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PDA
Platform for Distressed Assets (PDA) is an electronic platform for delivering services that will permit Resolution
Professionals and Liquidators to extend the reach and expand the range of services they provide to their
stakeholders in order to first preserve and protect and thereafter maximize the value received for distressed
assets at resolution or liquidation. These services will help to create a more efficient market for price discovery in
a competitive environment. It will reassure all participants that all participants are receiving in confidence the
same information at the same time as their competitors. They can also rest assured that their responses will
evaluated fairly and in a transparent manner by the Resolution Professional / Liquidator as per the guidelines,
while ensuring that proprietary information contained in each of their proposals is used by authorized users only
for the purposes it is provided.

Following the decision of IBBI to empanel NeSL to provide PDA services, the following two complementary PDA
services are now available for use by Resolution Professionals, Liquidators, Resolution Applicants and CoC
Members.

Virtual Data Room (VDR) for Invitation of Expression of Interest (EoI)
This service will address the needs of the Insolvency Professionals acting as Resolution Professional or Liquidator
to share in an efficient and effective manner with potential strategic investors confidential and sensitive
relevant data about the CD and its current state of affairs that is not available in the public domain. In fact,
should this information be made public or fall into the wrong hands, it could seriously jeopardize RP’s or
Liquidator’s efforts to obtain maximum value for CD’s assets from potential resolution applicants.

It will provide Resolution Professionals or Liquidators the functionality to capture in electronic form all the data
including text, audio and video files that a potential strategic investor would need to evaluate and respond with
a resolution proposal. The RP or Liquidator can set up a Virtual Data Room where this sensitive data can be
deposited in one place.

The IP can then provide controlled secure access to those strategic investors who the IP after due diligence has
determined are not disqualified from submitting a resolution proposal for the CD company. By providing this
service the need for potential strategic investors to arrange a visit to obtain access to a data room in order to
physically examine documents can be eliminated. Additionally, it will obviate the need for multiple copies of the
documents to be prepared for sharing with potential strategic investors. Besides being cost-effective and
efficient, the IVDR Service can be more effective in ensuring that access to sensitive information is controlled at
all times by the RP or Liquidator.

Invitation and Evaluation of Resolution Plans
This service will address the needs of the RPs or Liquidators to receive from Resolution Applicants (RA) their
resolution proposals in response to the Request for Resolution Proposals (RFRP) in an efficient and effective
manner containing all the relevant details required including the evaluation matrix to quickly and transparently
evaluate and select the most viable and compliant proposal for resolution.

It will provide the RP or Liquidator the functionality to receive in electronic form all the information that is
necessary and sufficient to first ensure that the proposal is complete and the Resolution Applicant is eligible to
file a compliant resolution proposal. If the eligibility criteria and compliancy requirements are met the next step
would involve rating each proposal based on the criteria used for comparative evaluation of proposals
received. Through this process the RP or Liquidator will be able to rank the eligible and compliant resolution
proposals in order of their rated score to select the resolution proposal that will result in maximizing the value of
CD’s assets.

Introduction



PDA-VDR
Scope and Purpose
The document will help you to familiarize yourself with PDA in order to get started with using the application.

It is written for users who are new to PDA-VDR and are just getting started. If you have previously used these
services, you may already be familiar with some of the concepts explained in this document.

Organization of this Document
The main focus of this document is to explain the various features and functionality of PDA:

How you can use the application

How you can benefit from using the application to manage your insolvency and bankruptcy cases
There is conceptual information as well as task-oriented steps throughout the document.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



User Registration and Login
In order to use PDA you must first register as a user by following the User Registration process as outlined below:

Login
PDA Registered User can Login with User-ID and Password

Registration

Before you begin:
You must be a Registered User to gain access to PDA Application

If you are new to PDA, you will need to register as a User before you can Login and gain access to PDA

Follow these steps:
Click on  if you are new to PDA

You will be redirected to the Register As User screen

Enter your Email Address / Mobile Number and your Password, if you are a Registered User

Click on 



Register as IP
User can register with IP's IBBI Registration Number

The system will validate your User ID and Password and if these are valid you will gain access to the system

Expected Outcome:
PDA will launch and you will be redirected to the Case Management screen

Message & Notes:
If the User ID and Password entered do not match, the system will prompt you to re-enter them and click on login

if you have forgotten your password, Click on Forgot Password and you will be redirected to the Forgot Password
screen

If you have made 5 unsuccessful attempts to login, User access to PDA will be disabled. Contact the System
Administrator to restore User access

if while registering as a user you lose your internet connection and do not receive an OTP (One Time Password)
on your email address or mobile phone, Click on Verify and you will be redirected to the Account Verification
screen

Before you begin:
Have your IBBI Registration Number at hand

Follow these steps:
Click on 

Start entering your IBBI Registration Number

Scroll up or down the list and select your Registration Number



Check that both your First and Last Name are correct

Check that your Email address is correct

Enter your Password

Confirm your Password by re-entering it

Enter your Mobile Number

Enter your Date of Birth

Click on Terms to review Terms of Service

Click on Privacy policy to review Privacy policy

Click on the �  (check box) to indicate your acceptance of both Terms & Privacy policy

Click on 

You should receive a message on your Mobile Phone with an OTP Number and also by email on your email
address

When prompted, enter the OTP Number

Click on 

If the OTP Number entered is correct, success message will be displayed

Click on  to redirect to Login screen



Register as Valuer
User can register with Valuer's IBBI Registration Number

Expected Outcome:
You are registered as an PDA User and redirected to PDA Login screen, where you can login to PDA

Message & Notes:
IP is not listed in IBBI database, check with IBBI

IP is listed in IBBI database, but the list of registered IPs is not updated in PDA, report to PDA Administrator

Password and Confirmed Password do not match – User will be prompted to re-enter password and confirm
password

Mobile Number is invalid or wrong – User will be prompted to enter the correct mobile number

OTP Number entered is wrong or the OTP has expired – Request a new OTP by clicking on 

Before you begin:
Have your IBBI Registration Number at hand

Follow these steps:
Click on 

Start entering your Valuer Registration Number

Scroll up or down the list and select your Registration Number

Check that both your First and Last Name are correct

Check that your Email address is correct

Enter your Password

Confirm your Password by re-entering it

Enter your Mobile Number

Enter your Date of Birth



Click on Terms to review Terms of Service

Click on Privacy policy to review Privacy policy

Click on the �  (check box) to indicate your acceptance of both Terms & Privacy policy

Click on 

You should receive a message on your Mobile Phone with an OTP Number and also by email on your email
address

When prompted, enter the OTP Number

Click on 

If the OTP Number entered is correct, success message will be displayed

Click on  to redirect to Login screen

Expected Outcome:
You are registered as an PDA User and redirected to PDA Login screen, where you can login to PDA

Message & Notes:
Valuer is not listed in IBBI database, check with IBBI

Valuer is listed in IBBI database, but the list of registered Valuers is not updated in PDA, report to PDA
Administrator

Password and Confirmed Password do not match – User will be prompted to re-enter password and confirm
password

Mobile Number is invalid or wrong – User will be prompted to enter the correct mobile number

OTP Number entered is wrong or the OTP has expired – Request a new OTP by clicking on 



Register as User(Other)
User can register with their PAN

Before you begin:
Have your PAN on hand

Follow these steps:
Click on 

From the drop-down menu under Identification Type select PAN and enter your PAN Number

Enter both your First and Last Name

Enter your Email address

Enter your Password

Confirm your Password by re-entering it

Enter your Mobile Number

Enter your Date of Birth

Click on Terms to review Terms of Service

Click on Privacy policy to review Privacy policy

Click on the �  (check box) to indicate your acceptance of both Terms & Privacy policy

Click on 



Forgot password

You should receive a message on your Mobile Phone with an OTP Number and also by email on your email
address

When prompted, enter the OTP Number

Click on 

If the OTP Number entered is correct, success message will be displayed

Click on  to redirect to Login screen

Expected Outcome:
You are registered as an PDA User and redirected to PDA Login screen, where you can login to PDA

Message & Notes:
Password and Confirmed Password do not match – User will be prompted to re-enter password and confirm
password

Mobile Number is invalid or wrong – User will be prompted to enter the correct mobile number

OTP Number entered is wrong or the OTP has expired – Request a new OTP by clicking on 

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on Forgot Password

You will be directed to Reset Password Page

Enter the Email Address

Click on 



Verify Account

You should receive an OTP on your registered Mobile Number and Email Address

When prompted, enter the OTP, New Password, Confirm Password

Click on 

If the OTP you entered is correct and password validation is successful, you will be redirected to the Login Screen

Expected Outcome:

Message & Notes:
If Email Address is not registered – The requested Email is not present. Would you like to create an account

OTP entered is wrong or the OTP has expired – The User must request a new OTP and then the User will be
prompted to enter the correct OTP.

Password Verification – New Password must not match with last 3 passwords

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on Verify

You will be directed to Account Verification Page

Enter the Email Address

Click on 

You should receive an OTP on your registered Mobile Number and Email Address

When prompted, enter the OTP, New Password, Confirm Password



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on 

If the OTP you entered is correct and password validation is successful, you will be redirected to the Login Screen

Expected Outcome:

Message & Notes:
OTP entered is wrong or the OTP has expired – The User must request a new OTP and then the User will be
prompted to enter the correct OTP.

If Email Address is not registered – The requested Email is not present. Would you like to create an account

Password Verification – New Password must not match with last 3 passwords



As a registered user you are recognized as a unique person authorized to access both PDA and ICMS
applications using your credentials (your email address and password); however, what you can accomplish
after you login depends on the type of role you are assigned and within each type the specific role(s) you are
assigned.

Depending on who you are and what you want to accomplish you may be able to assign the role yourself (self-
assign); however, some roles will be assigned to you by another registered user who has already been assigned
a role that permits him/her to assign the role to you.

Broadly speaking there are two types of roles: first, roles that are assigned to registered users in a specific case;
and, second, roles that are assigned to registered users that give the user certain administrative privileges over
all cases registered and managed under a Subscriber Account. You will notice that in the following sections the
acroynm for case-specific roles start with the letter C, while the acronym for all administrative roles starts with
the letter S. The only exception to this rule is the Case Manager role. In this role the Case Manager has both
administrative responsibilities and is also assigned case-specific role in one or more cases.

Case-specific Roles
To help you to determine how you can use system in a particular case in an assigned role:

1. Refer to the “User Profile” column in the Table below and select the row which best describes who you are;

2. Next, under the “Status / Purpose” column check your status or the intended purpose for which you want to
use the system in a particular case;

3. Listed under the “Role Assigned” column is the role you will be assigned

4. Listed under the “Who assigns the Role and How” column are directions you should follow;

5. Please note that only an IP in good standing can be assigned the role of Case Manager, except for a Case
Manager role assigned at the CIRP Initiation Stage. Also, the Case Manager role can be assigned only by the
Subscriber Account Administrator (SAA) of a Subscriber Account (either an Individual or Corporate
subscription), which is currently active. The cells in the following table highlighted in green show where this is
applicable

Roles and Role Assignment by User Profile

User Profile Status / Intended
Purpose

Role Assigned Who Assigns the Role and how

CIRP Initiation Stage under Insolvency and Bankruptcy (Application to Adjudicating Authority) Rules 2016

Financial Creditor (FC) or
Person authorised to act
on his behalf

Initiate CIRP as FC in Form
1 [Apln to AA Sec 7 Rule 4
(1)]

Case Manager
(CMR)

Subscriber Account
Administrator (SAA) by clicking
on  Button
under Active Cases menu
selection

Initiate CIRP as Co-
Applicant using Form 1
[Apln to AA Sec 7 Rule 4
(1)]

Case Applicant
(CAP)

Case Manager (CMR) of FC

Operational Creditor
(OC) or Person
authorised to act on his
behalf

Serve Demand Notice in
Form 3 or Form 4 [Apln to
AA Sec 8 Rule 5 (1) (a) or
(b)]

Case Manager
(CMR)

Subscriber Account
Administrator (SAA) by clicking
on  Button
under Active Cases menu
selection

User Roles and Role Management



Initiate CIRP as OC in
Form 5 [Apln to AA Sec 9
Rule 6 (1)]

Case Manager
(CMR)

Subscriber Account
Administrator (SAA) by clicking
on  Button
under Active Cases menu
selection, but only if case is not
already registered

Corporate Applicant
(CA) or Person authorised
to act on his behalf

Initiate CIRP as CA in
Form 6 [Apln to AA Sec 10
Rule 7 (1)]

Case Manager
(CMR)

Subscriber Account
Administrator (SAA) by clicking
on  Button
under Active Cases menu
selection

Insolvency Professional
(IP)

Invited to provide Written
Communication giving
consent to act as Interim
Resolution Professional
(IRP) in Form 2 [Apln to
AA Rule 9 (1)]

Proposed IRP Case Manager (CMR) by
sending an invitation to IP

CIRP and Fast Track CIRP - Interim Resolution Stage under IBBI (Insolvency Resolution Process for Corporate
Persons) Regulations 2016

Insolvency Professional
(IP)

Invited to provide Written
Communication giving
consent to act as
Resolution Professional
(RP) in Form AA [IRP Reg 3
(1A)]

Case Manager
(CMR)

Case Manager (CMR) by
sending an invitation to IP

Appointment as
Resolution Professional
(RP) upon admitting of
Case Petition by AA

Subscriber Account
Administrator (SAA) by a)
clicking on 
Button under Active Cases
menu selection; OR b) case
takeover by IRP from Case
Manager at CIRP Initiation
Stage and then updating Case
Manager details under Case
Profile

Invited to provide Written
Communication to act as
Authorized
Representative (AR) of a
Class of Creditors by
members in a Class of
Creditors in Form AB [IRP
Reg 4A (3)]

Case Authorised
Representative
(CAR) for a Class of
Creditors

Case Manager (CMR) to the
Case Authorized
Representative based on the
highest number of creditors in
the class in Form CA received
under Reg 12 (1)

Appointment as CoC
Member [IBC Code 2016
Sec 21 (6A)]

Case CoC Member
(CCM)

Case Manager (CMR) by
sending an invitation to IP

Operational Creditor -
Supplier of Goods or
Service Provider (OC) or
person authorised to act
on his behalf

Submit claim in response
to Public Announcement
in Form B [IRP Reg 7]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Appointment as CoC
Member [IRP Reg 16 (2)
(a)]

Case CoC Member
(CCM)

Case Manager (CMR) by
sending an invitation to OC

Financial Creditor (FC) or
person authorised to act
on his behalf

Submit claim in response
to Public Announcement
in Form C [IRP Reg 8]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu



Appointment as CoC
Member [IBC Code 2016
Sec 21 (2)]

Case CoC Member
(CCM)

Case Manager (CMR) by
sending an invitation to FC

Financial Creditor in a
Class (FC) or person
authorised to act on its
behalf

Submit claim in response
to Public Announcement
in Form CA [IRP Reg 8A]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Operational Creditor -
Workman (OC) or person
authorised to act on his
behalf

Submit claim in response
to Public Announcement
in Form D [IRP Reg 9]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Appointment as CoC
Member [IRP Reg 16 (2)
(a)]

Case CoC Member
(CCM)

Case Manager (CMR) by
sending an invitation to OC

Operational Creditor -
Employee (OC) or person
authorised to act on his
behalf

Submit claim in response
to Public Announcement
in Form D [IRP Reg 9]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Appointment as CoC
Member [IRP Reg 16 (2)
(a)]

Case CoC Member
(CCM)

Case Manager (CMR) by
sending an invitation to OC

Operational Creditor -
Authorised
Representative of
Workmen and
Employees (OC)

