Name

 Date of Birth

 PAN Number

 Signature
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Address Proof 

Documents considered for address verification:

 Aadhar Card

 Voter Id Card

 Driving Licence

 Passport

 OCI / POI Card

 Resident Card 

 Work Permit

 Utility Bill
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Aadhar Card 

 Below are the fields that should be mandatory on a Aadhar card

• Full Name
• Date of Birth
• Aadhar Number (UID)
• Photograph
• Gender
• Address
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Voter ID Card ( Election Card )

 Below are the fields that should be mandatory on a Voter ID 

• Full Name
• Father's/Husband's Name
• Date of Birth
• Address
• Photograph
• Voter ID Number
• Date of Issue
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Driving License

 Below are the fields that should be mandatory on a Driving License

• Full Name
• Date of Birth
• Photograph
• Signature
• Address
• License Number
• Date of Issue
• Date of Expiry
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Passport 

 Below are the fields that should be mandatory on a passport

• Full Name                                                               
• Date of Birth
• Place of Birth
• Photograph
• Signature
• Nationality

• Sex
• Passport Number
• Date of Issue
• Date of Expiry
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Pre Printed Cheque

 Below are the fields that should be mandatory on a Cheque copy

 Pre-printed client name on cheque Copy

 Bank Account Number

 IFSC Code

 MICR Number

 Account type (Savings NRO / NRE )
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OVERSEAS CITIZIN OF INDIA CARD HOLDER  ( OCI CARD )

• Full Name                                                               
• Date of Birth
• Place of Birth
• Photograph
• Signature
• Nationality

• Sex
• OCI Car Number
• Date of Issue

Below are the fields that should be mandatory on a passport
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UTILITY BILL 

Below are the fields that should be mandatory on a Utility Bill

• Client name is mandatory on Utility Bill
• Utility Bill its require latest 2 month
• Any relationship bill can not be for overseas address proof 
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Resident Permit Card

• Full Name
• Date of Birth
• Photograph
• Signature
• Address
• Card Number
• Date of Issue
• Date of Expiry

 Below are the fields that should be mandatory on a Resident Card
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IMMIGRATION COPY 

• Immigration Copy its mandatory latest 6 month
• Arrival and departure stamp require 
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