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Procedure to be followed by SJCC students to complete
your Internal Assessment project using BLISS

Step 1: Create Your account

a. Click on this link. It will take you to the screen given below (demo.cimplyfive.com)

{e, CimplyFive

Register to BLISS

First name

Last name

b. Enter your name and Email ID. Then click on the register button
Login to your registered email ID and open the email sent from noreply-
cimplyfive@cimplyfive.com

d. Click on the activation link shown in the screenshot below:

&N n: i
o, CimplyFive

Dear cimply five,
Thank you for subscnbing to our seraces

By accessing our semce, you are agreeing to the terms and conditions contamed here: Tarms and Condtions

Your emanl id will ba your user id. To enhance your data secunty we have sent 3 link hora 10 ACCOSS Our SeniCes

Sot your own password and please do not share it with any other person to maintain ToTT & y

Yours Sincerely,
CimplyFive Corporate Secretarial Services Prvate Limited Click here
sontact@CimplyFve com

Oisclaimer

Please note that this aiectronic message and any attachments to it may contain priviieged, proprietary and confidential information. This
message is intended for the exclusive use of the addressaa(s). If you are not the intended recipient, please discard this message, and
doestroy all copies of it including any attachments receved. Please note that use, dissemination or distribution of this message and its
attachments is strictly prohibited and may be unlawful. Waming: Emails and s attachments can transmit computer viruses. The recipient
should check this email and its attachments if any for the presence of iruses. Cimplyfive accepts no liability for any damage caused by
any virus transmitted through this email

vaww cimplyfive com
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e. You will be taken to the screen shown below:

’\ -} S ” Aready a User? Logn
{ >, CimplyFive i

Register to BLISS

Subscriber Decails Subsciiplion

First name
Last name
Email

Password

Coofirm Password

==

f.  Enter your new password and confirm it. Next click on ‘Subscribe’ to become a user, and
once done your account gets created.

Step 2: Buy CIN at Re.1

a. You can buy CINs in 3 simple steps. When you login to BLISS you will land on this page.
1) Click on ‘Buy CIN’

Wweicome Cenply Five v

‘g T . ™
{ e, CimplyFive T
Companies Agenda Minutes iste Returns Action Tracker
| s 2 b :(_3
92 En 454 = 454 & 217 & 308 = 153 =5
a i A BCDEFGHIJKLMNOPAQRSTUWV Buy CIN M
All
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b. You will be taken to the screen shown below. Enter ‘One’under the number of companies
and ‘Annual’ for the period of subscription from the tariff table given:

Register to BLISS

Subscriber Details Subscription
in Rs.

Number of CIN credits purchased
Ist

Rate per Company

N
1 4500 000

2nd to 5th 4500 2000 10500

6th to 10th 4000 7000 9500

11th to 25th 3500 6000 8000

26th to 50th 3000 5500 7500

51th to 100th 2500 4500 6000

101 plus 2000 3500 4500

Subscription period is from April 1 - March 31

MNao. of CIN credits * * Amount

B =1
1 Bnnual 1
Ed
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c. Click on ‘Make Payment’ it will take you to the screen below

Proforma Invoice for FY (2016 - 2017) in name of

ETI BASAMNINWAL

: I Service SB Krighi

Ci 1 Annual 0.87 0.12 0.00 0.00 1
Ordered

Total 1

Mobile Number (without +91)

Click ‘Confirm
Payment’

A

Cancel Confirm Payment
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d. Click on ‘Confirm Payment’ you will be directed to the payment gateway

N - .
(e, CimplyFive

COMPFLIAREE ®

Enter your Personal Details
here

Billing Informaticn ORDER DETAILS

ETI BASANIWAL Order # 00000218
Coupon Code Apply
Order Amount 1.00
India . Total Amount INR 1.00
devd 1 E8BEgmail.com
CC-Avenue
CTHECKOUT
Checkout login for registered users only.
Payment Information
Credit Card * | Card Mumber
= &2 visa
Debit Cards - [ .
orgot Password? m
et Banking ITI & lick
Cash Cand INR 1.[}[} {Tatal Amauni Payable)
ot Eayments | e paymant [l Cancet
Vil = | Choose the mode of payment from the options

e. Complete the payment procedure to buy ‘1’ CIN
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Step 3: Register a Company

a. When you login to BLISS you will land on this page. Click on ‘Register’ CIN.
‘Welcoms: Efi Basaniwal %