Submit claim in response
to Public Announcement
in Form E [IRP Reg 9]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Creditor (Other than FC
& OC)

Submit claim in response
to Public Announcement
in Form F [IRP Reg 9A]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Elected Representative of
Workmen on CoC

Appointment as CoC
Member [IRP Reg 16 (2)
(b)]

Case CoC Member
(CCM)

Case Manager (CMR) by
sending an invitation to Elected
Representative of Workmen on
CoC

Elected Representative of
Employees on CoC

Appointment as CoC
Member [IRP Reg 16 (2)
(c)]

Case CoC Member
(CCM)

Case Manager (CMR) by
sending an invitation to Elected
Representative of Empoloyees
on CoC

CIRP - Resolution Stage under IBBI (Insolvency Resolution Process for Corporate Persons) Regulations 2016

Insolvency Professional
(IP)

Appointment of
Resolution Professional
(RP) [IBC Code 2016 Sec
22 & 27]

Case Manager
(CMR)

Subscriber Account
Administrator (SAA) by: a)
clicking on 
Button under Active Cases
menu selection; OR, b) case
takeover by RP from IRP and
then updating Case Manager
details under Case Profile

Registered Valuer (RV) or
Registered Valuer
Organisation (RVO)

Appointed Valuer for an
Asset Class [IRP Reg 27]

Case Valuer (CVL) Case Manager (CMR) by
sending an invitation to RV or
RVO

Prospective Resolution
Applicant

Resolution Applicant [IRP
Reg 36 (1)]

Resolution
Applicant (CRA)

Case Manager (CMR) by
sending an invitation to RV or
RVO

Liquidation Process (LP) under IBBI (Liquidation Process) Regulations 2016



Insolvency Professional
(IP)

Appointment of
Liquidator [IBC Code 2016
Sec 34]

Case Manager
(CMR)

Subscriber Account
Administrator (SAA) by: a)
clicking on 
Button under Active Cases
menu selection; OR, b) case
takeover by Liquidator from RP
and then updating Case
Manager details under Case
Profile

Registered Valuer (RV) or
Registered Valuer
Organisation (RVO)

Appointed as Valuer for
an Asset Class [LP Reg 35
(2)]

Case Valuer (CVL) Case Manager (CMR) by
sending an invitation to RV or
RVO

Prospective Resolution
Applicant

Resolution Applicant Resolution
Applicant (CRA)

Case Manager (CMR) by
sending an invitation to RA

Operational Creditor -
Supplier of Goods or
Service Provider (OC) or
person authorised to act
on his behalf

Submit Proof of Claim by
OC in Form C [LP Reg 17]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Operational Creditor -
Employee (OC) or person
authorised to act on his
behalf

Submit Proof of Claim by
OC in Form C [LP Reg 17]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Financial Creditor (FC) or
person authorised to act
on his behalf

Submit Proof of Claim by
FC in Form D [LP Reg 18]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Operational Creditor -
Workman (OC) or person
authorised to act on his
behalf

Submit Proof of Claim by
OC in Form E [LP Reg 19]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Operational Creditor -
Employee (OC) or person
authorised to act on his
behalf

Submit Proof of Claim by
OC in Form F [LP Reg 19]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Any Other Stakeholder or
person authorised to act
on his behalf

Submit Proof of Claim by
Other Stakeholder in
Form G [LP Reg 20]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Voluntary Liquidation Process (VLP) under IBBI (Voluntary Liquidation Process) Regulations 2016

Insolvency Professional
(IP)

Appointment of
Liquidator [IBC Code 2016
Sec 34]

Case Manager
(CMR)

Subscriber Account
Administrator (SAA) by: a)
clicking on 
Button under Active Cases
menu selection; OR, b) case
takeover by Liquidator from RP
and then updating Case
Manager details under Case
Profile

Registered Valuer (RV) or
Registered Valuer
Organisation (RVO)

Appointment as Valuer
for an Asset Class

Case Valuer (CVL) Case Manager (CMR) by
sending an invitation to RV or
RVO

Prospective Buyer or
Investor

Resolution Applicant Resolution
Applicant (CRA)

Case Manager (CMR) by
sending an invitation to RA



Operational Creditor -
Supplier of Goods or
Service Provider (OC) or
person authorised to act
on his behalf

OC Claimant filing claim
in Form B [VLP Reg 16 (1)]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Financial Creditor (FC) or
person authorised to act
on his behalf

FC Claimant filing claim
in Form C [VLP Reg 17 (1)]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Financial Creditor in a
Class (FC) or person
authorised to act on its
behalf

FC Claimant filing claim
in Form C [VLP Reg 17 (1)]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Operational Creditor -
Workman (OC) or person
authorised to act on his
behalf

OC Claimant filing claim
in Form D [VLP Reg 18 (1)]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Operational Creditor -
Employee (OC) or person
authorised to act on his
behalf

OC Claimant filing claim
in Form D [VLP Reg 18 (1)]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Operational Creditor -
Authorised
Representative of
Workmen and
Employees (OC)

OC Claimant filing claim
in Form E [VLP Reg 18 (2)]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Any Other Stakeholder or
person authorised to act
on his behalf

Claimant filing claim in
Form F [VLP Reg 19 (1)]

Case Claimant
(CCL)

User by clicking on 
Button in Profile menu

Rescinding of Case-specific Roles
Please note that upon cessation of his/her appointment as IRP/RP/Liquidator, users assigned the role of Case
Workers by the Case Manager will have their role automatically rescinded, while all other roles assigned by a
Case Manager during his/her tenure will not be affected and

Once the role rescinded, he/she will be restricted to perform any action specific to the rescinded role

Case-specific roles that are assigned to registered users can also be rescinded. In the following table is a list of
case-specific roles and who can rescind the role

Role Acronym Who can rescind the Role

Case Applicant CAP Case Manager (CMR)

Case Authorized Representative CAR Case Manager (CMR)

Case Claimant CCL Case Manager (CMR)

Case CoC Member CCM Case Manager (CMR)

Case Manager CMR Subscriber Account Administrator
(SAA)

Case Resolution Applicant CRA Case Manager (CMR)

Case Valuer CVL Case Manager (CMR)

Case Worker CWR Case Manager (CMR)



Administrative Roles
In order to assign an administrative role to a user a subscriber account must be opened. A registered user can
choose to enrol as a subscriber of the system by navigating to Preference menu and clicking on 

 button. In the table below all administrative roles that can be assigned to a registered user
are listed along with their responsibilities and privileges

Role Acronym Responsibilities and Privileges Notes

Subscriber Account
Manager

SAM 1. Single Point of Contact for all
matters relating to Subscriber
Account activity including: use of
services by users associated with
the account, billing and payment
matters

2. Assignment of SAA role to
registered user(s)

3. Assignment of SMO role to
user(s)

1. In the case of an Individual
Subscriber Account, the
registered user who opens the
account is automatically
assigned the role of Subscriber
Account Manager (SAM) and the
role cannot be reassigned to
anyone else

2. In the case of a Corporate
Subscriber Account, the
registered user who opens the
account is automatically
assigned the role of Subscriber
Account Manager (SAM). This role
can, however, be re-assigned to
another registered user but only
one user is assigned this role at
any time

Subscriber Account
Administrator

SAA 1. Registration of new case

2. Appointment of Case Manager
(CMR)

3. Monitoring of all cases in which
Subscriber is a Stakeholder

1. Subscriber Account Administrator
(SAA) role is assigned to a user
by Subscriber Account Manager,
but it can also be assigned to
Subscriber Account Manager

2. At least one user must be
assigned this role in order to be
able to register a case

Subscriber Account
Monitor

SMO 1. Monitoring of all cases in which
Subscriber is a Stakeholder

Case Manager CMR 1. Takeover a case on being
appointed Case Manager (CMR)

2. Manage case as Case Manager
(CMR)

3. Appoints & relieves Case
Worker(s)

4. Appoints & relieves Case
Valuers(s)

5. Handover case on cessation

1. Except at CIRP Initiation Stage,
only an Insolvency Professional
(IP) can be appointed as Case
Manager

2. Case Manager role (CMR) can
also be assigned to the
Subscriber Account.
Administrator (SAA) provided the
SAA is an Insolvency Professional



Whether you need to open a Subscriber Account depends on the role assigned to you as a registered user. Use
the following flowchart to first decide whether you need to enrol as a Subscriber, then decide whether you
should enrol as a Individual Subscriber or as a Corporate Subscriber, depending on the size insolvency practice

Individual Subscription - IP

Subscriber Enrolment

Before you begin:
You must be a Registered User of PDA

Follow these steps:
After you successfully login, you will be redirected to the My Profile Page

Click on 

Choose Individual Subscription

Check First and Last Name

Check PAN

Enter Billing address

Click on 



Corporate Subscription - IPE

Expected Outcome:
You are enrolled as an Individual Subscriber and appointed as the Subscriber Account Manager (SAM)

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
After you successfully login, you will be redirected to the My Profile Page

Click on 

Choose Corporate subscription

Choose Institution Type(Bank / Company etc.)

For Bank, select Name of Bank from list

For Company / LLP, enter CIN / LLPIN

Enter Billing address

Click on 



Expected Outcome:
You are enrolled as an Corporate Subscriber and appointed as the Subscriber Account Manager (SAM)

Message & Notes:



Users with Subscriber Account Manager, Subscriber Account Administrator and Subscriber Account 
Monitor can access Home page

Home provides a Graphical Representation of total number of case in different stages, expense details of 
each case, Lists Active cases based on roles and Lists Recent activities of the login user with date and time. 
On the Home scree four panels are displayed.

Case

Home



My Profile

Profile

Before you begin:
You must be a Registered PDA User

Follow these steps:
Edit Basic Information

Click on  button to edit Basic Information

Modify Basic Information

Click on  button

Email Notification
Click on switch button to enable/disable Account Email Notification/ Case Email Notification

IP Assignment (Applicable if login User is Insolvency Professional)
Click on IP Assignment in My Profile

IP Assignment list will appear

To Add
Click on 

Enter IP Assignment details

Click on 



To Edit
Click on  button to which you want to edit IP Assignment details

Modify IP Assignment details

Click on 

To Delete
Click on  button to which you want to delete IP Assignment

Click on  for confirmation

IP Form A (Applicable if login User is Insolvency Professional)
Generate/Re-generate

Select Generate/Re-generate

Enter Authorization for assignment details

Click on  - Report will be generated and downloaded to your system



Note

A new version will be added and will be displayed in Green color

Upload
Select Upload

Select a file to Upload

Click on  - Document will be uploaded

A new version will be added and will be displayed in Blue color

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on Username in the navigation header

Select My Profile

You will be directed to My Profile Page

Go to Side bar and navigate to Note

You will be navigated to Note Page

Add
Click on 

Enter Title and Description

Click on 



Profile Pic

Edit
Click on Note which you want to modify

Modify Note details

Click on 

Delete
Click on  to which you want to delete

Click on  for confirmation

Expected Outcome:
You will be redirected to Note Page with Note details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on Username in the navigation header

Select My Profile

You will be directed to My Profile Page



Go to Side bar and navigate to Profile pic

You will be redirected to Profile pic Page

To Add/Change
Click on 

Select the image for Profile pic

Click on 

To Choose from Gallery
Select image from gallery

Click on 

To Delete
Select image form gallery

Click on Delete



Login History

Expected Outcome:
You will be redirected to Profile pic Page, with Profile pic Details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Before you begin:
Click on Username in menu navigation header

Select My Profile

You will be directed to My Profile Page

Go to Side bar and navigate to Login History

You will be redirected to Login History Page

Login History page provides information of user login sessions of PDA application associated with different
browser on all systems



Security

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on Username in navigation header

Select My Profile

You will be directed to My Profile Page

Go to Side bar and navigate to Security

You will be navigated to Security Page

Change User ID
Click on Change User Id

Click on Change Email Address / Mobile Number

Select Email Address/Mobile Number

Enter Email Address/Mobile Number respectively

Click on 

Click on  for confirmation

Enter OTP received on Registered Email Address/Mobile Number

Enter OTP received on New Email Address/Mobile Number

Click on 

You will get a success message

Reset Password
Click on Reset password

Click on 

Enter OTP and new password

Click on 

You will get a success message



Mail

Short for electronic mail, e-mail or email is information stored on a computer that is exchanged between two
users over telecommunications.

Set password question
Click on Set password question

Select your questions

Enter answers of respective questions

Click on 

You will get a success message

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on My Profile to which you want to perform any action on Mail

You will be directed to My Profile Page

Go to Side bar and navigate to Mail

Send Invitation
Click on 

Enter the Mail Address to which you want to Send Invitation

Click on 

Send Mail
Click on 



Inbox

An inbox is the main folder that your incoming mail gets stored in.

Search the Mail address of the Registered User or Subscriber Name to which you want to Send a Mail

Enter the Subject

Enter the Message

Click on 

Expected Outcome:

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on My Profile to which you want to perform any action on Mail

You will be directed to My Profile Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Inbox

Inbox list will appear

Open Conversation
Click on  of the Conversation you want to view

To reply to the conversation click on 

Enter the message in the Message Block

Click on  to Send

Click on 



Sent Mail

Sent is a folder or area that stores any e-mails that have been successfully delivered.

Flag
Click on  of the mail to which you want to Flag it

Click on  of the mail to which you want to Un-Flag it

Move
Click on  of the mail to which you want to Move

Junk mail
Select Junk Mail

The Particular mail will be moved to Junk mail

Archive
Select Archive

The Particular mail will be moved to Archive

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Inbox Page with updated details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on My Profile to which you want to perform any action on Mail

You will be directed to My Profile Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Sent Mail

Sent Mail list will appear



Junk Mail

Junk Mail is the location for storing unwanted email as determined by a spam filter.

Open Conversation
Click on  of the Mail which you want to Open Conversation

Click on 

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Sent Mail Page with updated details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on My Profile to which you want to perform any action on Mail

You will be directed to My Profile Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Junk Mail

Junk Mail list will appear

Open Conversation
Click on  of the Mail which you want to Open Conversation

Click on 



Archive
When you archive emails, the messages disappear from your inbox without being deleted.

Move
Click on  of the mail to which you want to Move

Junk mail
Select Inbox

The Particular mail will be moved to Inbox

Archive
Select Archive

The Particular mail will be moved to Archive

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Junk Mail Page with updated details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on My Profile to which you want to perform any action on Mail

You will be directed to My Profile Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Archive

Archive list will appear

Open Conversation
Click on  of the Mail which you want to Open Conversation



Deleted Mail
The Trash or Deleted Mail folder is where any emails you've deleted, are moved.

Click on 

Flag
Click on  of the mail to which you want to Flag it

Click on  of the mail to which you want to Un-Flag it

Move
Click on  of the mail to which you want to Move

Junk mail
Select Inbox

The Particular mail will be moved to Inbox

Junk Mail
Select Junk Mail

The Particular mail will be moved to Junk Mail

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Archive Page with updated details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on My Profile to which you want to perform any action on Mail

You will be directed to My Profile Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Deleted Mail

Deleted Mail list will appear



Issue

Undo Delete
Click on  of the Mail to Undo Delete

The Particular Mail will be recovered to the previous folder

Expected Outcome:
You will be redirected to Deleted Mail Page with modified Details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Have Issue details ready

Follow these steps:
Click on Username in navigation header

Select My Profile

You will be directed to My Profile Page

Go to Side bar and navigate to Issue

You will be redirected to Issue Page

Issue list will appear

To Add
Click on 

Enter Issue details

Click on 

To Edit
Click on Issues / Unsolved Issues tab



Feedback
You can provide feedback to PDA Application. We'd love your feedback, so we can make changes according to 
your needs.

