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PREFACE 

BSE Ltd (Formerly known as Bombay Stock Exchange) is the first stock exchange of India to introduce & 

implemented XBRL based reporting. BSE has adopted extensible business reporting language (XBRL) taxonomies for 

reporting shareholding returns, quarterly and half yearly financial results and Corporate governance report. To 

facilitate the XBRL reporting, the BSE is providing free excel utility to the companies listed on BSE.  

 

PURPOSE OF THE DOCUMENT 
 
 

This document describes the various specifications and guidelines to be followed for preparation of format for 
shareholding pattern in XBRL format. It also includes the various steps required to be followed for submission of 
the XBRL documents on the BSE Listing center. 
 
This document will guide the users:- 
 
 To fill in the correct data 
 To Validate data with XBRL business rules 
 To Generate XBRL 
 To Generate Report  
 
 
 
INTENTEDED Audience 
 

This document is intended for use by the companies submitting Shareholding Pattern to BSE as per Regulation 31, 

SEBI Listing Regulations. 
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1 GENERAL INSTRUCTIONS 

1.1 System Requirement 

 

1. The version of Microsoft Excel in your system should be Microsoft Office Excel 2007 and 

above. 

2. The system should have a file compression software to unzip excel utility file. 

3. The system should have minimum 2GB of RAM to run Excel utility file properly. 

4. The system should have "Chrome Browser" to view report generated from Excel Utility. 

 

1.2 Download Excel Utility 

 

 Make sure that you have downloaded the latest  Excel Utility from BSE Website to your local system. 

 

1.3 Before you begin 

 

1. Make sure that you have enabled macros (if disabled) as per instructions given in "Enable 

macro" document, so that all the functionalities of Excel Utility will work fine.(Separate 

document to enabling macros is provided in Zip file) 

2. Disable auto recovery option to run excel software properly. (Separate document to 

disable auto recovery is provided in Zip file) 

 

2 SPECIFIC INSTRUCTIONS 
 

i) Avoid use of cut - paste while using the Excel utility. Cut paste might damage the Excel 
utility. 

 
ii) To copy and paste from other file(s), use "Paste Special Value" function –Alt–E +S + V (for 

excel Files) or Alt – E + S + T (for Doc. File). 
 

iii) Do not copy data from excel utility to your working sheet. 
 

iv) Insert ZERO in the field that is mandatory but is not applicable to the company. For fields 

that are not mandatory and are also not applicable to the company leave it blank. 
 

v) To toggle between sheets, it is recommended to use "Home" button (Ctrl + H).  
 

vi) Wherever dropdown list is provided, select data from the drop down list only. Do not copy 
paste your own data. 
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3 Use of Buttons  in Excel utility 

 

   It opens home screen. Through this you can toggle between sheets. 

 

  Validates the sheet, In case of error pop up window will guide. 

 

 Unprotect cells if cells are protected by the mistake of users. 

 Re-protects the sheet and takes it back to default mode. 

 Adds desired notes in sheet. 

 Add rows to the sheet for the data entry.  

 Delete unwanted rows from the sheet. 

 

Validate all sheets at once. Once validation fails at sheet level, it will stop validating further. 

 

     Generates XML file 

 

Generates HTML file. Open HTML file in "Chrome Browser". Click on Print button               

and then save it as a PDF. 

 

 

 

 

 

 

 

 

 

 

 

Home 

Validate 

Unprotect Cells 

Protect Cells 

Notes 

ADD 

Delete 
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4 Understanding Excel utility 

 

  Click Enable Content to enable to macros first.  

  

 

 

 

 

 

 

 

 

 

 

Enable Content 
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5.  GENERAL INFROMATION 

 

 

1. Scrip code:  Provide valid SCRIP CODE number of the scrip which should be same as per BSE database. This is 

a mandatory field. 

 

2. Name of the company: Enter the name of the Company. This is a mandatory field. 

 

3. Whether company is SME: Select from drop down list. Should be select “YES/NO”. This is a mandatory field. 

 

4. Name of the scrip: Provide the Name of the scrip which should be based on SCRIP Code. This is a mandatory 

field. 

 

5. Class of security: Select from drop down list. Should be 'Equity shares’, 'Preference shares' or 'Differential 

voting rights shares'. Do not copy paste in this field. This is a mandatory field. 

 

6. Type of report: Select from drop down list. Should be 'Pre-listing' or 'Quarterly' or 'Capital Restricting '. This 

is a mandatory field. 

 

7. Quarter Ended / Half year ended/Date of Report (For Prelisting / Allotment):If type of Report 'Quarterly', 
‘Half year ended’, ‘Date of Report’, ‘Prelisting / Allotment’ selected then Quarter ended date shall be 31St 
March, 30th June and 31st December for respective years.  
 

8. Date of allotment / extinguishment (in case Capital Restructuring selected) / Listing Date :  If  type of 
Report 'Pre-Listing ‘or 'Capital Restructuring' then Date of allotment/Listing Date would be applicable 
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6.  Declaration 

 
 

1. All the fields in this table are mandatory. 

2. Select “Yes/No” from drop down depending upon the applicability of shares of the company. 
For e.g. if you will select “No” then it will hide corresponding column from all the respective sheets. 

 

7.  Summary Statement holding of specified securities 

 

 

Note: Data entry is restricted in this sheet. Data will be automatically populated from shareholding pattern sheet.  
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8.  Shareholding pattern 

8.1. Shareholdings pattern of the promoter ad promoter group

 

1. Data entry for promoter shareholding information is restricted in this sheet. For individual entry please click 

on URL to open individual entry. Total number of promoter of particular category will be pop in sheet 

automatically. 