-~ . . L]
e, CimplyFive 5 iw

Companies Agenda Minutes Registers Return| Regis‘[er C| N acker

~
w
|
J
i
000

11 186 = 186 ar 116 =l |48

E§|ABCDEFGHIIKLMNOPQRSTU‘JW!\’Z RegmeLIn

b. On clicking Register CIN you will be taken to the screen shown below:

‘Walcoma Eti Basaniwal W

Lo I . ™
ke, CimplyFive pwr 1w

Companies Agenda Minutes Registers Returns Action Tracker

- = D) E
36 %H 369 = 369 (:J 173 & 267 = 116

Register CIN in BLISS

mu Gt your CIN

Click here

Pesgister CIN

c. You will be taken to the MCA site as show below:

Corporate Seva Kendra Forms & Downloads Sitemap Login  Register Type here to Search...

Minis{w Df Corporate A”airs EMPOWERING BUSINESS, PROTECTING INVESTORS

REGLLATOR = INTEGRATOR = FACILTATOR = EDUCATOR
Government of India

f ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

MTA Services

Home > MCA Services > Master Data > Company/LLP Master Data

DSC Services .. Company/LLP Master Data
DIM Services o . |:I__.>C|i(‘k on this
CompanyitLEName to s=arch the
Master Data 4 Company CIN/FCRMN/LLPIN/FLLPIN * | | name of the
Company
o
m About Master Data e 2 "*eie r

B Visw Company / LLP Master Enter Characters shown belaw :

Visw Index of Charges

View signatory Details

View Director Master Cata

View Director / Designated
Partner Details &
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d. Once you click on the search button and type the name you will get the names of the
companies as shown below: (Please note one company can be registered only once on BLISS. To get

the repos:tory of names of companies registered in India, you can look for them in NSE/BSE)
EMPOWERING BUSINESS, PROTECTI

CIN /LLPIN Lookup

*Company / LLP Name adobe
m m Click on any of the company name
}
| Company Name Company ID
| ADOBE BIOTECH PRIVATE LIMITED | U24100DL2010PTC207883
i ADOBE BUILDERS PRIVATE LIMITED U45200KA1999PTC025T15
ADOBE COMPUTERS PRIVATE LIMITED UB0302DL1998PTCO94061
ADOBE CONSTRUCTIOM PWT. LTD. U70101WB1993PTC059490
ADOBE CONSULTANTS & OUTSOURCING PRIVATE LIMITED U72300UP2007PTCO33775
l ADOBE EVENTS AND PROMOTIONS PRIVATE LIMITED U92141RJ2004PTCO19488
| ADOBE HOMES PRIVATE LIMITED U452010R2012PTCO16361
ADOBE INFRA TECH PRIVATE LIMITED U45201RJ2010PTCO31127
ADOBE MARKETING PRIVATE LIMITED U51909DL2003FTC119115
| ADOBE PHARMACEUTICALS PRIVATE LIMITED U24233UP2013PTC059033
8 Showing 1to 10 of 21 entries € ¢ 1 R -

e. On clicking the name of the Company and CIN gets automatically filled. Complete the

captcha and click SUBMIT’ You W|II get the detalls of the company

B S e i e e e e e

Downloads  Shemap Lopn  Rogslor Type here to Search.

Ministry of Corporate Affairs EMPOWERING BUSINESS, PROTECTING INVESTORS

FECILLA * INTEGRATOR + FACILITATOR = EDUCATOR

Government of India
#0 A

# ABCAUT MCA ALTS 8 RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAGS

Home = MCA Senices = Master Data > Company/LLP Master Data

Company/LLP Master Data

DS Services b
BN Seevioed -~ Company / LLF Name ADDBE BIOTECH PRIVATE LIMITED 2 b 1. Gets
Master Data A Company CIN/FCRAALPINGFLLPIN * - Auto fill
B About Master Data
W View Company ¢ LLP Master Erter Characters shown below :
B View index of Charges - 2. Fill Captcha
W View Signatory Details m
B View Director Master Dats
B View Director ¢ Designatad H H
Partner Details & 3. CIICk SmeIt -
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f.