Click on  button to which you want to edit

Modify Issue details

Click on 

To Delete
Click on Issues / Solved Issues / Unsolved Issues tab

Click on  button to which you want to delete

Click on  for confirmation

Expected Outcome:
You will be redirected to Issue Page, with updated details

Message & Notes:
If the Issue is Solved or Unsolved it will be displayed in the respective list

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on Username in the navigation header

Select My Profile

You will be directed to My Profile Page

Go to Side bar and navigate to Feedback

You will be navigated to Feedback Page

Add
Click on 

Enter Title and Description

Click on 



PA Subscription

View
Click  button to which you want to view

Click on 

Expected Outcome:
You will be redirected to Feedback Page with feedback details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Have PA subscription details ready

Follow these steps:
Click on Username in the navigation header

Select My Profile

You will be directed to My Profile Page

Go to Side bar and navigate to PA Subscription

You will be redirected to PA Subscription Page

PA Subscription list will appear

Add
Click on 

Start entering Name/CIN of the Company

A list will appear with Name and CIN

Scroll up or down the list and select the Company



Check the details of the Company

Select the Relation

Click on 

Delete
Click on  button to which you want to delete PA Subscription

Click on  for delete confirmation

Expected Outcome:
You will be redirected to PA Subscription Page with updated details

Message & Notes:



 
 

In the interest of efficient price discovery, IBBI has empanelled National e-Governance Services Limited to
provide an electronic Platform for Distressed Assets (PDA). NeSL has been empanelled to provide the following
two services on this platform:

1. Virtual Data Room (VDR) for Invitation of Expression of Interest (EOI); and

2. Invitation and Evaluation of Resolution Plans.

As both of these services complement each other, they will be enabled and supported by the Virtual Data Room
(VDR) Service.

Virtual Data Room (VDR)
A Virtual Data Room (VDR) operates very much like a physical Data Room that is often used to store all the
information assets that a seller wishes to show to a prospective buyer(s) for inspection in order to evince their
interest in making an offer to purchase the company’s assets, while ensuring the confidentiality of the
information stored in the Data Room.

NeSL’s VDR service will allow Resolution Professionals and/or Liquidators in Case Petition to set up a VDR for a
particular Case Petition (CP) at Resolution and/or Liquidation Stage and store as well as update all information
assets in the VDR and then open the VDR to prospective Resolution Applicants (RA) by providing them an
electronic key to access the VDR and view its contents.

The VDR also allows each eligible prospective RA authorized by the RP/Liquidator to electronically submit and
even revise a Resolution Plan by uploading files and storing them within the VDR before the deadline for
submission of Resolution Plans at which time the VDR access by Resolution Applicants is revoked automatically
and evaluation of Resolution Plans can commence and the successful bidder, if any, is determined. Once the
VDR has served the purpose for which it was set up, the VDR. is closed and its contents archived as permanent
record of the insolvency resolution at either Corporate Insolvency Resolution Process (CIRP) or Liquidation stage.

Setup VDR
VDR at Resolution Stage

PDA

Before you begin:
Make sure you have been assigned the Subscriber Account Administrator Role

Have on hand details about the NCLT Order

Have on hand information about Applicant

Have on hand information about Corporate Debtor

Have on hand information about Applicant Authorized Representative

Follow these steps:
Once you login, you will be redirected to Case Management page

Click on  in navigation header

Select VDR from the drop-down list

You will be redirected to Open VDRs page



Click on 

You will be directed to the Setup VDR Panel will pop up

Select VDR at Resolution

Enter NCLT Order

Enter Liquidation Commencement Date

Next step is to fill in particulars about the Applicant in this case

Enter Case Reference No. – A User is free to choose a Reference No. (for example, Your Office File Ref.)

Select Applicant Type from the drop-down list [Financial Creditor|Operational Creditor|Corporate Applicant]

In case Applicant Type selected is [Financial Creditor]

Select Financial Creditor Type [Financial Creditor] from the drop-down list [Individual | Bank | Financial
Institution | NBFC(Non-Banking Financial Companies | Limited Liability Partnership | Company | Partnership
Firm | Proprietorship Business]

In case Financial Creditor Type selected is [Bank]

Select Bank Name from the drop-down list [List of Banks]; and then,

Select the Branch of the Bank

The Address of the Bank Branch will be automatically populated

Check and Update the Address and contact details such as Email Address and Telephone
particulars, if necessary

In case Applicant Type selected is [Operational Creditor]

Select Operational Creditor Type [Operational Creditor] from the drop-down list
[Supplier|Employee|Workman]

In case Operational Creditor Type selected is [Supplier]

Select Institution Type from the drop-down list [Individual | Limited Liability Partnership | Company |
Partnership Firm | Proprietorship Business]

If the Institution Type selected is [Company] or [Limited Liability Partnership] you can search for it by
Name or CIN or LPIN

To search by Identification Number/Name of Company or LLP

Start typing the CIN Number/Name

A list will pop up [CIN | Name]

Scroll Up or Down the list and Select the Company/LLP you are looking for

Make sure the company/LLP you select is the right one

If the Institution Type selected is [Partnership Firm | Proprietorship Business]

Enter Business PAN Number of Partnership Firm/Proprietorship Business

Enter Firm Name of Partnership Firm/Proprietorship Business

If the Institution Type selected is [Individual]

Select Identification Type from the drop/down list [PAN | Passport | Voter ID]

Enter First Name and Last Name of Individual

Enter PAN or Passport Number or Voter ID of Individual

Next fill in Registered Office Address details

Enter Address particulars

Enter Email Address particulars

Enter Telephone Number particulars



In case Operational Creditor Type selected is [Employee] or [Workman]

If the Person is already Registered in PDA

Start entering Name or Identification Number of the Person

A list of will pop up [Name, Identification Number]

Scroll Up or Down the list and Select the Person you are looking for

Check details of the Person to make sure the person you have selected is the right Person

If Person is not Registered in PDA

Enter Name of Person

Enter Identification Number of Person

Enter Address, Email and Telephone particulars of the Person



In case Applicant Type selected is [Corporate Applicant]

Checkmark  Voluntary Liquidation, if Applicable

If Volunatary Liquidation is Checkmarked,

Enter NCLT Order

Enter Liquidation Commencement Date

For Corporate Debtor details, Start entering CIN/Company Name

A list will pop up [CIN | Company Name]

Scroll Up or Down the list and Select Company you are looking for

Check Corporate Debtor details. You may edit this information, if necessary

To enter details about Applicant Authorized Representative,
If the person you wish to name as Applicant Authorized Representative is not registered in PDA

Enter First and Last Name

Enter Identification Number

Enter Position of Auth. Rep. in Company

In case the person you wish to name as Applicant Authorized Representative is already registered in PDA
Start entering Name or Identification Number of the Person

A list of will pop up [Name, Identification Number]

Scroll Up or Down the list and Select the Person you are looking for

Check Authorized Representative details and edit, if necessary



VDR at Liquidation Stage

Click on 

If VDR Setup is successful, you will be redirected to Open VDRs Page

Expected Output:
You will be redirected to Open VDRs Page with newly added VDR information

Message & Notes:
If Case Reference No. already exists – User will be prompted to input a valid unique Case Reference No.

If VDR already Initiated for the Corporate Debtor, user will be notified

Before you begin:
Make sure you have been assigned the Subscriber Account Administrator Role

Have on hand details about the NCLT Order

Have on hand information about Applicant

Have on hand information about Corporate Debtor

Have on hand information about Applicant Authorized Representative

Follow these steps:
Once you login, you will be redirected to Case Management page

Click on  in navigation header

Select VDR from the drop-down list

You will be redirected to Open VDRs page

Click on 

You will be directed to the Setup VDR Panel will pop up

Select VDR at Liquidation

Enter NCLT Order

Enter Liquidation Commencement Date

Next step is to fill in particulars about the Applicant in this case

Enter Case Reference No. – A User is free to choose a Reference No. (for example, Your Office File Ref.)



Select Applicant Type from the drop-down list [Financial Creditor|Operational Creditor|Corporate Applicant]

In case Applicant Type selected is [Financial Creditor]

Select Financial Creditor Type [Financial Creditor] from the drop-down list [Individual | Bank | Financial
Institution | NBFC(Non-Banking Financial Companies | Limited Liability Partnership | Company | Partnership
Firm | Proprietorship Business]

In case Financial Creditor Type selected is [Bank]

Select Bank Name from the drop-down list [List of Banks]; and then,

Select the Branch of the Bank

The Address of the Bank Branch will be automatically populated

Check and Update the Address and contact details such as Email Address and Telephone
particulars, if necessary

In case Applicant Type selected is [Operational Creditor]

Select Operational Creditor Type [Operational Creditor] from the drop-down list
[Supplier|Employee|Workman]

In case Operational Creditor Type selected is [Supplier]

Select Institution Type from the drop-down list [Individual | Limited Liability Partnership | Company |
Partnership Firm | Proprietorship Business]

If the Institution Type selected is [Company] or [Limited Liability Partnership] you can search for it by
Name or CIN or LPIN

To search by Identification Number/Name of Company or LLP

Start typing the CIN Number/Name

A list will pop up [CIN | Name]

Scroll Up or Down the list and Select the Company/LLP you are looking for

Make sure the company/LLP you select is the right one

If the Institution Type selected is [Partnership Firm | Proprietorship Business]

Enter Business PAN Number of Partnership Firm/Proprietorship Business

Enter Firm Name of Partnership Firm/Proprietorship Business

If the Institution Type selected is [Individual]

Select Identification Type from the drop/down list [PAN | Passport | Voter ID]

Enter First Name and Last Name of Individual

Enter PAN or Passport Number or Voter ID of Individual

Next fill in Registered Office Address details



Enter Address particulars

Enter Email Address particulars

Enter Telephone Number particulars

In case Operational Creditor Type selected is [Employee] or [Workman]

If the Person is already Registered in PDA

Start entering Name or Identification Number of the Person

A list of will pop up [Name, Identification Number]

Scroll Up or Down the list and Select the Person you are looking for

Check details of the Person to make sure the person you have selected is the right Person

If Person is not Registered in PDA

Enter Name of Person

Enter Identification Number of Person

Enter Address, Email and Telephone particulars of the Person



In case Applicant Type selected is [Corporate Applicant]

Checkmark  Voluntary Liquidation, if Applicable

If Volunatary Liquidation is Checkmarked,

Enter NCLT Order

Enter Liquidation Commencement Date

For Corporate Debtor details, Start entering CIN/Company Name

A list will pop up [CIN | Company Name]

Scroll Up or Down the list and Select Company you are looking for

Check Corporate Debtor details. You may edit this information, if necessary



 
 
 

To enter details about Applicant Authorized Representative,
If the person you wish to name as Applicant Authorized Representative is not registered in PDA

Enter First and Last Name

Enter Identification Number

Enter Position of Auth. Rep. in Company

In case the person you wish to name as Applicant Authorized Representative is already registered in PDA
Start entering Identification Number/Name of the Person

A list of will pop up [Name, Identification Number]

Scroll Up or Down the list and Select the Person you are looking for

Check Authorized Representative details and edit, if necessary

Click on 

If VDR Setup is successful, you will be redirected to Open VDRs Page

Expected Output:
You will be redirected to Open VDRs Page with newly added VDR Information

Message & Notes:
If Case Reference No. already exists – User will be prompted to input a valid unique Case Reference No.

If VDR already Initiated for the Corporate Debtor, user will be notified



Open VDRs

Case Profile

Before you begin:
You must have one or more registered VDRCase(s) that you are authorized to access.

Ensure that a Case Manager has been appointed for a registered case.

You must be assigned the role of Case Manager/Case Worker for the particular case.

Have on hand case details ready.

Follow these steps:
Click on the case whose Case Profile you wish to view or edit.

You will be directed to Case Profile Page

To Edit
Click on  button to edit Case Profile details

Modify Case Profile details

Click on 

Resolution Stage

Liquidation Stage



NCLT Hearings

Expected Outcome:
You will be redirected to Case Profile Page, with updated details.

Message & Notes:

Before you begin:
You must have one or more registered VDRCase(s) that you are authorized to access.

Ensure that a Case Manager has been appointed for a registered case.

You must be assigned the role of Case Manager/Case Worker for the particular case.

Have on hand NCLT hearing details.

Follow these steps:
Click on the case whose NCLT Hearing details you wish to add, view or edit.

You will be redirected to Case Profile Page.

Click on  button of the NCLT Hearing block in the Case Profile.

To Add
Click on 

Enter NCLT Hearing details

Click on  button

Click on  once modification is completed

To Edit
Click on  button on the hearing for which you want wish to edit NCLT Hearing details

Modify NCLT Hearing details

Click on  button

Click on  once modification is completed



Document

To Delete - (By Case Manager Only)
Click on  button on the hearing you wish to delete

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Case Profile Page, with the updated NCLT Hearing details.

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Document details ready

Follow these steps:
Click on the case whose Document you wish to add, view or edit

You will be directed to Case Profile Page

Go to Side bar and navigate to Document

You will be redirected to Document Page

To Add
Click on 

Select the Document Type

Select File to Upload

Click on 

To Upload new version
Click on  button on the Document for which you wish to upload new version

Click on 

Select File to Upload



Timeline

Click on 

To Delete - (By Case Manager Only)
Click on  button on the Document you wish to delete

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Case Documents Page, with uploaded file details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Timeline details ready

Follow these steps:
Click on the case whose Timeline you wish to add, view or edit

You will be redirected to Case Profile Page

Go to Side bar and navigate to Timeline

You will be redirected to Timeline Page

Timeline list will appear



 
 
 
 
 
 
 
 
 

To Add
Click on 

Enter Timeline details

Click on 

To Edit
Click on  button on the Timeline for which you wish to edit details

Modify Timeline details

Click on 

To Delete - (By Case Manager Only)
Click on  button on the Timeline you wish to delete

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Timeline Page, with Timeline details

Message & Notes:



NCLT Reports
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand NCLT Report details ready

Follow these steps:
Click on the case whose NCLT Report you wish to add, view or edit

You will be directed to Case Profile Page

Go to Side bar and navigate to NCLT Report

You will be redirected to NCLT Report Page

NCLT Report list will appear

To Add
Click on 

Enter NCLT Report details

Click on 

To Edit
Click on  button on the NCLT Report for which you wish to edit details

Modify NCLT Report details

Click on 

To Delete - (By Case Manager Only)
Click on  button on the NCLT Report you wish to delete

Click on  for confirmation



Case Publication

Expected Outcome:
You will be redirected to NCLT Report Page, with NCLT Report details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Follow these steps:
Click on the case whose Case Publication you wish to view or edit

You will be directed to Case Profile Page

Go to Side bar and navigate to Case Publication

You will be redirected to Case Publication Page

News paper
Click on News Paper tab

You will be navigated to News Paper Page, with list of News Paper publications

To Edit
Click on  button on the News Paper for which you wish to edit details

Modify News Paper Publication details

Click on 

To Delete - (By Case Manager Only)
Click on  button on the News Paper you wish to delete

Click on  for confirmation

Website
Click on Website tab

You will be navigated to Website Page, with list of Website publications



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To Edit
Click on  button on the Website for which you wish to edit details

Modify Website Publication details

Click on 

To Delete - (By Case Manager Only)
Click on  button on the Website you wish to delete

Click on  for confirmation

Expected Outcome:
You will be redirected to Case Publication Page, with updated details

Message & Notes:



Applicant

Applicant may file an application for initiating corporate insolvency resolution process against a corporate
debtor before the Adjudicating Authority when a default has occurred.

Applicant are of two, the Financial Creditor or Operational Creditor can initiate CIRP against the Corporate
Debtor and the Corporate Debtor voluntarily itself can initiate CIRP against himself.