 

2. On click on any hyper link, it will open new sheet where you can insert promoter details 

 

 

3. Add / Delete Promoter:  To add delete promoter select "ADD/DELETE" button. 

  

Click on 

Hyper link 
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4. Add PromoterDetails:  Click on Add button and New window will be popup. Enter no of  rows to add. 

 

 

 

 

 

 

 

 

 

5. Delete Promoter Details :Click on delete button to delete row. You can delete number of rows 

simultaneously.   

 

 

 

 

 

 

 

 

 

 

  

6. Blue collared cells are protected fields and values will be calculated automatically. 
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7. Name of promoter and PAN :- For any promoter having more than one portfolio and having joint holing, 

Promoter has to show all the values by clubbing into one by showing one PAN 

 

For e.g. – In given below example Mr Smith has more than one portfolio and having joint holding with two 

different person but his name is first in the shares.  

Sr. Name of Promoter 
Portfolio 

PAN 
Number of 
shares 

1 Mr. Alan Smith NSDL AATPD1234C 1000 

2 Mr. Alan Smith CDSL AATPD1234C 5000 

3 
Mr. Alan Smith jointly with Mrs. 
Smith   AATPD1234C 500 

4 
Mr. Alan Smith jointly with Mr. J 
Smith   AATPD1234C 700 

Total Number of Shares 7200 

 

In above case instead of showing 4 different entries show only one entry by clubbing PAN. 

Sr Name of Promoter PAN Number of shares 

1 Mr. Alan Smith AATPD1234C 7200 

 

8. Number of Locked in shares:- Locked in shares must be less than or equal to fully paid-up shares of the same 

class 

 

9. Locked in shares as percentage of total number of shares: Percentage will be calculated on the basis of fully 

up shares of the same class 

 

10. Number of Shares pledged or otherwise encumbered: -Number of Shares pledged or otherwise encumbered 

must be less or equal to fully paid-up shares of the same class 

 

11. Number of Shares pledged or otherwise encumbered as percentage of total number of shares: -Percentage 

will be calculated on the basis of fully up shares of the same class 

 

12. Number of equity shares held in dematerialized form : Values must be less or equal to total number of 

shares of same class (Fully paid-up shares + partly paid-up shares + Number of shares underlying Depository 

receipts) 
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8.2. Other Indian/Other Foreign Promoters 

 

 

 Category is already defined by BSE for Other Indian and Foreign Promoters. If any your desired category 

will not fall in the drop down then select “Other” category from drop down. 
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8.3 Shareholding pattern of the Public shareholder 

 

 Provide public shareholding information in “Shareholding pattern sheet” 

 

 For any Class/category of Institution or non-Institutional shareholders having more than 1% of total share 

capital then company has to provide information about shareholder having more than 1% of total share 

capital 
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 To provide details of shareholding more than 1% of total share capital click on hyper link to open particular class or 

category sheet

 

 

 Only show shareholder having more share on 1% of total share capital 

 

8.4   Other Institution & Non-Institutional Public shareholder 

 

 

 Category is already define by BSE for Other Institution and Non-institutional shareholder If any your 

desired category will not fall in the drop down then select “Other” category from drop down. 

 

 As per SEBI LODR format, it is mandatory to show total number of Class/Category wise shareholding 

along with Name of shareholding and his details if shareholder having more than 1% of total number of 

shares. 

 

 Here in above (image) example. Total other institutional shareholders are 9.  5 for Insurance companies, 

5 for Provident fund while there is no category define for FCCB Holders, in such case select other in 

Category column.  
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 Now there is one Insurance company having more than 1% holding, then in such case we have added 

new row and selected More than 1 percentage of shareholding in column “Category/More than 1 

percentage” and provided details of shareholder. 

8.5 Shareholding pattern of the Non Promoter- Non Public shareholder   

      

 

 Provide details of Non-promoter and non-public shareholder information in “Shareholding pattern sheet” 

 

 For any custodian or any shareholders having more than 1% of total share capital then company has to 

provide information about shareholder having more than 1% of total share capital 

 

 To provide details of shareholding more than 1% of total share capital click on hyper link to open particular 

class or category sheet 

 

 

 

 Category is already define by BSE for Custodian/Dr Holder, Select category from Drop down then enter 

name of bank and shareholders details 
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9. Validate all sheet 

  

 

1. Validate All Sheets:  Press Home button a window will pop up.  Now click on validate all sheets button.  

 

2. It will validate all sheets one by one, If any sheet is not validated then its stops validations. Once again you 

have to click on validate all sheets button and complete validation of all sheets 

 

3. Once validations of all sheets completed then you can generate XBRL file. 

 

 

 

 

 

 

 

 

 

 

 

 

10. Generate XML/XBRL 

Validate All 

Sheets 
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1. Generate XML:  Press Home button a window will pop up.  Now click on "Generate XML". 

2. Save dialog box will be pop up.  

 

  
 

3. Save XML file in desire folder. 

 

Generate 

XML/XBRL 
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11. Generate HTML Report 

 
 

1. Generate Report:  Press Home button a window will pop up.  Now click on "Generate Report". 

2. Save dialog box will be pop up. 

  

3. Save HTML file in desire folder. 

Generate 

Report 
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4. Open HTML file in "Chrome Browser" 

 

 

5. Press Control + P to save report in PDF format.  

Select "Save as PDF" in Destination field. Then click on save button. 
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12. Uploading of XML/XBRL document on BSE Listing Centre     

 

 

Now click on XBRL 

 

 

XBRL 
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1. Click on E- Filing menu to upload XBRL document 

 

2. Upload XBRL/XML document.  

 

3. Once XBRL is successfully validate then download Acknowledgment 
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13.  Help Desk 

 

 

 

 

 

 

 

 

 