W e

Home » MCA Services = Master Data = Company/LLP Master Dt

DSC Services ~  Company/LLP Master Data
DN Seraces = =
Campary Mams.
Master Cata - RGE Code
Regismamion Husiser
WAoot Maer Diata ‘Campeny Cacegary
Sl ; o ‘Compaey SUbCaTeGRY

D ol Company
Aurrersed CapiaEs
Paict up Cazienl |

W lew inder of Charges

raenry Deals
Dmcior Master Dota

witnoa Share Capitel
Dare ot incomaranon
Registorad Aodrazs
Emalid

‘Whather Lisned of rar

LLP Services ~  Datscibas Aok

Diste o alaice Shest
LLF Seneces 7o omper sting)
e-Filng ~

Compary Services

Compiaints

Once the details of the Company appear. Please check

if there are Directors to the Company

UZ4A000L20N0ATEA0TES
ADDEE BIOTECH DRIVATE LUAMTED
AnC-Dathi

aa7asa

Comoany imis=d by Shares
hian-post comaay

Babes of Nemberiiplicabie 11 case of morpany

08032010

A-52 5armta Vinar Now Dsinl Soum Deind DL 110078 B4
Iaimssodans @ redFral com

Unfsad

Ane

Charges
T rr———

M= Chasges Exats for Campany/LLS

List of Directors

T R e I ECEOrS, SINAtOry eLals

e e IR | of the Company
3703257 BRUMOHAN DAREEK oLz -

Imeestor Services e gl MANGLA MAMDED 20002000
feilile SANGCEETA ATATNAL DE/0G 200

Tt SRNTarsadion Satus L g ALEA BAZEER g2

g.
paste (Ctrl+P) it on BLISS

If there are Directors in the Company selected. Copy (Ctr/+C) the CIN of the Company and

Hame > MCA Sendces » Mter Data » Company/LLP Master Data

DSC Services ~  Company/LLP Master Data
. - F e
S senies o — L CIN
Mestar Dt ~  FOCCok Acc-pani
Angaiaticr: Number e
W Anois Masns Data Comgeny Category Company Nmites by Shares
Company SubCaegory Plorrgovt compary.
= of Compary Frvare
usnonzad S 1000003
Bald ey CapitaFs) 100000

witheu: Share Cipital)
Diw of Inzarperation
Aegpatered Addresy

Ewvai i

\Wrnether Lised ornct
Do of last AGM
Dins of Bakincs Shas
Comgsey SLETr aldg)

W Viiw Dimcnor | Dasigransd
Barmar Dets:

n Adanced Saaon B
LLP Services.

LLP Services For Business User~

Hlumiber of Msmbesippiicable in cass of camgany |

D6m200

A-B2 Sartie Vihar Hew Delhi South Detri DL 190076 &
Ime s Bredfraticom

Unizten

A

Open the tab of BLISS and paste CIN in text box provided

i. Click on ‘verify’ button, it will take you to the Company Master page in BLISS as shown

below:
’\ . . L]
e, CimplyFive

Companies Minutes

A

Agenda

EEEmE

=7 329

Register CINin BLISS

-
)
g

Welcome ETI BASANIWAL W

CAIRR _—

? Help

Registers Returns Action Tracker

(a¥ 115

Register CIN | U2410002 2010PTC2078E3

Click here to Get your CIN

Click
‘VERIFY’
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Wiglcoma Bt Basaniwal w

Lk , ™
£, CimplyFive Q search o e

&  Dashboard B sgenda v [+] Mingtes B Register B Hetums B Action Tracker

woma J Campany Mator | |

CimplyFive > Company Master . .

MCA Data Company Data as on 05-Aug-2015

Compry Complyive Cormmre Satratarm famve i o Sautooy M [T —

CIN UMD A AFTEOTE LA Mavme of Company Secretary / £ Kamnza

Papatintioe Mistobut s ot o g o Wit Bt mussng dats &
Pegistered Office PO, 42, PAUDENCE COURT, 18TH CROSS, MALLESWARRM, et il one Boerd reepting date B

BANGALORE, Kamataka, INDLA, SE0055

j.  Copy the Director Identification Number (DIN) from the MCA portal and paste it on BLISS

B Advanced Search & i jsinvassociates Brediffmail.com
Whsther Listed or not Linfiztad