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Applicant details ready

Have on hand Documents ready (If applicable)

Follow these steps:
Click on the case whose Applicant you wish to view or edit

You will be directed to Case Profile Page

Go to Side bar and navigate to Applicant

You will be redirected to Applicant Page

Applicant list will appear

To Edit
Click on  button on the Applicant for which you wish to edit details

Select Applicant

To modify Applicant details,
If Applicant is Corporate Debtor

You will be directed to Corporate Debtor Profile Page to modify the details

If Applicant is Finanicial or Operational Creditor
You will be directed to Applicant Particulars Page

Modify the Applicant details

Click on  once modification is completed

To Upload Document
Click on  button on the Applicant for which you wish to upload documents

Select Applicant



 
Bank Detail

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload document is completed

Expected Outcome:
You will be redirected to Applicant Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Bank details ready

Have on hand Documents ready (If applicable)

Follow these steps:
Click on the case whose Applicant's Bank Detail you wish to add, edit or view

You will be directed to Case Profile Page

Go to Side bar and navigate to Applicant

You will be redirected to Applicant Page

Applicant list will appear

Click on  button on the Applicant for which you wish to add, edit or view the Bank Detail

Select Bank details

You will be redirected to Bank Account Details Page

Bank Account Details list will appear



To Add
Click on 

Enter Account Holder Full Name

Enter Account Number

Select Nature of Account from drop-down list

Start entering IFSC Code of the Bank Branch

A list of IFSC Code will appear

Scroll up or down the list and select IFSC Code

Check the bank details

Click on 

To Edit
Click on  button on the Bank Detail for which you wish to edit

Modify the Bank details

Click on 

To Upload Document
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 



 
Authorized Representative

Click on  once upload is completed

To Delete
Click on  button on the Bank Detail you wish to delete

Click on  for confirmation

Click on  once modification is completed

Expected Outcome:
You will be redirected to Applicant Page with modified details

Message & Notes:
If bank is perferred - User will failed to delete bank detail and will notified, that bank details is used in case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Authorized Representative

Have on hand Documents ready (If applicable)

Follow these steps:
Click on the case whose Applicant's Authorized Representative you wish to view or edit

You will be directed to Case Profile Page

Go to Side bar and navigate to Applicant

You will be redirected to Applicant Page

Applicant list will appear

To Edit
Click on  button on the Applicant for which you wish to view or edit Authorized Representative details

Select Authorized Representative

Modify the Authorized Representative details

Click on  once modification is completed



 
 

You will be redirected to Applicant Page

To Upload Document
Click on  button on the Applicant for which you wish to upload Authorized Representative document

Select Authorized Representative

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload document is completed

Expected Outcome:
You will be redirected to Applicant Page with modified details

Message & Notes:



Authorized Indian Representative

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Authorized Indian Representative

Have o hand Documents ready (If applicable)

Follow these steps:
Click on the case whose Applicant's Authorized Indian Representative you wish to create, edit or view

You will be directed to Case Profile Page

Go to Side bar and navigate to Applicant

You will be redirected to Applicant Page

Applicant list will appear

Click on  button on the Applicant for which you wish to create, edit or view Authorized Indian Representative

To Add
Select Create Authorized Indian Representative

To enter details of Authorized Indian Representative,
If Authorized Indian Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Indian Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Indian Representative

If Authorized Indian Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

To Edit
Select Authorized Indian Representative



Modify the details

Click on  once modification is completed

To Upload Document
Click on  button on the Applicant for which you wish to upload Authorized Indian Representative documents

Select Authorized Indian Representative

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload document is completed

Expected Outcome:
You will be redirected to Applicant Page with modified details

Message & Notes:



Corporate Debtor
Corporate Debtor Profile
A corporate person who owes a debt to any person. Corporate person is defined u/s 3(7) of IBC which include

Companies defined Companies Act
LLP defined under LLP Act
Any other person incorporated with limited liability

But does not include financial services provider i.e. banks or NBFCs.

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Corporate Debtor and website details ready

Follow these steps:
Click on the case whose Corporate Debtor details you wish to view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Corporate Debtor Profile
Click on  button on the Corporate Debtor Profile for which you wish to edit details

Modify Corporate Debtor details

Click on  button

Website
Click on  of the Website block in the Corporate Debtor

Enter Website details

Click on 

Expected Outcome:
You will be redirected to Corporate Debtor Page, with updated details

Message & Notes:



 
 
Bank Accounts

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Corporate Debtor Bank account details ready

Follow these steps:
Click on the case whose Bank Account details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

To Add
Click on  of the Bank Account block in the Corporate Debtor

Enter Bank Account details

Click on 

To Edit
Click on  button on the bank for which you wish to edit Bank Account details

Modify Bank Account details

Click on 

To Delete
Click on  button on the Bank Account for which you wish to delete

Click on  for confirmation

Expected Outcome:
You will be redirected to Corporate Debtor Page, with updated details



Memorandum of Association

Board of Directors / Designated Partners

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Case should be in Resolution Stage

Have on hand Memorandum of Association details ready

Follow these steps:
Click on the case whose Memorandum of Association details you wish to view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Click on  button on the Memorandum of Association for which you wish to edit details

Modify Memorandum of Association details

Click on  button

Expected Outcome:
You will be redirected to Corporate Debtor Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Director/Partner details ready

Follow these steps:
Click on the case whose Director/Partner details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Director/Partner

You will be redirected to Director/Partner Page

Director/Partner list will appear



To Add
Click on 

To enter details of Director/Partner,
If Director/Partner is already Registered in PDA,

Start entering Identification Number/Name of the Person

A list will appear with Name and Identification Number

Scroll up or down the list and select Person

Check Director/Partner details

If Director/Partner is not Registered in PDA,
Enter Name

Enter Address

Enter Appointment Date

Click on 

To Edit
Click on  button on the Director/Partner for which you wish to edit details

Modify Director/Partner details

Click on  once modification is completed



Promoters

To Delete - (By Case Manager Only)
Click on  button on the Director/Partner you wish to delete

Click on  for confirmation

Expected Outcome:
You will be redirected to Director/Partner Page, with Director/Partner Details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Promoter details ready

Follow these steps:
Click on the case whose Promoter details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Promoter

You will be redirected to Promoter Page

Promoter list will appear



To Add
Click on 

To enter details of Promoter,
Select Entity type of the Promoter

If Promoter is already Registered in PDA
Start entering Identification Number/Name of the Promoter

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Promoter

If Promoter is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

To Edit
Click on  button on the Promoter for which you wish to edit details

Modify Promoter details

Click on  button

Click on  once modification is completed



Upload Document
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload is completed

To Delete - (By Case Manager Only)
Click on  button on the Promoter you wish to delete

Click on  for confirmation

Expected Outcome:
You will be redirected to Promoter Page, with Promoter details

Message & Notes:



Guarantors
Personal Guarantor means an individual who is the surety in a contract of guarantee to a corporate debtor.
Personal guarantor to a corporate debtor and in respect of whom guarantee has been invoked by the creditor
and remains unpaid in full or part.

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Guarantor details ready

Follow these steps:
Click on the case whose Guarantor details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Guarantor

You will be redirected to Guarantor Page

Guarantor list will appear

To Add
Click on 

To enter details of Guarantor,
Select Entity type of the Guarantor

If Guarantor is already Registered in PDA,
Start entering Identification Number/Name of the Guarantor

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Guarantor

If Guarantor is not Registered in PDA,
Enter Name

Enter Identification Number

Enter Address

Enter Guarantee From date

Enter Designation of Guarantor

Click on 



To Edit
Click on  button on the Guarantor for which you wish to edit details /li>

Modify Guarantor details.

Click on  button

Click on  once modification is completed

Guarantor Report(Generate/Upload/Version)
Click on Guarantor Report

To Generate/Re-Generate
Click on Generate

Select Report type

Check  Digital Signature/Barcode/Attachments as applicable

Click on  – Guarantor Report will be generated



Key Managerial Personnel

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Guarantor Report, edit the details and click on Re-
Generate, you will get a new Version of Guarantor Report in Green color.

To Upload
Select Upload

Select file to upload

Click on 

A new version will be added and will be displayed in Blue color.

To Delete - (By Case Manager Only)
Click on  button on the Guarantor you wish to delete.

Click on  for confirmation.

Expected Outcome:
You will be redirected to Guarantor Page, with Guarantor details.

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand KMP details ready

Follow these steps:
Click on the case whose KMP details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to KMP

You will be redirected to KMP Page

KMP list will appear



To Add
Click on 

To enter details of KMP,
If KMP is already Registered in PDA,

Start entering Identification Number/Name of the Person

A list will appear with Name and Identification Number

Scroll up or down the list and select Person

Check KMP details

If KMP is not Registered in PDA,
Enter First and Last Name

Enter Identification Number

Enter Address

Enter Appointment Date

Click on 

To Edit
Click on  button on the KMP for which you wish to edit details

Modify KMP details

Click on  button

Click on  once modification is completed



Share Capital

To Delete - (By Case Manager Only)
Click on  button on the KMP you wish to delete.

Click on  for confirmation

Expected Outcome:
You will be redirected to KMP Page, with KMP details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Share Capital details ready

Follow these steps:
Click on the case whose Share Capital details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Share Capital

You will be redirected to Share Capital Page

Share Capital list will appear



To Add
Click on  in Nominal/Paid Up block

Enter Nominal/Paid Up details

Click on 

To Edit
Click on  button on the Nominal/Paid Up for which you wish to edit respective nominal/paid up details

Edit

Select Edit

Modify Nominal/Paid Up details

Click on 

Revision

Select Revision

Enter End Date

Enter Revised Start Date

Click on 



Divisions

To Delete - (By Case Manager Only)
Click on  button on the Nominal/Paid Up you wish to delete respective Nominal/Paid Up

Click on 

To Generate
Click on Share Capital Report

Select Report Type

Check  Digital Signature/Barcode/Attachments as applicable

Click on  - Share Capital Report will be generated

Share Capital Report can be Downloaded to your system

Expected Outcome:
You will be redirected to Share Capital Page, with Share Capital details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Division details ready

Follow these steps:
Click on the case whose Division details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Division

You will be redirected to Division Page

Division list will appear



To Add
Click on 

Enter Division details

Click on 

To Edit
Click on  button on the Division for which you wish to edit details

Modify Division details

Click on 

To Delete - (By Case Manager Only)
Click on  button on the division you wish to delete

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Division Page, with Division details

Message & Notes:



Adjudication
Adjudication is always against debt.

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Adjudication details ready

Have on hand Lawyer and Court details ready (If applicable)

Have on hand Documents ready (If applicable)

Follow these steps:
Click on the case whose Adjudication details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Adjudication

You will be redirected to Adjudication Page

Adjudication list will appear

To Add
Click on 

Enter Adjudication details

Click on 

To Edit
Click on , select Adjudication for which you wish to edit adjudication details

Modify Adjudication details

Click on  button



Click on  once modification is completed

To Upload
Click on  on the Adjudication for which you wish to upload document

Click on 

Select Document Type

Select a file to Upload

Click on 

Click on  once upload document is completed

To Delete - (By Case Manager Only)
Click on  button on the Adjudication you wish to delete.

Click on  for confirmation

Lawyer
Click on , select Lawyer on the Adjudication whose Lawyer details you wish to add, view or edit

You will be redirected to Lawyer page

Lawyer list will appear

To Add
Click on 

If Lawyer is already Registered in PDA
Start entering Identification Number/Name of the Lawyer



A list of Lawyers will appear

Scroll up or down the list and select Lawyer

Enter Start Date

Check Lawyer Details

If Lawyer is not Registered in PDA
Select Identification Type

Enter First and Last Name

Enter Identification Number

Enter Start Date

Click on 

To Edit
Click on  button on the Lawyer for which you wish to edit details

Modify Lawyer details

Click on  button



Click on  once modification is completed

To Delete
Click on  button on the Lawyer you wish to delete.

Click on  for confirmation

Click on  once operations(add/edit/delete) are completed

Court
Click on , select Court on the Adjudication whose Court details you wish to add, view or edit

You will be redirected to Court page

Court list will appear

To Add
Click on 

If Court is already Registered in PDA
Select Court Type

Start entering Name of the Court

A list of Courts will appear

Scroll up or down the list and select Court

Enter Start Date

Check Court Details

If Court is not Registered in PDA
Select Court Type

Enter Court Name



Enter Start Date

Enter Address

Click on 

To Edit
Click on  button on the Court for which you wish to edit details

Modify Court details

Click on  button

Click on  once modification is completed

To Delete
Click on  button on the Court you wish to delete.

Click on  for confirmation

Click on  once operations(add/edit/delete) are completed

Creditors
Click on , select Creditors on the Adjudication you wish to view the Creditors who linked Adjudication to their
Debt

Click on  after viewing



Liabilities

Report
Click on Material Litigation

To Generate/Re-generate
Select Generate/Re-Generate

Select Report Type

Check  Digital Signature/Barcode/Attachments as applicable

Click on  - Report will be generated and can be downloaded to your system

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Material Litigation Report, edit the details and click on
Re-Generate, you will get a new Version of Material Litigation Report in Green color

To Upload - (By Case Manager Only)
Select Upload

Select a file to Upload

Click on  - Document will be uploaded

A new version will be added and will be displayed in Blue color

Expected Outcome:
You will be redirected to Adjudication Page, with adjudication details

Message & Notes:
Report generate - User will be notified, if IRP/RP/Liquidator is not appointed to the case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Liability details ready

Follow these steps:
Click on the case whose Liability details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor



You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Liability

You will be redirected to Liability Page

Liability list will appear

To Add
click on 

Enter Liability details

Click on 

To Edit
Click on  button on the Liability for which you wish to edit details

Modify Liability details

Click on 

To View History
Click on 

You will view the history of selected Liability type

Click on Close

To Delete - (By Case Manager Only)
Click on  button on the Liability you wish to delete

Click on  for confirmation

To Report
Click on Liability Report  button

Generate/Re-generate
Select Generate/Re-generate

Select Report type

Check  Digital Signature/Barcode/Attachments as applicable

Click on  - Liability Report will be generated



Assets

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Liability Report, edit the details and click on Re-
Generate, you will get a new Version of Liability Report in Green color

Upload
Select Upload

Select file to upload

Click on 

A new version will be added and will be displayed in Blue color

Expected Outcome:
You will be redirected to Liability Page, with Liability details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Asset details ready

Follow these steps:
Click on the case whose Asset details you wish to add, view or edit.

You will be directed to Case Profile Page

Go to Side bar and navigate to Corporate Debtor

You will be redirected to Corporate Debtor Page

Go to Side bar and navigate to Assets

You will be redirected to Assets Page

To Add
Click on 

Select Asset Sub-Category, Asset Type, Asset Class

Enter Name of Asset



Enter the Address

Enter Asset Values

Click on 

 

 

To Edit
Click on  button on the Asset for which you wish to edit details

Modify Asset details

Click on 



To Upload
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload is completed

To Delete
Click on  button on the asset you wish to delete

Click on  for delete confirmation

Report
Click on Description of Assets (IM)

To Generate/Re-generate
Select Generate

Select Report Type

Check  Digital Signature/Barcode/Attachments as applicable

Enter the Password, if you want to generate a report in protected file - (applicable for report type PDF-A,
PDF-UA)

Click on  - Description of Assets (IM) will be downloaded to your system



A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Guarantor Report, edit the details and click on Re-
Generate, you will get a new Version of Guarantor Report in Green color.

