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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) 

 
 

b. Enter your name and Email ID. Then click on the register button 

c. 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: 

 
 

 

mailto:http://demo.cimplyfive.com/
mailto:cimplyfive@cimplyfive.com
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e.  You will be taken to the screen shown below: 

 
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’ 
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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:  
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c. Click on ‘Make Payment’ it will take you to the screen below 

  

Click ‘Confirm 

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

 
e. Complete the payment procedure to buy ‘1’ CIN 

  

Enter your Personal Details 

here 

Choose the mode of payment from the options 
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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. 

 
 

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

 
c. You will be taken to the MCA site as show below: 
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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 repository of names of companies registered in India, you can look for them in NSE/BSE) 

 
 

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

captcha and click ‘SUBMIT’. You will get the details of the company 

 
 

 

 

 

 

 

 

 

 

 

1. Gets 

Auto fill 

2. Fill Captcha 

3. Click Submit 

https://www.nseindia.com/
http://www.bseindia.com/


   

   P a g e  8 | 23 

 

 

f. Once the details of the Company appear. Please check if there are Directors to the Company 

 
 

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

paste (Ctrl+P) it on BLISS 

 
 

h. 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: 

 

Click 

‘VERIFY’ 

List of Directors 

of the Company 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Paste 

DIN 

here 
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k. Fill all the mandatory details as shown below in red 

 
 

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

Registers and Returns 

 
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 

 
b. 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.  

c. Further sub menus under each of the three categories will appear. Again select ‘First Board 

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. 
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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 

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

 
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: 

 
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 

  



   

   P a g e  16 | 23 

k. When you click on ‘Final’ it will take you to the following screen: 

 

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 
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c. A box 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 

 
d. You will be taken to the screen as shown below. The screen already contains the draft 

Minutes for all the Agenda items selected 

 
e. To view the draft minutes for each of the resolutions, click on the arrow next to each 

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

 
g. 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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h. Click on ‘Save’ to store the minutes. You can retrieve it later for further editing if required 

from the Records module 

 
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 

 
 

j. 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 

 
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 
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Step 7. Create Notice for Annual General Meeting 

a. Click on ‘Agenda’ tab 

 
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. 
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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. 

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

 
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: 

 
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. 

 

 