LLP Servizes - Date of last AGM —
Date of Balance She=t -

LLP Services For Business User~ Company Status(for efiling) Active

e-Filing ~
Charges

Company Services ~ Assefs under charge | Charge Amount Date of Modification

Compiants - o Charges Exists for Company/LL2

Document Related Senvices ~  piractors/Signatory Details

Fee and Payment Services ~

AU MOHAN PARESS 00/09/2010 -

Investor Services MAMGLA MAMDED 20/09,2010 -
. SANGEETA AGARWAL 06/09,2010 -

Track SRN/Transaction Status & By 20092010 :

Address for sending physical
copy of GAR. 33

Public Search of Trademark # DiN

[ S 5o [l For |

Ao L AATA ADODHLEATIARIC
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Last but two Board meeting date & -
Last AGM Date s | =

Company Category Last but three board mesting date | &

Company limited by Shares

Board Meeting serial number

Company Sub Category Board Meeting Serial Number ‘

AGM serial number

AGM serial number ‘

I
Nor-gavt company ‘

ROC code RoC-Delhi
EGM serial number ‘ ‘
i EGM serial number
Authorized Capital 100000.0
) Audit Committee Constituted %
Paid-up Capital 100000.0
Audit Committee Meeting Serial ‘ ‘
. Audit Committee Meeting Serial number
Directors & Directors DIN number
Directors DIN Directors

Nomination Committee Constituted %

Click here to get details for company directors

Nominations Committee Meeting serial ‘ Nominations Committee Meeting serial number ‘
P number
aste ‘ 03103257 ‘ ‘ BRI MOHAN PAREE ‘ -
- Other Information
DIN ‘ 03103268 ‘ ‘ MANGLA NAMDEO ‘ +
Companv name in short d

* Showalldownloads.. %

| Untitled attachment ..txt  ~ Picturel-1.png

Please Note: Minimum of two DIN needs to be copied to BLISS and make sure that the name
of the Director has appeared on the right side box automatically.
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k. Fill all the mandatory details as shown below in red

Company Data as on

Telephone Nurmber | Ol Fhare S e |
Wiebsite | R |
E-rrail Id -

Fax Number

MName of Statutory Auditor

Mame of Company Secretary/Praclicising Company Secretary

Pact 4 Board Meeting Dates

Board Meating serial mumber

AGM serial number

EGM zerial mumber

Audit Committes Conatituted ¥
Audit Committee Meeting Serial number | AudE Commitiee MesTing Serial numb |
Momination Committee Constituted "
Mominations Committee Meeting serial number | Hominatians Commitioe Mecting seral numbe |

Other Information

Please note: You can fill Serial Numbers of the Company as “ZERO” in numeric and continue
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I.  After filling the details. click on ‘Save’ button. You will be taken to the next screen- Company
Registers and Returns

o \ = = L] Welcome Eti Basaniwal v
£, CimplyFive

Q Search 0200 7 Hap

@ Dashboard E Agenda v . Minutes - Register . Returns E Action Tracker

Homa / Company Ragatars & Retwrns

Company Registers & Returns by ’ | ptevieg

CimplyFive

MCA Data Reglster & Returns User Rights

rrent MCA Data £kt Changes

Register Status
Ragister of Diractors and Key dManagerial Personne DIV 5 Statement of amounts credited to investor

educstion and protection ‘und
Register of coniracts with related party and contracts and Form MR-1 Return of appointmant of ey managenal
Bodies etc. in which directors are Interested personnel
Cantract of Employment of Managing Director ~ INC-13: Application for conversion of a section 8
compaty into any other kind

m. click on ‘SAVE’ button to register your company with BLISS
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Step 4: Create First Board Meeting Agenda:

a.

Click on ‘Agenda’ tab

-8 - Click on “Agenda gl
‘:’ Clmplyﬁn | tab’ | - S tue
o Y - [} "
Sub-committee

(») &) N ) (1$)

Shareholder Meeting Returns Registers

e | e | v W ' v "
A drop down menu with 3 categories of meeting will be displayed- Board Meeting, Sub-
committee meeting and Shareholder meeting. Select ‘Board Meeting’, by clicking on it.
Further sub menus under each of the three categories will appear. Again select ‘First Board
Meeting’ by clicking on it.
Once you select the type of meeting in the next screen you have a ready to use Agenda
templates.