To Upload
Select Upload

Select file to Upload

Click on 

A new version of uploaded document will be displayed in Blue color

Click on Custom Asset Report
To Generate/Re-generate

Select Generate

Select details required in the report

Click on 

Select Report Type

Check  Digital Signature/Barcode/Attachments as applicable

Enter the Password, if you want to generate a report in protected file - (applicable for report type PDF-A,
PDF-UA)

Click on  - Custom Asset report will be downloaded to your system



A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Custom Asset report, edit the details and click on Re-
Generate, you will get a new Version of Custom Asset Report in Green color.

To Upload
Select Upload

Select file to Upload

Click on 

A new version will be added and will be displayed in Blue color

Click on Asset Memorandum
To Generate/Re-generate

Select Generate

Select Report Type

Check  Digital Signature/Barcode/Attachments as applicable

Enter the Password, if you want to generate a report in protected file - (applicable for report type PDF-A,
PDF-UA)

Click on  - Asset Memorandum report will be downloaded to your system

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Asset Memorandum Report, edit the details and click
on Re-Generate, you will get a new Version of Asset Memorandum Report in Green color

To Upload
Select Upload

Select file to Upload

Click on 

A new version of uploaded document will be displayed in Blue color



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Expected Outcome:
You will be redirected to Assets Page, with Assets details

Message & Notes:



Creditor
System provides list of creditors of each category.

Financial
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Have on hand Financial Creditor and Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Financial Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Financial Creditor list will appear

Add (Applicable for Case Manager/Case Worker)
Click on 

To enter details of Financial Creditor,
Select Entity type of the Financial Creditor

If Financial Creditor is already Registered in PDA,
Start entering Identification Number/Name of the Financial Creditor

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Financial Creditor

If Financial Creditor is not Registered in PDA,
Enter Name

Enter Identification Number

Enter Address



To enter details of Financial Creditor Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

Edit (Applicable for Case Manager/Case Worker/Claimant)
Click on  button to which you want to edit details

Select Claimant

Modify Financial Creditor details

Click on 



Bank Details (Applicable for Case Manager/Case Worker/Claimant)
Click on  button of the Financial Creditor to which you want to perform any action on Bank details

Select Bank Details

List of bank details will appear

Add
Click on 

Enter Account Holder Full Name

Enter Account Number

Select Nature of Account

Start entering branch IFSC Code of the Bank

A list will appear with IFSC Code

Scroll up or down the list and select IFSC Code

Check the bank details

Click on 

Edit



Click on  button to which you want to edit details

Modify Bank Account details

Click on 

Delete
Click on  button to which you want to delete

Click on  for the confirmation

Click on 

Activate (Applicable for Inactive Creditors and Case Manager/Case Worker can Activate)
Click on  button of the Creditor which you want to Activate

Select Make it active

Click on  for confirmation

Inactivate (Applicable for Active Creditors and Case Manager/Case Worker can Inactivate)
Click on  button of the Creditor which you want to Inactivate

Select Make it inactive

Click on  for confirmation

Delete (Case Manager/Case Worker can Delete)
Click on  button of the Creditor which you want to Delete

Select Delete permanently

Click on  for confirmation

Upload Document (Applicable for Case Manager/Case Worker)
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 



 
Authorized Representative

Click on  once upload is completed

Expected Outcome:
You will be redirected to Financial Creditor page with updated details

Message & Notes:
If Bank account made preferred - User will failed to delete bank detail and will get notified, that bank details is
used in case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Case must have a Financial Creditor

Have Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Financial Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Financial Creditor list will appear

Click on  button of the Financial Creditor to which you want to Update/Change Authorized Representative
details

Select Authorized Representative

List of Authorized Representative will appear



To Modify,
Click on 

Modify Authorized Representative details

Click on 

To Change,
Click on 

If Authorized Representative is already Registered in PDA
Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter  Identification Number

Enter Address

Click on 



 
Designated Partner

Click on 

Expected Outcome:
You will be redirected to Financial Creditor page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Limited Liability Partnership

Have on hand Designated Partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Financial Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Financial Creditor list will appear



Click on  button of Financial Creditor to which you want to perform any action on Designated Partner

Select Designated Partner

List of Designated Partner will appear

Add
Click on 

To enter details of Designated Partner,
If Designated Partner is already Registered in PDA

Start entering Identification Number/Name of the Designated Partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Designated Partner

If Designated Partner is not Registered in PDA
Enter Name

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Designated Partner details

Click on 



 
Co-Partner

Delete
Click on  button of the Designated Partner which you want to delete

Click on  for the confirmation

Click on 

Expected Outcome:
You will be redirected to Financial Creditor page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Partnership Firm

Have Co-partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Financial Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Financial Creditor list will appear

Click on  button of Financial Creditor to which you want to perform any action on Co-partner

Select Co-partner

List of Co-partner will appear

Add
Click on 

To enter details of Co-partner,
If Co-partner is already Registered in PDA



 
 

Start entering Identification Number/Name of the Co-partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Co-partner

If Co-partner is not Registered in PDA
Enter Name

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Co-partner details

Click on 

Delete
Click on  button of the Co-partner which you want to delete

Click on  for the confirmation

Click on 

Expected Outcome:
You will be redirected to Financial Creditor page with updated details

Message & Notes:



Supplier
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Have on hand Supplier and Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Supplier

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Supplier

You will be redirected to Supplier Page

Supplier list will appear

Add (Applicable for Case Manager/Case Worker)
Click on 

To enter details of Supplier,
Select Entity type of the Supplier

If Supplier is already Registered in PDA,
Start entering Identification Number/Name of the Supplier

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Supplier

If Supplier is not Registered in PDA,
Enter Name

Enter Identification Number

Enter Address



To enter details of Supplier Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

Edit (Applicable for Case Manager/Case Worker/Claimant)
Click on  button to which you want to edit details

Select Claimant

Modify Supplier details

Click on 



Bank Details (Applicable for Case Manager/Case Worker/Claimant)
Click on  button of the Supplier to which you want to perform any action on Bank details

Select Bank Details

List of bank details will appear

Add
Click on 

Enter Account Holder Full Name

Enter Account Number

Select Nature of Account

Start entering branch IFSC Code of the Bank

A list will appear with IFSC Code

Scroll up or down the list and select IFSC Code

Check the bank details

Click on 

Edit



Click on  button to which you want to edit details

Modify Bank Account details

Click on 

Delete
Click on  button to which you want to delete

Click on  for the confirmation

Click on 

Activate (Applicable for Inactive Creditors and Case Manager/Case Worker can Activate)
Click on  button of the Creditor which you want to Activate

Select Make it active

Click on  for confirmation

Inactivate (Applicable for Active Creditors and Case Manager/Case Worker can Inactivate)
Click on  button of the Creditor which you want to Inactivate

Select Make it inactive

Click on  for confirmation

Delete (Case Manager/Case Worker can Delete)
Click on  button of the Creditor which you want to Delete

Select Delete permanently

Click on  for confirmation

Upload Document (Applicable for Case Manager/Case Worker)
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 



 
Authorized Representative

Click on  once upload is completed

Expected Outcome:
You will be redirected to Supplier page with updated details

Message & Notes:
If Bank account made preferred - User will failed to delete bank detail and will get notified, that bank details is
used in case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Case must have a Supplier

Have Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Supplier

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Supplier

You will be redirected to Supplier Page

Supplier list will appear

Click on  button of the Supplier to which you want to Update/Change Authorized Representative details

Select Authorized Representative

List of Authorized Representative will appear



To Modify,
Click on 

Modify Authorized Representative details

Click on 

To Change,
Click on 

If Authorized Representative is already Registered in PDA
Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter  Identification Number

Enter Address

Click on 



 
Designated Partner

Click on 

Expected Outcome:
You will be redirected to Supplier page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Limited Liability Partnership

Have on hand Designated Partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Supplier

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Supplier

You will be redirected to Supplier Page

Supplier list will appear

Click on  button of Supplier to which you want to perform any action on Designated Partner

Select Designated Partner



List of Designated Partner will appear

Add
Click on 

To enter details of Designated Partner,
If Designated Partner is already Registered in PDA

Start entering Identification Number/Name of the Designated Partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Designated Partner

If Designated Partner is not Registered in PDA
Enter Name

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Designated Partner details

Click on 

Delete
Click on  button of the Designated Partner which you want to delete

Click on  for the confirmation

Click on 



 
Co-Partner

Expected Outcome:
You will be redirected to Supplier page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Partnership Firm

Have Co-partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Supplier

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Supplier

You will be redirected to Supplier Page

Supplier list will appear

Click on  button of Supplier to which you want to perform any action on Co-partner

Select Co-partner

List of Co-partner will appear

Add
Click on 

To enter details of Co-partner,
If Co-partner is already Registered in PDA

Start entering Identification Number/Name of the Co-partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Co-partner

If Co-partner is not Registered in PDA
Enter Name



 
 
 
 
 
 
 
 
 
 

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Co-partner details

Click on 

Delete
Click on  button of the Co-partner which you want to delete

Click on  for the confirmation

Click on 

Expected Outcome:
You will be redirected to Supplier page with updated details

Message & Notes:



Employee
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Have Employee and Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Employee

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Employee

You will be redirected to Employee Page

Employee list will appear

Add (Applicable for Case Manager/Case Worker)
Click on 

To enter details of Employee,
If Employee is already Registered in PDA,

Start entering Identification Number/Name of the Employee

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Employee

If Employee is not Registered in PDA,
Enter Name

Enter Identification Number

Enter Address

To enter details of Employee Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number



Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

Edit (Applicable for Case Manager/Case Worker/Claimant)
Click on  button to which you want to edit details

Select Claimant

Modify Employee details

Click on 

Bank Details (Applicable for Case Manager/Case Worker/Claimant)
Click on  button of the Employee to which you want to perform any action on Bank details



Select Bank Details

List of bank details will appear

Add
Click on 

Enter Account Holder Full Name

Enter Account Number

Select Nature of Account

Start entering branch IFSC Code of the Bank

A list will appear with IFSC Code

Scroll up or down the list and select IFSC Code

Check the bank details

Click on 

Edit
Click on  button to which you want to edit details

Modify Bank Account details

Click on 

Delete
Click on  button to which you want to delete

Click on  for the confirmation

Click on 

Activate (Applicable for Inactive Creditors and Case Manager/Case Worker can Activate)
Click on  button of the Creditor which you want to Activate



 
Authorized Representative

Select Make it active

Click on  for confirmation

Inactivate (Applicable for Active Creditors and Case Manager/Case Worker can Inactivate)
Click on  button of the Creditor which you want to Inactivate

Select Make it inactive

Click on  for confirmation

Delete (Case Manager/Case Worker can Delete)
Click on  button of the Creditor which you want to Delete

Select Delete permanently

Click on  for confirmation

Upload Document (Applicable for Case Manager/Case Worker)
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload is completed

Expected Outcome:
You will be redirected to Employee page with updated details

Message & Notes:
If Bank account made preferred - User will failed to delete bank detail and will get notified, that bank details is
used in case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Case must have a Employee

Have Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Employee

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page



Go to Side bar and navigate to Employee

You will be redirected to Employee Page

Employee list will appear

Click on  button of the Employee to which you want to Update/Change Authorized Representative details

Select Authorized Representative

List of Authorized Representative will appear

To Modify,
Click on 

Modify Authorized Representative details

Click on 

To Change,
Click on 

If Authorized Representative is already Registered in PDA
Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter  Identification Number

Enter Address

Click on 

Click on 

Expected Outcome:
You will be redirected to Employee page with updated details

Message & Notes:



Workman
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Have Workman and Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Workman

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Workman

You will be redirected to Workman Page

Workman list will appear

Add (Applicable for Case Manager/Case Worker)
Click on 

To enter details of Workman,
If Workman is already Registered in PDA,

Start entering Identification Number/Name of the Workman

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Workman

If Workman is not Registered in PDA,
Enter Name

Enter Identification Number

Enter Address

To enter details of Workman Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity



Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

Edit (Applicable for Case Manager/Case Worker/Claimant)
Click on  button to which you want to edit details

Select Claimant

Modify Workman details

Click on 

Bank Details (Applicable for Case Manager/Case Worker/Claimant)
Click on  button of the Workman to which you want to perform any action on Bank details

Select Bank Details



List of bank details will appear

Add
Click on 

Enter Account Holder Full Name

Enter Account Number

Select Nature of Account

Start entering branch IFSC Code of the Bank

A list will appear with IFSC Code

Scroll up or down the list and select IFSC Code

Check the bank details

Click on 

Edit
Click on  button to which you want to edit details

Modify Bank Account details

Click on 

Delete
Click on  button to which you want to delete

Click on  for the confirmation

Click on 

Activate (Applicable for Inactive Creditors and Case Manager/Case Worker can Activate)
Click on  button of the Creditor which you want to Activate

Select Make it active



 
Authorized Representative

Click on  for confirmation

Inactivate (Applicable for Active Creditors and Case Manager/Case Worker can Inactivate)
Click on  button of the Creditor which you want to Inactivate

Select Make it inactive

Click on  for confirmation

Delete (Case Manager/Case Worker can Delete)
Click on  button of the Creditor which you want to Delete

Select Delete permanently

Click on  for confirmation

Upload Document (Applicable for Case Manager/Case Worker)
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload is completed

Expected Outcome:
You will be redirected to Workman page with updated details

Message & Notes:
If Bank account made preferred - User will failed to delete bank detail and will get notified, that bank details is
used in case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Case must have a Workman

Have Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Workman

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Workman



You will be redirected to Workman Page

Workman list will appear

Click on  button of the Workman to which you want to Update/Change Authorized Representative details

Select Authorized Representative

List of Authorized Representative will appear

To Modify,
Click on 

Modify Authorized Representative details

Click on 

To Change,
Click on 

If Authorized Representative is already Registered in PDA
Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter  Identification Number



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter Address

Click on 

Click on 

Expected Outcome:
You will be redirected to Workman page with updated details

Message & Notes:



Other Creditor (Applicable for Resolution stage)
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Have on hand Other Creditor and Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Creditor

You will be redirected to Other Creditor Page

Other Creditor list will appear

Add (Applicable for Case Manager/Case Worker)
Click on 

To enter details of Other Creditor,
Select Entity type of the Other Creditor

If Other Creditor is already Registered in PDA,
Start entering Identification Number/Name of the Other Creditor

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Other Creditor

If Other Creditor is not Registered in PDA,
Enter Name

Enter Identification Number

Enter Address



To enter details of Other Creditor Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

Edit (Applicable for Case Manager/Case Worker/Claimant)
Click on  button to which you want to edit details

Select Claimant

Modify Other Creditor details

Click on 



Bank Details (Applicable for Case Manager/Case Worker/Claimant)
Click on  button of the Other Creditor to which you want to perform any action on Bank details

Select Bank Details

List of bank details will appear

Add
Click on 

Enter Account Holder Full Name

Enter Account Number

Select Nature of Account

Start entering branch IFSC Code of the Bank

A list will appear with IFSC Code

Scroll up or down the list and select IFSC Code

Check the bank details

Click on 

Edit



Click on  button to which you want to edit details

Modify Bank Account details

Click on 

Delete
Click on  button to which you want to delete

Click on  for the confirmation

Click on 

Activate (Applicable for Inactive Creditors and Case Manager/Case Worker can Activate)
Click on  button of the Creditor which you want to Activate

Select Make it active

Click on  for confirmation

Inactivate (Applicable for Active Creditors and Case Manager/Case Worker can Inactivate)
Click on  button of the Creditor which you want to Inactivate

Select Make it inactive

Click on  for confirmation

Delete (Case Manager/Case Worker can Delete)
Click on  button of the Creditor which you want to Delete

Select Delete permanently

Click on  for confirmation

Upload Document (Applicable for Case Manager/Case Worker)
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 



 
Authorized Representative

Click on  once upload is completed

Expected Outcome:
You will be redirected to Other Creditor page with updated details

Message & Notes:
If Bank account made preferred - User will failed to delete bank detail and will get notified, that bank details is
used in case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Case must have a Other Creditor

Have Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Creditor

You will be redirected to Other Creditor Page

Other Creditor list will appear

Click on  button of the Other Creditor to which you want to Update/Change Authorized Representative details

Select Authorized Representative

List of Authorized Representative will appear



To Modify,
Click on 

Modify Authorized Representative details

Click on 

To Change,
Click on 

If Authorized Representative is already Registered in PDA
Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter  Identification Number

Enter Address

Click on 



 
Designated Partner

Click on 

Expected Outcome:
You will be redirected to Other Creditor page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Limited Liability Partnership

Have on hand Designated Partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Creditor

You will be redirected to Other Creditor Page

Other Creditor list will appear



Click on  button of Other Creditor to which you want to perform any action on Designated Partner

Select Designated Partner

List of Designated Partner will appear

Add
Click on 

To enter details of Designated Partner,
If Designated Partner is already Registered in PDA

Start entering Identification Number/Name of the Designated Partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Designated Partner

If Designated Partner is not Registered in PDA
Enter Name

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Designated Partner details

Click on 

Delete
Click on  button of the Designated Partner which you want to delete

Click on  for the confirmation

Click on 



 
Co-Partner

Expected Outcome:
You will be redirected to Other Creditor page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Partnership Firm

Have Co-partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Creditor

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Creditor

You will be redirected to Other Creditor Page

Other Creditor list will appear

Click on  button of Other Creditor to which you want to perform any action on Co-partner

Select Co-partner

List of Co-partner will appear

Add
Click on 

To enter details of Co-partner,
If Co-partner is already Registered in PDA

Start entering Identification Number/Name of the Co-partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Co-partner

If Co-partner is not Registered in PDA



 
 
 
 
 
 
 
 
 

Enter Name

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Co-partner details

Click on 

Delete
Click on  button of the Co-partner which you want to delete

Click on  for the confirmation

Click on 

Expected Outcome:
You will be redirected to Other Creditor page with updated details

Message & Notes:



 
 

Other Stakeholder (Applicable for Liquidation stage)
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Have on hand Other Stakeholder and Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Stakeholder

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Stakeholder

You will be redirected to Other Stakeholder Page

Other Stakeholder list will appear

Add (Applicable for Case Manager/Case Worker)
Click on 

To enter details of Other Stakeholder,
Select Entity type of the Other Stakeholder

If Other Stakeholder is already Registered in PDA,
Start entering Identification Number/Name of the Other Stakeholder

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Other Stakeholder

If Other Stakeholder is not Registered in PDA,
Enter Name

Enter Identification Number

Enter Address



To enter details of Other Stakeholder Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Click on 

Edit (Applicable for Case Manager/Case Worker/Claimant)
Click on  button to which you want to edit details

Select Claimant

Modify Other Stakeholder details

Click on 



Bank Details (Applicable for Case Manager/Case Worker/Claimant)
Click on  button of the Other Stakeholder to which you want to perform any action on Bank details

Select Bank Details

List of bank details will appear

Add
Click on 

Enter Account Holder Full Name

Enter Account Number

Select Nature of Account

Start entering branch IFSC Code of the Bank

A list will appear with IFSC Code

Scroll up or down the list and select IFSC Code

Check the bank details

Click on 

Edit



Click on  button to which you want to edit details

Modify Bank Account details

Click on 

Delete
Click on  button to which you want to delete

Click on  for the confirmation

Click on 

Activate (Applicable for Inactive Creditors and Case Manager/Case Worker can Activate)
Click on  button of the Creditor which you want to Activate

Select Make it active

Click on  for confirmation

Inactivate (Applicable for Active Creditors and Case Manager/Case Worker can Inactivate)
Click on  button of the Creditor which you want to Inactivate

Select Make it inactive

Click on  for confirmation

Delete (Case Manager/Case Worker can Delete)
Click on  button of the Creditor which you want to Delete

Select Delete permanently

Click on  for confirmation

Upload Document (Applicable for Case Manager/Case Worker)
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 



 
Authorized Representative

Click on  once upload is completed

Expected Outcome:
You will be redirected to Other Stakeholder page with updated details

Message & Notes:
If Bank account made preferred - User will failed to delete bank detail and will get notified, that bank details is
used in case

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/claimant for the particular case

Case must have a Other Stakeholder

Have Authorized Representative details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Stakeholder

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Stakeholder

You will be redirected to Other Stakeholder Page

Other Stakeholder list will appear

Click on  button of the Other Stakeholder to which you want to Update/Change Authorized Representative
details

Select Authorized Representative

List of Authorized Representative will appear



To Modify,
Click on 

Modify Authorized Representative details

Click on 

To Change,
Click on 

If Authorized Representative is already Registered in PDA
Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Authorized Representative

If Authorized Representative is not Registered in PDA
Enter Name

Enter  Identification Number

Enter Address

Click on 



Designated Partner
 

Click on 

Expected Outcome:
You will be redirected to Other Stakeholder page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Limited Liability Partnership

Have on hand Designated Partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Stakeholder

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Stakeholder

You will be redirected to Other Stakeholder Page

Other Stakeholder list will appear

Click on  button of Other Stakeholder to which you want to perform any action on Designated Partner

Select Designated Partner



List of Designated Partner will appear

Add
Click on 

To enter details of Designated Partner,
If Designated Partner is already Registered in PDA

Start entering Identification Number/Name of the Designated Partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Designated Partner

If Designated Partner is not Registered in PDA
Enter Name

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Designated Partner details

Click on 

Delete
Click on  button of the Designated Partner which you want to delete

Click on  for the confirmation

Click on 



 
Co-Partner

Expected Outcome:
You will be redirected to Other Stakeholder page with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Case must have a Creditor of type Partnership Firm

Have Co-partner details ready

Follow these steps:
Click on Case to which you want to perform any action on Other Stakeholder

You will be directed to Case Profile Page

Go to Side bar and navigate to Creditor

You will be redirected to Financial Creditor Page

Go to Side bar and navigate to Other Stakeholder

You will be redirected to Other Stakeholder Page

Other Stakeholder list will appear

Click on  button of Other Stakeholder to which you want to perform any action on Co-partner

Select Co-partner

List of Co-partner will appear

Add
Click on 

To enter details of Co-partner,
If Co-partner is already Registered in PDA

Start entering Identification Number/Name of the Co-partner

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Co-partner

If Co-partner is not Registered in PDA
Enter Name



 
 
 
 
 
 
 
 
 

Enter Identification Number

Click on 

Edit
Click on  button to which you want to edit details

Modify Co-partner details

Click on 

Delete
Click on  button of the Co-partner which you want to delete

Click on  for the confirmation

Click on 

Expected Outcome:
You will be redirected to Other Stakeholder page with updated details

Message & Notes:



Service Provider
Service Providers are those who are registered with IBBI as Insolvency Professionals(IPs), Insolvency Professional
Agencies(IPAs), Information Utilities (IUs), Insolvency Professional Entities (IPE), Registered Valuer Organisations
(RVOs) and Registered Valuer. Service Provider can act differently according to the stages of case like Interim
Resolution Professional (IRP), Resolution Professional (RP), Liquidator and Authorised Representative.

Resolution Professional
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Case should be in Resolution Stage

Have on hand RP details ready

Follow these steps:
Click on Case to which you want to perform any action on RP

You will be directed to Case Profile Page

Go to Side bar and navigate to Service Provider

Go to Side bar and navigate to RP

You will be redirected to Resolution Professional (RP) Page

To Propose
Click on 

To enter details of RP,
Search RP

Start entering IBBI Reg Number/Name of the RP

A list of IPs with Name and Registration Numbers will appear

Scroll up or down the list and select RP

Check RP Details

Select Status - Proposed

Enter Proposed Date

Click on 

To Upload Form AA
Click on  in Form AA column

Select Upload



Upload Form AA (signed) Document

Click on 

To Edit
Click on  to which you want to edit details

RP
Select RP

Modify RP details

For appointing RP, Select Status (Appointed)

Enter Appointment Date

Click on  button

Click on  once modification is completed

IP Assignment
Select IP Assignment

You will be redirected to IP Assignment

Click on 

You will be redirected to IP Assignment Particulars

Enter IP Assignment details

Click on 

Click on  once addition is completed



Eligibility Criteria
Select Eligibility Criteria

You will be redirected to Eligibility Criteria

Enter Eligibility Criteria details

Click on 

To Delete
Click on  to which you want to delete RP

Click on  for confirmation

Expected Outcome:
You will be redirected to RP Page, with RP details

Message & Notes:



Liquidator
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Case should be in Liquidation Stage

Have on hand Liquidator details ready

Follow these steps:
Click on Case to which you want to perform any action on Liquidator

You will be directed to Case Profile Page

Go to Side bar and navigate to Service Provider

Go to Side bar and navigate to Liquidator

You will be redirected to Liquidator Page

To Appoint
Click on 

Search Liquidator
Start entering IBBI Reg Number/Name of the Liquidator

A list of IPs with Name and Registration Numbers will appear

Scroll up or down the list and select Liquidator

Check Liquidator Details

Enter Appointment Date

Click on 

To Edit
Click on  to which you want to edit details

Liquidator
Select Liquidator

Modify Liquidator details

Click on  button

Click on  once modification is completed



IP Assignment
Select IP Assignment

You will be redirected to IP Assignment

Click on 

You will be redirected to IP Assignment Particulars

Enter IP Assignment details

Click on 

Click on  once addition is completed

Eligibility Criteria
Select Eligibility Criteria

You will be redirected to Eligibility Criteria

Enter Eligibility Criteria details



Click on 

Public Announcement Form
Click on Public Announcement

To Generate
Select Generate

Enter Date and Place

Click on 

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Public announcement, you edit the details and click on
Re-generate, then you will get a new version of Public announcement in green color

To Upload
Select Upload

Select file to upload

Click on 

A new version will be added and will be displayed in blue color

Other Options



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To Make it inactive
Click on     to which you want to deactivate

Select Make it inactive

Click on  for making liquidator deactivate confirmation

To Make it active
Click on     to which you want to activate

Select Make it active

Click on  for making liquidator activate confirmation

To Delete
Click on     button to which you want to delete

Select Delete Permanently

Click on  for confirmation

Expected Outcome:
You will be redirected to Liquidator Page, with Liquidator details

Message & Notes:



Resolution Plan
Form G

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Follow these steps:
Click on Case to which you want to perform any action on Form G

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Invitation for Expression of Interest
Click on Invitation  in ‘Form G’ block

Enter Invitation for Expression of Interest details

Click on 

To Generate / Re-generate

Click on  in ‘Form G’ block

Enter Date and Place

Click on  – Form G will be generated

A new version will be added and will be displayed in Green color



 
Detailed EoI

 
 

If you find any error and need to edit this version of Form G, edit the details and click on  , you will get a new

Version of Form G in Green color

Form G can be downloaded to your system

To Upload

Click on  in ‘Form G’ block

Upload Form G (signed) Document

Click on 

Click on Versions in ‘Form G’ Block all uploaded and generated versions will be visible and uploaded versions are
displayed in Blue color and will be generated versions are displayed in Green color

Expected Outcome:
You will be redirected to Resolution Plan Dashboard Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand document to be uploaded

Follow these steps:
Click on Case to which you want to perform any action on Detailed EoI

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Click on Detailed EoI  button

Click on  in ‘Detailed EoI’ block

Upload Detailed EoI Document

Click on 

Click on Versions all uploaded versions will be visible and will be displayed in Blue color



 

 
Eligibility Criteria

 
Provisional List

Expected Outcome:
You will be redirected to Resolution Plan Dashboard Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand document to be uploaded

Follow these steps:
Click on Case to which you want to perform any action on Eligibility Criteria

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Click on Eligibility Criteria  button

Click on  in ‘Eligibility Criteria’ block

Upload Eligibility Criteria Document

Click on 

Click on Versions all uploaded versions will be visible and will be displayed in Blue color

Expected Outcome:
You will be redirected to Resolution Plan Dashboard Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated

Follow these steps:
Click on Case to which you want to perform any action on Provisional List

You will be directed to Case Profile Page



 
Final List

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Click on Provisional List  button

To Generate / Re-generate

Click on  in ‘Provisional List’ block

Enter Date

Click on  – Provisional List will be generated

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Provisional List, edit the details and click on  , you will

get a new Version of Provisional List in Green color

Provisional List can be downloaded to your system

To Upload

Click on  in ‘Provisional List’ Block

Upload Provisional List (signed) Document

Click on 

Click on Versions in ‘Provisional List’ Block all uploaded and generated versions will be visible and uploaded
versions are displayed in Blue color and will be generated versions are displayed in Green color

Expected Outcome:
You will be redirected to Resolution Plan Dashboard Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated

Follow these steps:
Click on Case to which you want to perform any action on Final List

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page



RA at Resolution
Resolution Applicant

Click on Final List  button

To Generate / Re-generate

Click on  in ‘Final List’ block

Enter Date

Click on  – Final List will be generated

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of Final List, edit the details and click on  , you will get a

new Version of Final List in Green color

Final List can be downloaded to your system

To Upload

Click on  in ‘Final List’ block

Upload Final List (signed) Document

Click on 

Click on Versions in ‘Final List’ Block all uploaded and generated versions will be visible and uploaded versions
are displayed in Blue color and will be generated versions are displayed in Green color

Expected Outcome:
You will be redirected to Resolution Plan Dashboard Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Case should be in Resolution/Liquidation stage

Have on hand Resolution Applicant details ready

Follow these steps:
Click on Case to which you want to perform any action on RA at Resolution

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to RA at Resolution



You will be redirected to RA at Resolution Page

RA at Resolution list will appear

Add (Case should be in Resolution stage)
Click on 

To enter details of Resolution Applicant,
Select Entity type of the Resolution Applicant

If Resolution Applicant is already Registered in PDA
Start entering Identification Number/Name of the Resolution Applicant

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Resolution Applicant

If Resolution Applicant is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Enter Date of Response for EoI

Click on 

Edit
Click on  button to which you want to edit details

Select Resolution Applicant

Modify the details

Click on  once modification is completed



Upload Document
Click on  button to which you want to upload documents

Profile Document
Select Profile Document

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on Close  once upload is completed

Other Supportive Document
Select Other Supportive Document

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on Close  once upload is completed



 
Authorized Representative

Reject - (Applicable for Case Manager)
Click on     button to which you want to reject

Select Reject

Enter Reason for Rejection

Click on  button

Click on  for confirmation

Consider - (Applicable for Case Manager)
Click on     button of rejected Resolution Applicant to which you want to consider

Select Consider

Click on  for confirmation

Delete - (Applicable for Case Manager)
Click on     button to which you want to Delete

Select Delete Permanently

Click on  for confirmation

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Authorized Representative details ready

Follow these steps:
Click on  button of the Resolution Applicant

Select Authorized Representative

Add
Click on 



To enter details of Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Authorized Representative Details

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

If Authorized Representative is same as the Resolution Applicant Check  Same as Resolution Applicant

Click on 

Edit
Click on 

Modify the details

Click on  once modification is completed



Change
Click on 

To enter details of Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Authorized Representative Details

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

If Authorized Representative is same as the Resolution Applicant Check  Same as Resolution Applicant

Click on 



 
Eligibility Criteria

Assign RA Role
Click on Assign RA Role

Click on  for confirmation

Click on 

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:
If current Authorized Representative is not an PDA user, then you can not assign RA Role for Authorized
Representative