Wedome [t Basonheed W

- . .
l.:: CimplyFive Q Search S e

- o . i = g . i s i

an = Home ¢ Pengmc Boarg Mestng ey Oie
Periodic Board Meetings =

s e g e | ey | =

Tis progase b Invest maney =
recelwed on Aralgaration

Gmntng ieen o ahasnce * R L : B ~

To propose amalgamation | =

mgar
T mhect 8 Chaierson for e merting

To propase am atouliition
srategy

Tis propats businass
divarsication

Approval of the Mirsies o the previowm Board meeting.

To recommen d Sabe of an
Ursdertaking
Any el REM S E5 peREERSN o the Ol

To reduce ungis ramiral
‘wabue of shares
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e. By clicking on the arrow next to each resolution you can fill in company specific details in the
Proposal and the Proposed resolution text boxes

e AT L
i+, CimplyFive Q Sasch S
G useswr B agerei w -] e B eaguter B B

tores | Forrskc Bt Mertings

Periadic Board Mestings

N sovovees [ o Clickhere | 1
T ——— E

T3 Brogoms BT gImaran,

g Progruad
T — O@ e ] mEOs B f @ 5=« L 5= - Foos P Sow A- B
ELE ) = i 4 m N ES AR S
Ty o — The Cemrmmme ATk e g araf B regae morenss o mme of s e o Bom Arsierr 1 Es 2 s e v ot sinence
Tt R R
Iz st Lak 1l =
Irstmrtabieg
oo R rer
1 Farm

f.  Click on ‘SAVE’ after you complete your update to save the edited content.

Page 1423



l::n: CimplyFive

g. Once the agenda is saved fill the meeting details by clicking on ‘Meeting Details’. You will be
taken to the following screen:

Sinteas | The RO el So6riel S COSATY CTH L PGSR g T COMERRY L0 10 raibe the sams

h. Fill in the Meeting details i.e.; Meeting venue, Agenda publish date, Meeting date and start
time. Note: Meeting date should be after the Publish date.

i. Once the Agenda is saved and the meeting details are filed, draft agenda is ready. can be
printed either in Word or Pdf format, by clicking the following symbols as shown in the
following screen:

Wi [V Rparaws W

e . ™
. A (.
i, CimplyFive B awe G e
&  Dusbosd _ (L] Mrndam =] [o— B fartirma B femion Trackai
- ¥ Mesting in which Annual Accounts are approved Print in Pdf
Sambosturngof Bumness W [y o

o IO peart of S S W Sty s

Rrvvmant Lt =

j.  After review of the draft, when you want to finalize the Agenda, click on ‘Final’. Please note
than once you click on ‘Final’ the agenda cannot be edited. Therefore please verify the
Meeting details entered as you cannot edit it subsequently
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k. When you click on ‘Final’ it will take you to the following screen:

Futiia® Date

Step 5: Create Minutes of the First Board Meeting

a. Please note you can create minutes only for an Agenda created. If you have already created
an agenda minutes can be created by selecting a company by clicking on its name.
b. Now, click on ‘Minutes’ tab

.'ll‘ = E m
L e, CimplyFive Q sawch 55 S5

Naghts 7] Rarurm B Acsian rraghe

ABC Trading |l b e "~ El'[_:kﬂn
‘Minutes' tab

Fram 01=lul-2015 to 16-Oct-2015

Board Meetings Action Tracker . Sub-committee Meeting
P oo i F i ™ FT P e
f h -.I- i I ‘ I i l,_- II.- ﬁ -_II |" l‘ ."I
Agenels Mriutes \“-.. — Aprivis Fliniutes

[T o B DS SR
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c. Abox as shown below will appear containing all the meetings for which agenda is created
but the minutes are not finalized. From the box that appears, select the meeting for which
you want to create minutes by clicking on it

e Sangkstion
Hur ST CovramiBion Moef ryg 30l 7208
Fastiefbs, el it L5 S 2315
Pericafic Bourd immdegn 13 Sage 2FLT
Fartintic Soart Masiieg 15 Ses 2015
Tatra arfedey Sonard ey |5 g TS
headt CorwmiPay Waetrg 15-Cnt 3013

d. You will be taken to the screen as shown below. The screen already contains the draft
Minutes for all the Agenda items selected

Lol P L ™
ke, CimplyFive Q Seaech K
@ oamid = m B e e B i
ABc [ T ey P ——p— |

T

e Minutes of Board Meetings

™k =

] e - 20
Frimpockanng] o b ivet o liy -
1 B f KMP S et L — *" h o i i B -
T delagsbe grwet o ey = - -~
Marageiad Parsressel [ P . w E} - 3 =¥ [
B T T T P
i agera eeLreTEion Lol ety o ST h e i : g -~
To progous el of & =
s Sl i Mo b i o T e B ] iy T hee il B ~