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated to Final

Have on hand Resolution Applicant Eligibility Criteria details ready

Follow these steps:
Click on  button of the Resolution Applicant

Select Eligibility Criteria

Add
Enter the details of Eligibility Criteria

Click on 



 
Provision for Stakeholder

Edit
Modify the details

Click on 

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated to Final

Have on hand Provision for Stakeholder under the Resolution Plan of the Resolution Applicant ready

Follow these steps:
Click on  button of Resolution Applicant with Category Final



Select Provision for Stakeholder

Add
To enter the details of Provision for Stakeholder,

Enter Plan Received Date

Enter details for each category of stakeholder

Click on 

Edit
To modify the details of particular category of stakeholder,

click on  button of the particular category of stakeholder

Modify the details

Click on 

To add new category of stakeholder,
Click on 

Enter the details

Click on 

To delete category of stakeholder,
Click on  button of that particular category of stakeholder

Click on  for confirmation

Click on Back



 
Plan

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Category of the Resolution Applicants should be updated to Final

Provision for Stakeholder should be added to system

Follow these steps:
Click on 

All (Plans)
Select All

You will be redirected to Consolidated View which has all Resolution Applicant Plans

Click on the Resolution Applicant Name to which you want to see plan

Click on 

Active (Plans)
Select Active

You will be redirected to Consolidated View which has all active Resolution Applicant Plans

Click on the Resolution Applicant Name to which you want to see plan

Click on 

Expected Outcome:



 
RFRP

You will be redirected to Resolution Applicant page

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated to Final

Follow these steps:
Click on  button of the Final Resolution Applicant

Select RFRP

Click on 

Generate/Re-Generate
Select Generate or Re-Generate

To Generate RFRP Report,
Select Report Type (PDF_A/PDF_UA/DOCX/EXCEL)

Check  Digital Signature/Barcode/Attachment as applicable

Click on  - RFRP will be generated

Generated versions will be shown in Green color

Click on  once RFRP is generated

Upload
Select Upload

You will be directed to Documents page

Upload Documents

Click on  once RFRP is uploaded

Uploaded versions will be shown in Blue color



RA at Liquidation
Resolution Applicant

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Case should be in Liquidation stage

Have on hand Resolution Applicant details ready

Follow these steps:
Click on Case to which you want to perform any action on RA at Liquidation

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to RA at Liquidation

You will be redirected to RA at Liquidation Page

RA at Liquidation list will appear

Add
Click on 

To enter details of Resolution Applicant,
Select Entity type of the Resolution Applicant

If Resolution Applicant is already Registered in PDA
Start entering Identification Number/Name of the Resolution Applicant

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Entity details of the Resolution Applicant

If Resolution Applicant is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

Enter Date of Response for EoI

Click on 



Edit
Click on  button to which you want to edit details

Select Resolution Applicant

Modify the details

Click on  once modification is completed

Upload Document
Click on  button to which you want to upload documents

Profile Document
Select Profile Document

Click on  button in documents list page

Select Document Type

Select file to Upload



Click on 

Click on Close  once upload is completed

Other Supportive Document
Select Other Supportive Document

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on Close  once upload is completed

Reject - (Applicable for Case Manager)
Click on     button to which you want to reject

Select Reject

Enter Reason for Rejection

Click on  button

Click on  for confirmation

Consider - (Applicable for Case Manager)
Click on     button of rejected Resolution Applicant to which you want to consider

Select Consider

Click on  for confirmation

Delete - (Applicable for Case Manager)
Click on     button to which you want to Delete

Select Delete Permanently



 
Authorized Representative

Click on  for confirmation

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Authorized Representative details ready

Follow these steps:
Click on  button of the Resolution Applicant

Select Authorized Representative

Add
Click on 

To enter details of Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Authorized Representative Details

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

If Authorized Representative is same as the Resolution Applicant Check  Same as Resolution Applicant

Click on 



Edit
Click on 

Modify the details

Click on  once modification is completed

Change
Click on 



To enter details of Authorized Representative,
If Authorized Representative is already Registered in PDA

Start entering Identification Number/Name of the Authorized Representative

A list will appear with Name and Identification Number

Scroll up or down the list and select Entity

Check Authorized Representative Details

If Authorized Representative is not Registered in PDA
Enter Name

Enter Identification Number

Enter Address

If Authorized Representative is same as the Resolution Applicant Check  Same as Resolution Applicant

Click on 

Assign RA Role
Click on Assign RA Role

Click on  for confirmation

Click on 

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details



 
Eligibility Criteria

Message & Notes:
If current Authorized Representative is not an PDA user, then you can not assign RA Role for Authorized
Representative

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated to Final

Have on hand Resolution Applicant Eligibility Criteria details ready

Follow these steps:
Click on  button of the Resolution Applicant

Select Eligibility Criteria

Add
Enter the details of Eligibility Criteria

Click on 

Edit
Modify the details

Click on 



 
Provision for Stakeholder

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated to Final

Have on hand Provision for Stakeholder under the Resolution Plan of the Resolution Applicant ready

Follow these steps:
Click on  button of Resolution Applicant with Category Final

Select Provision for Stakeholder

Add
To enter the details of Provision for Stakeholder,

Enter Plan Received Date

Enter details for each category of stakeholder

Click on 



Edit
To modify the details of particular category of stakeholder,

click on  button of the particular category of stakeholder

Modify the details

Click on 

To add new category of stakeholder,
Click on 

Enter the details

Click on 

To delete category of stakeholder,
Click on  button of that particular category of stakeholder

Click on  for confirmation

Click on Back

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:



 
Plan

 

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Category of the Resolution Applicants should be updated to Final

Provision for Stakeholder should be added to system

Follow these steps:
Click on 

All (Plans)
Select All

You will be redirected to Consolidated View which has all Resolution Applicant Plans

Click on the Resolution Applicant Name to which you want to see plan

Click on 

Active (Plans)
Select Active

You will be redirected to Consolidated View which has all active Resolution Applicant Plans

Click on the Resolution Applicant Name to which you want to see plan

Click on 

Expected Outcome:
You will be redirected to Resolution Applicant page

Message & Notes:



RFRP

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

All Resolution Applicants should be added to system

Category of the Resolution Applicants should be updated to Final

Follow these steps:
Click on  button of the Final Resolution Applicant

Select RFRP

Click on 

Generate/Re-Generate
Select Generate or Re-Generate

To Generate RFRP Report,
Select Report Type (PDF_A/PDF_UA/DOCX/EXCEL)

Check  Digital Signature/Barcode/Attachment as applicable

Click on  - RFRP will be generated

Generated versions will be shown in Green color

Click on  once RFRP is generated

Upload
Select Upload

You will be directed to Documents page

Upload Documents

Click on  once RFRP is uploaded

Uploaded versions will be shown in Blue color

Expected Outcome:
You will be redirected to Resolution Applicant page, with updated details

Message & Notes:



Resolution Plan Compliance
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Compliance details ready

Follow these steps:
Click on Case to which you want to perform any action on Compliance

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to Compliance

You will be redirected to Compliance Page

Compliance list will appear

To Add
Click on 

Enter Compliance details

Click on 

To Edit
Click on  button to which you want to edit compliance details

Modify Compliance details

Click on 



Deviation/Non-Compliance

To Generate Report
Click on Compliance Report

Compliance Report will be downloaded

To Delete - (By Case Manager Only)
Click on  button to which you want to delete Compliance

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Compliance Page, with Compliance details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Deviation/Non-Compliance details ready

Follow these steps:
Click on Case to which you want to perform any action on Deviation/Non-Compliance

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to Deviation/Non-Compliance

You will be redirected to Deviation/Non-Compliance Page

Deviation/Non-Compliance list will appear

To Add
Click on 

Enter Deviation/Non-Compliance details

Click on 



 
 
 
 
 
 
 
 
 
 

To Edit
Click on  button to which you want to edit deviation/non-compliance details

Modify Deviation/Non-Compliance details

Click on 

To Delete - (By Case Manager Only)
Click on  button to which you want to delete Deviation/Non-Compliance

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Deviation/Non-Compliance Page, with Deviation/Non-Compliance details

Message & Notes:



 
 

Contingency
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Contingency details ready

Follow these steps:
Click on Case to which you want to perform any action on Contingency

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to Contingency

You will be redirected to Contingency Page

Contingency list will appear

To Add
Click on 

Enter Contingency details

Click on 

To Edit
Click on  button to which you want to edit contingency details

Modify Contingency details

Click on 



Transaction

To Delete - (By Case Manager Only)
Click on  button to which you want to delete Contingency

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Contingency Page, with Contingency details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Transaction details and documents ready

Follow these steps:
Click on Case to which you want to perform any action on Transaction

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to Transaction

You will be redirected to Transaction Page

Transaction list will appear

To Add
Click on 

Enter Transaction details

Click on 



To Edit
Click on  button to which you want to edit transaction details

Modify Transaction details

Click on 

To Upload Document
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload is completed

To Delete - (By Case Manager Only)
Click on  button to which you want to delete transaction

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Transaction Page, with Transaction details

Message & Notes:



Approval
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Approval details ready

Follow these steps:
Click on Case to which you want to perform any action on Approval

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to Approval

You will be redirected to Approval Page

Approval list will appear

To Add
Click on 

Enter Approval details

Click on 

To Edit
Click on  button to which you want to edit approval details

Modify Approval details

Click on 



 
 
 
 
 
 
 
 
 
 
 
 
 

To Upload Document
Click on  button to which you want to upload documents.

Click on  button in documents list page

Select Document Type

Select file to Upload

Click on 

Click on  once upload is completed

To Delete - (By Case Manager Only)
Click on  button to which you want to delete approval

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Approval Page, with Approval details

Message & Notes:



 
 

Information Memorandum
Statutory IM

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

IM Details should be entered into system to generate

Keep IM Documents ready to upload

Follow these steps:
Click on Case to which you want to perform any action on Statutory IM

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to Information Memorandum

You will be redirected to Statutory IM Page

Statutory IM list will appear

To Generate / Re-generate
Click on  (for PDF) or  (for EXCEL) and select Generate option to which you want to generate IM report.

Select Report Type

Check  Digital Signature/Barcode as applicable

Enter Password, if you want to generate report in protected file - (applicable for PDF)

Click on  – selected IM report will be generated

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of IM report, edit the details and click on  (for PDF) or  (for
EXCEL) and select Generate, you will get a new Version of IM report in Green color

IM report can be downloaded to your system



 
 
Business Transaction IM

To Upload
Click on  (for PDF) or  (for EXCEL) and select Upload option to which you want to upload IM report

Upload respective IM (signed) Document

Click on 

Click on  (for PDF) or  (for EXCEL), all uploaded and generated versions will be visible and uploaded versions
are displayed in Blue color and generated versions are displayed in Green color

Expected Outcome:
You will be redirected to Information Memorandum Page, with updated details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Keep IM Documents ready to upload

Follow these steps:
Click on Case to which you want to perform any action on Business Transaction IM

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to Information Memorandum

You will be redirected to Information Memorandum Page

Click on Business Transaction IM tab

You will be redirected to Business Transaction IM Page

Business Transaction IM list will appear
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To Upload
Click on  and select Upload option to which you want to upload IM report.

Upload respective IM (signed) Document

Click on 

Click on  , all uploaded versions will be visible and displayed in Blue color

Expected Outcome:
You will be redirected to Information Memorandum Page, with updated details

Message & Notes:



 
 

VDR Document
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand document ready

Follow these steps:
Click on the case whose VDR Document you wish to upload or download

You will be directed to Case Profile Page

Go to Side bar and navigate to Resolution Plan

You will be redirected to Resolution Plan Dashboard Page

Go to Side bar and navigate to VDR Document

You will be redirected to VDR Document Page

Click on  to view as list

Click on  to view as grid

To Upload Document

Click on 

Select a file to upload

Click on  - Document will be uploaded



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To Create Folder

Click on 

Enter Folder Name

Click on 

To Download Document / Folder
Click on or Right click on Document / Folder you wish to Download / Download as Zip respectively

Document / Folder will be downloaded

Expected Outcome:

Message & Notes:



 
 

Meeting/Committee
Committee/Group

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker/Claimant for the particular case

Have on hand Committee/Group details ready

Follow these steps:
Click on Case to which you want to perform any action on Committee/Group

You will be directed to Case Profile Page

Go to Side bar and navigate to Meeting/Committee

You will be redirected to Meeting/Committee Page

Click on Committee/Group tab

You will be redirected to Committee/Group Page

Committee/Group list will appear

To Add
Click on 

Select Type of Committee/Group

Enter Constitution Date

Member
To Add

Select Type of Member

Select Member based on Member Type - Member will be added to list

Click on 

To Edit
Click on  button to which you want to edit committee/group details

javascript:;


Basic Info
Click on  button to edit basic info

Modify Committee/Group basic info

Click on  button

Member
To Add

Click on  button in 'Members' block to add member

Select Type of Member

Select Member based on Member Type

Click on  button

To Edit
Click on  button in 'Members' block to which you want to edit member details

Modify Member details

Click on  button

To Delete
Click on  button in 'Members' block to which you want to delete member

Click on  for delete confirmation

To Delete - (By Case Manager Only)
Click on  button to which you want to delete committee/group

Click on  for delete confirmation

Report - (Applicable for Committee of Creditor type)
To Generate

Click on  button to which you want to generate constitution report

Select Generate

Enter Submission Date and Date of CoC Constitution

Click on  and select mimetype(PDF/Word) of report which you want to generate – CoC
Constitution report will be generated



 
 
 
 
 
 
 
 
 
 
 
 
 

A new version will be added and will be displayed in Green color

If you find any error and need to edit this version of CoC Constitution report, edit the details and click on 
button and select Re-Generate, you will get a new Version of CoC Constitution report in Green color

To Upload
Click on  button and to which you want to upload CoC Constitution report

Select Upload

Upload CoC Constitution report

Click on 

A new version will be added and will be displayed in Blue color

Expected Outcome:
You will be redirected to Committee/Group Page, with updated details

Message & Notes:



 
 

User Management
Depending on who you are and what you want to accomplish in a particular case, you may be able to assign
the role yourself (self-assign); however, some roles will be assigned to you by another user who has the
necessary authority to do so.

Appoint Case Manager

Case Manager  is the one who has full permission READ/WRITE  over the case and he/she can appoint or revoke any
case role

 
 
 

Before you begin:
Ensure that a Account Administrator has been appointed for the subscription

Case Manager should be an User of the System

Have on hand Case Manager User ID details ready

Follow these steps:
Select Case User Group tab

Click on Appoint/Change Case Manager

Start entering Case Manager User ID in the Search bar and Select the ID

Click on 

Appoint Case Manager

Change Case Manager

Expected Outcome:
You will be redirected to User Management Page with newly Appointed user information

Message & Notes:
Case Manager can handover the case to another party.
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Appoint Case Worker

Case Worker  can perform READ/WRITE  in the case except Valuation

Assign Resolution Applicant [RA]

Resolution Applicant [RA]/Authorized Representative  can access the case and add their details like claim, contact
details, etc,..

Before you begin:
Ensure that a Case Manager has been appointed for a registered case.

Case Worker should be an User of the System

Have on hand Case Worker User ID details ready

Follow these steps:
Select Case User Group tab

 

Start entering Case Worker User ID in the Search bar and Select the ID

Click on 

Expected Outcome:
You will be redirected to User Management Page with newly Appointed user information

Message & Notes:

Before you begin:
Ensure that a Case Manager has been appointed for a registered case.