To sppoiet Kay Manageis =
Fopprr

e. Toview the draft minutes for each of the resolutions, click on the arrow next to each
resolution:
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Lk W g ™
ke, CimplyFive B aw

@ Omblesd B st v _ B e -] Etprrs B i i

o | e o e Aeemg

ABC b =

Minutes of Board Meetings
e ]

I soudMectngs o
= B OB o

o i cyscma 1 sl ey =
[N P T e

I s pag e | =
marper

I prop . agedin =
shisiegy

e—— =
i Lifcata
AT v o M of e preerer bnard sy
T e il Sl off as =
Eiratey Laling
A= gy ey e w— A e fa O
i ivhass wripasl masesingd =

The content of the resolution and the Gist of discussions will be displayed as shown below:

Wescome Timgey Tive Vv

-~ ]
§ .+, CimplyFive B a=w am 1w

@ vttt B s v m g e T

e (Wi of Baand Mescuge

Minutes of Board Meetings
-
PRSI Nmmatve Laerturg o 1o abnsve v TR X : | v -
T T ree—
” Mo Gnt of Dy

10 propecs as sopwsion OB R *x - D@D~~~ MSEQm |8 7 U 6% L over « fima < fon - om -
e |A- @ = 2= »Ilnn--c-
et amdasnas - The O mertian et on o of Pha smipanst s sm bl b imaen of whows & oor e bilirming Aeontors sond (artad fhae bnaem of daner s
e atens 1

3
To recommand Sile oty B o
Urdes abing AL drectors ware crevect 1 prosan o by Inecordermicr e eetng

T ronduscie gt masenad =

Based on the discussions that have taken place in the Meeting, edit the text to reflect the
discussion and the decision.
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Click on ‘Save’ to store the minutes. You can retrieve it later for further editing if required
from the Records module

Welcome ETI BASANIWAL v

- " " m '.\
l:: CimplyFive ., CAIRR Q search A

@ Dashboard E Agenda W m - Register . Returns 5 Action Tracker

Home | Minutes of Board Meetings
Minutes of Board Meetings

seRrch Dgenda aems aQ Board Meetings Serial No. 4 _ | Mesting Deta

AMAZON Click on Save L Company Data J| ”

[~ 2R

Directors & Key Managerial Particulars of convening authority

Personnel ~

Proposing a scheme of loans = To Grant lesve of abs S m m B x A~ o~ |
to Directors / KMP =
Torecommend paymentof = | [ENMRSS T % me L : o v

managerial remuneration

To appoint Key Managerial

~
Persannel To tale note of the Certificate of Incorporation ‘ @ u! E’ -?. 5 m -
T constitute Corporate Sodal =
Responsibility Committee of To take note of the Memorandum & Articles of Association S O m B X c~mowv
the Beard and delegate i |

Once the minutes for a particular meeting is saved, fill in the meeting details, by clicking on
‘Meeting details’. When you click on ‘Meeting Details’ button, a box with the following details
appears as shown below: Fill in details of Minutes Venue, Minutes publish date, Meeting start
time, Meeting end time, Starting page of minutes, add names of invitees present in the
meeting, directors present, their mode of presence and comments.

Note: Venue and start time are pre-populated but they can be edited

Meeting Details

Mesting Venue

DGIHRH

Minute Publish Date Meeting Start Time Meeting End Time

20-Aug-1016 | =] 113040 | (o] | 0515 FM | c]

Starting Page no. for minute Meeting adjourned Meeting end date

| o | N | DO-MMM-FeYY | &

Audio/Video link
*Please note that the audio/video link entered by you is not validated By BLISS, Hence we request you to independently verify the accuracy of the link entered to ensure retrieval when
required.

Cancal

To finalize the Minutes of the meeting click on ‘Final’. Please note: That a meeting once
finalized cannot be edited
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Step 6. To view the Documents Created

a. Click on the company name for which you want to find the record. You will be taken to the
screen shown below: Click on the Record button highlighted

‘Welcome COmply Frve %

o .
i, CimplyFive B asw 5 T

m B rgenda v [ -] Minutes =] Feturmns B Action Tracker
Click on records

Home [ DashBoand
ABE: From 01-Apr-2015 to 18-Oct-2015

345 P, 1R/10/200%

Board Meetings | Action Tracker Sub-committee
(&) () > (&) (%)
Agenda Minutes Agenda Minutes
‘ Shareholder Meeting | | Returns | Registers ‘ |

b. You will get a list of all the Records saved classified under separate heads such as Board
meeting, Sub-committee, Shareholder meetings, Circular resolution and Action tracker as
shown below: Click on the record you have saved to access it

Welcome Cimphy Five W

Lt ..
(o, CimplyFive B o ) O

@  Oeshboard B agends v [ L] Winutes B Fegistor B feturns

Home | Company Records 1 |

ABC Camparey Data :
Company Records | |
Financial Year : 2015 - 16 (OR®)]
Board Meetings
I B = v N
i OF-Oct-2015 Agenda not published
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Step 7. Create Notice for Annual General Meeting

a. Click on ‘Agenda’ tab

-~ - Click on “Agenda PR e v
8>, CimplyFive o | & s &) TAN
Al -
Sub-committee

) & N ) d )

Muner

Shareholder Meeting Returns Registers

e | A v N v N
b. A drop down menu with 3 categories of meeting will be displayed- Board Meeting, Sub-
committee meeting and Shareholder meeting. Select ‘Shareholders Meeting’, by clicking on
it.
c. Further sub menus under each of the three categories will appear. Again select ‘Annual
General Meeting’ by clicking on it.
d. Once you select the type of meeting in the next screen you have a ready to use Agenda

templates.
AMAZON Home / Annual General Meeting { ] I | I I
v . Company Data Records Past Records
Annual General Meeting
search agenda tems Q Shareholder Meeﬁng Serial No. 3 I Save ] { Meeting Details I I Final ] f mg

Mandatory AGM Proposals A Particulars of convening authority

Consideration of the Financial =

Statements, reports of the Consideration of the Financlal Statements, reports of the Board of Directors and Auditors *E X = o v
Board of Directors and v
Auditors
RN Deciaration of Dividend x v
Declaration of Dividend = - ¥ B & o o
Appointment of Auditors
Appointment of Auditors I B L0 v
v
Appointment of Directorin =~ =
place of those retiring
Appointment of Director in place of those retiring ?* B X - o v
v

Others v

Share Capital v

Amendment of Memorandum
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e. By clicking on the arrow next to each resolution you can fill in company specific details in the
Proposal and the Proposed resolution text boxes. Note: There would be no proposals for

Shareholders meeting.
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i e, CimplyFive —_— S
Al 3 fores | Bersic Sewrn et
Periadic Board Mestings
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B,
= O @ C - - = w L Sew “|ir A - T -l - B

Ty g 54 juinlsn 0@ e B S mEQ =S B f WS L . sva = & B

g 0 A R kR & AR %%

P it Dt a The S T e A S e e e T R eR FOe Araniory e 3nd g e anes o sbans

T BRI

Tz rmm vyt Labe ol 4 =

rdmrtabieg

P reocs urgi rer e

et 4F e

f.  Click on ‘SAVE’ after you complete your update to save the edited content.

Confirmation

Please fill the meenng date to view the draft minutes without finalizing the agenda
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g. Once the agenda is saved fill the meeting details by clicking on ‘Meeting Details’. You will be
taken to the following screen:

Sinteas | The RO el So6riel S COSATY CTH L PGSR g T COMERRY L0 10 raibe the sams

h. Fill in the Meeting details i.e.; Meeting venue, Agenda publish date, Meeting date, List of
Members and start time. Note: Meeting date should be after the Publish date.

i. Once the Agenda is saved and the meeting details are filed, draft agenda is ready. can be
printed either in Word or Pdf format, by clicking the following symbols as shown in the
following screen:

Wb [V Rparaesd W

e Y . L]
i, CimplyFive B awe G e

G ks _ g R D e B i
o ¥ Meeting in which Annual Accounts are approved Print in Pdf
Sambantyrngof Bumnes W Sl M. o

" AT e VY F Sk C I STy e

j.  After review of the draft, when you want to finalize the Agenda, click on ‘Final’. Please note
than once you click on ‘Final’ the agenda cannot be edited. Therefore please verify the
Meeting details entered as you cannot edit it subsequently.
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