Resolution Applicant(RA)/Authorized Representative should be an User of the System

Have on hand Resolution Applicant(RA)/Authorized Representative User ID details ready

Follow these steps:
Select Participants Group tab

 

Start entering the User ID in the search bar and select the user ID
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Assign Committee of Creditor [CoC]

CoC Member/Authorized Representative  can access the case and view meeting details

Select ROLE_RA from the Group

Select the Resolution Applicant[RA] name from the list

Click on 

Expected Outcome:
You will be redirected to User Management Page with newly Appointed user information

Message & Notes:

Before you begin:
Ensure that a Case Manager has been appointed for a registered case.

CoC Member/Authorized Representative should be an User of the System

Have on hand CoC Member/Authorized Representative User ID details ready

Follow these steps:
Select Participants Group tab

 

Start entering the User ID in the search bar and select the user ID

Select ROLE_COC from the Group

Select the CoC Member Name from the list

Click on 

Expected Outcome:
You will be redirected to User Management Page with newly Appointed user information
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View User Roles

A Case Manager  can view the case user roles with timestamp

Grant or Revoke User Role

A Case Manager  can grant or revoke any case users role

 
 

Message & Notes:

Before you begin:
Ensure that a Case Manager has been appointed for a registered case.

Follow these steps:
Select Case User Group tab

Click on 👁 in the action column from the user list

Expected Outcome:
You will be redirected to User Particulars Page as it show in the above picture

Message & Notes:

Before you begin:
Ensure that a Case Manager has been appointed for a registered case.

Follow these steps:
Click on     in the Role column [i.e, Claimant, Worker, Applicant, Valuer,..] from the user list

Click on  pop-up button and confirm in the dialog to grant permission

Click on  pop-up button and the confirm in the dialog to revoke permission
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Expected Outcome:
If the requested action is Revoke then tick mark ( ) will turn it to minus( ) and viceversa for Grant

Message & Notes:



Utils

Announcement/Note
Case Announcement

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Announcement details ready

Follow these steps:
Click on Case to which you want to perform any action on Announcement/Note

You will be directed to Case Profile Page

Go to Side bar and navigate to Utils

Go to Side bar and navigate to Announcement/Note

You will be redirected to Announcement/Note Page

Click on Case Announcement tab

Announcement list will appear

To Add
Click on 

Enter Case Announcement details

Click on 

To Edit
Click on Case Announcement for which you want to edit announcement details

Modify Case Announcement details
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Personal Note

Click on 

To Delete - (By Case Manager Only)
Click on  button to which you want to delete Announcement

Click on  for confirmation

Expected Outcome:
You will be redirected to Case Announcement Page with Case Announcement details

Message & Notes:
Case Manager can add/modify/delete Case Announcement

User with roles other than Case Manager can view the Case Announcement Details

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Personal Note details ready

Follow these steps:
Click on Case to which you want to perform any action on Announcement/Note

You will be directed to Case Profile Page

Go to Side bar and navigate to Utils

Go to Side bar and navigate to Announcement/Note

You will be redirected to Announcement/Note Page

Click on Personal Note tab

Personal Note list will appear
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To Add
Click on 

Enter Personal Note details

Click on 

To Edit
Click on Personal Note for which you want to edit note details

Modify Personal Note details

Click on 

">

To Delete - (Applicable for Case Manager)
Click on  button to which you want to delete Personal Note

Click on  for confirmation

Expected Outcome:

You will be redirected to Personal Note Page with Personal Note details



To Do

 
 
 

Message & Notes:
Personal Note is Login User notes

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand details ready

Follow these steps:
Click on Case to which you want to perform any action on To Do

You will be directed to Case Profile Page

Go to Side bar and navigate to Utils

Go to Side bar and navigate to To Do

You will be redirected to To Do Page

To Do list will appear

To Add
Enter Title

Enter Due Date and Time

Click on 

To Edit - To change the status of To Do to done

Click on  button to which you want to mark as done

Click on  for confirmation

To Delete
Click on  button to which you want to delete

Click on  for confirmation

Expected Outcome:
You will be redirected to To Do Page, with To Do details

Message & Notes:



SMS
Before you begin:

You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand SMS details ready

Follow these steps:
Click on Case to which you want to perform any action on SMS

You will be directed to Case Profile Page

Go to Side bar and navigate to Utils

Go to Side bar and navigate to SMS

You will be redirected to SMS Page

SMS list will appear

To Add
Click on 

Select Event and enter the Description in SMS Detail Page

Click on 

To Edit
Click on  button to which you want to edit sms details

Modify SMS details

Click on 



Timesheet

Expected Outcome:
You will be redirected to SMS Page, with SMS details

Message & Notes:

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Have on hand Timesheet details ready

Follow these steps:
Click on Case to which you want to perform any action on Timesheet

You will be directed to Case Profile Page

Go to Side bar and navigate to Timesheet

You will be redirected to Timesheet Page

Timesheet list will appear

To Add
Click on 

Enter Timesheet Details

Click on 

To Edit
Click on  for which you want to edit timesheet details

Modify Timesheet details

Worklog
To Add

Click on 

Enter Worklog details



Click on 

To Edit
Click on  for which you want to edit worklog details

Modify Worklog details

Click on 

To Delete
Click on  to which you want to delete Worklog

Click on  for delete confirmation

Click on  button

Click on  once modification is completed

Report



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To Report Generation for Each Assignee
Click on  corresponding to timesheet

Select Template

Select Report type

Check   Digital Signature/Barcode/Attachment as applicable

Enter the password, if you want to generate a report in protected file - (applicable for report type PDF-A,
PDF -UA)

Click on  – Timesheet Report will be generated for each Assignee

To Report Generation for Timesheet
Click on Timesheet Report

Select Template

Select Report type

Check   Digital Signature/Barcode/Attachment as applicable

Enter the password, if you want to generate a report in protected file - (applicable for report type PDF-A,
PDF -UA)

Click on  – Timesheet Report will be generated

To Delete - (Applicable for Case Manager)
Click on  to which you want to delete Timesheet

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Timesheet Page, with Timesheet details

Message & Notes:



Audit Trail
Audit Trail records the events(Read, Create, Modify, Delete) of the case. However, Case Manager can disable
certain events except VDR activities

The information recorded are - Who did What, When, Where and How

Who - Action performed [Read, Write]

When - Event occurrence - Date/Time

Where - Event Type and Description

What - Type of action [Add new entry, Edit, Delete, Read/View]

How - API/Bulk upload, etc

Disable/Enable Audit Trail events

Case Manager  can enable or disable the audit trails event

Before you begin:
Ensure that a Case Manager has been appointed for a registered case.

Follow these steps:

Click on 

Check the box to enable the event and uncheck the box to disable the events

Click on 



Audit Trail Report

Case Manager  can generate audit trail report in the format of PDF-A, PDF-UA and EXCEL

Expected Outcome:
Logs will appear in the audit trail based on the checked/un-checked events

Message & Notes:

Before you begin:
Ensure that a Case Manager has been appointed for a registered case.

Follow these steps:
Click on 

Based on your requirements, Select the following
Audit Type

Start & End Date

Order of the report Check ASC - Ascending order, Un-Check ASC - Descending order

Select the report Type [PDF-A, PDF -UA, EXCEL]

Enter the password, if you want to generate a report in protected file

Click on 

Expected Outcome:
The generated report will download in the selected format

Message & Notes:



Case Forum

1. Case Forum can be used for the various purposes

2. The case forum will work based on who logs in and their roles in the case

Functionality:-

Plan

 
1. Anyone whos is involved in the case can post questions  
2. Anyone whos is involved in the case can post answer/reply to the question  
   a. A reply can get another reply  
3. Upvote/downvote & their details 
4. Read count  
   a.The person who posted question/forum read count will not be considered 
5. Only one case forum is allowed in a minute 
6. Only 10 case forum is allowed in a day 
7. Case forum can’t be deleted once it receives the reply 
8. The leaf level reply is allowed to delete but by the same person who replied. 
9. Total count of reply & read/view will be shown to the user at the forum list 
10. Not allowed to modify the forum once it gets the reply 
11. The total size of the forum should not be more than 1 MB 
12. Can't vote for yourself 
13. Tags are allowed only at the parent level 
14. Only 5 tags are allowed for a forum 
15. Unlimited depth 
16. The name will be hidden or proxy name will be used if RA post any question or role is added 

Before you begin:
You must have one or more registered VDR Case(s) that you are authorized to access

Ensure that a Case Manager has been appointed for a registered case

You must be assigned the role of Case Manager/Case Worker for the particular case

Follow these steps:

Click on  to change the service from PDA-VDR to ICMS

Click on  for confirmation

Expected Outcome:
You will be redirected to Plan Page, with updated navigation list of PDA service



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Message & Notes:

Once the case is switched from PDA-VDR to ICMS, case cannot be switched back to PDA-VDR as ICMS service
includes PDA-VDR



Admin Tool option is accessible only from the Subscription Account.

Subscriber Detail
Modify Subscriber

 
Change Account Manager

Admin Tool

Before you begin:
You must be Registered User of PDA

You must be a Subscriber Account Admin of the Subscribed Account

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Click on  button to edit Subscriber details

Modify Subscriber Details

Click on  button

Expected Outcome:
You will be redirected to Subscriber Page, with updated details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

You must be a Subscriber Account Manger of the Subscribed Account

Subscribed Account should be a Corporate Subscription

Account Manager should be an user of the System

Have Account Manager User ID details ready



 
Cancel Subscription

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Click on Change button

Start entering Account Manger User ID in the Search bar and Select the ID

Click on 

Expected Outcome:
You will be redirected to Subscriber Page, with updated navigation list

Message & Notes:

Before you begin:
You must be Registered User of PDA

You must be a Subscriber Account Manger of the Subscribed Account

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Click on Cancel Subscription

You will be prompted with the Pros and Cons of canceling subscription, to proceed click on Continue

Enter Reason for Subscription

Click on 

Click on  to confirm cancellation



Payment

User / Group
Account Administrator

If Cancel Subscription is successful, a success message will be displayed, on the confirmation, you will be
redirected to the Login Page

Expected Outcome:
You will be redirected to Login Page

Message & Notes:

Before you begin:
You must be Registered User of PDA

You must be a Subscriber Account Manger of the Subscribed Account

Account Administrator should be an User of the System

Have Account Administrator User ID details ready

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Go to Side bar and navigate to User/Group

You will be redirected to User/Group Page

User/Group list will appear

Self Assignment
Click on     in Administrator Column

Select Assign User to Group

Click on  for confirmation

To Assign Others
Click on 

Start entering the user id in the search bar and select the user ID



 
Account Monitor

Select ROLE_ADMINISTRATOR from the Group

Click on 

Revoke
Click on     in Administrator Column

Select Soft Delete

Click on  for confirmation

Expected Outcome:
You will be redirected to User/Group Page with updated details

Message & Notes:

Before you begin:
You must be Registered User of PDA

You must be a Subscriber Account Manger of the Subscribed Account

Account Monitor should be an User of the System

Have Account Monitor User ID details ready

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Go to Side bar and navigate to User/Group

You will be redirected to User/Group Page

User/Group list will appear

Self Assignment
Click on     in Monitor Column

Select Assign User to Group

Click on  for confirmation



Mail
Short for electronic mail, e-mail or email is information stored on a computer that is exchanged between two
users over telecommunications.

To Assign Others
Click on 

Start entering the user id in the search bar and select the user ID

Select ROLE_MONITOR from the Group

Click on 

Revoke
Click on     in Monitor Column

Select Soft Delete

Click on  for confirmation

Expected Outcome:
You will be redirected to User/Group Page with updated details

Message & Notes:

Before you begin:
You must be a Subscriber Account Administrator of the Subscribed Account

Follow these steps:
Click on Admin Tool to which you want to perform any action on Mail

You will be directed to Admin Tool Page

Go to Side bar and navigate to Mail

Send Invitation
Click on 

Enter the Mail Address to which you want to Send Invitation

Click on 



Inbox
An inbox is the main folder that your incoming mail gets stored in.

Send Mail
Click on 

Search the Mail address of the Registered User or Subscriber Name to which you want to Send a Mail

Enter the Subject

Enter the Message

Click on 

Expected Outcome:

Message & Notes:

Before you begin:
You must be a Subscriber Account Administrator of the Subscribed Account

Follow these steps:
Click on Admin Tool to which you want to perform any action on Mail

You will be directed to Admin Tool Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Inbox

Inbox list will appear

Open Conversation
Click on  of the Conversation you want to view

To reply to the conversation click on 

Enter the message in the Message Block

Click on  to Send

Click on 



Sent Mail
Sent is a folder or area that stores any e-mails that have been successfully delivered.

Flag
Click on  of the mail to which you want to Flag it

Click on  of the mail to which you want to Un-Flag it

Move
Click on  of the mail to which you want to Move

Junk mail
Select Junk Mail

The Particular mail will be moved to Junk mail

Archive
Select Archive

The Particular mail will be moved to Archive

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Inbox Page with updated details

Message & Notes:

Before you begin:
You must be a Subscriber Account Administrator of the Subscribed Account

Follow these steps:
Click on Admin Tool to which you want to perform any action on Mail

You will be directed to Admin Tool Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Sent Mail

Sent Mail list will appear



Junk Mail
Junk Mail is the location for storing unwanted email as determined by a spam filter.

Open Conversation
Click on  of the Mail which you want to Open Conversation

Click on 

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Sent Mail Page with updated details

Message & Notes:

Before you begin:
You must be a Subscriber Account Administrator of the Subscribed Account

Follow these steps:
Click on Admin Tool to which you want to perform any action on Mail

You will be directed to Admin Tool Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Junk Mail

Junk Mail list will appear

Open Conversation
Click on  of the Mail which you want to Open Conversation

Click on 



Archive
When you archive emails, the messages disappear from your inbox without being deleted.

Move
Click on  of the mail to which you want to Move

Junk mail
Select Inbox

The Particular mail will be moved to Inbox

Archive
Select Archive

The Particular mail will be moved to Archive

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Junk Mail Page with updated details

Message & Notes:

Before you begin:
You must be a Subscriber Account Administrator of the Subscribed Account

Follow these steps:
Click on Admin Tool to which you want to perform any action on Mail

You will be directed to Admin Tool Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Archive

Archive list will appear

Open Conversation
Click on  of the Mail which you want to Open Conversation



Deleted Mail
The Trash or Deleted Mail folder is where any emails you've deleted, are moved.

Click on 

Flag
Click on  of the mail to which you want to Flag it

Click on  of the mail to which you want to Un-Flag it

Move
Click on  of the mail to which you want to Move

Junk mail
Select Inbox

The Particular mail will be moved to Inbox

Junk Mail
Select Junk Mail

The Particular mail will be moved to Junk Mail

Delete
Click on  of the mail to which you want to Delete

The Particular mail will be moved to Deleted Mail

Expected Outcome:
You will be redirected to Archive Page with updated details

Message & Notes:

Before you begin:
You must be a Subscriber Account Administrator of the Subscribed Account

Follow these steps:
Click on Admin Tool to which you want to perform any action on Mail

You will be directed to Admin Tool Page

Go to Side bar and navigate to Mail

You will be redirected to Mail Page

Go to Side bar and navigate to Deleted Mail

Deleted Mail list will appear



Space Management
Provides simplified view of Document and Record storage of subscription by Cases.

Undo Delete
Click on  of the Mail to Undo Delete

The Particular Mail will be recovered to the previous folder

Expected Outcome:
You will be redirected to Deleted Mail Page with modified Details

Message & Notes:

Before you begin:
You must be a Registered User of PDA

You must be a Subscriber Account Administrator of the Subscribed Account

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Go to Side bar and navigate to Space Management

List of Cases will appear with Document and Record storage details

Click on any list item to see Daily Audit Details of Case



Transfer Case
As the Case move on from one process to another process, the case can be transferred to authorised person

Applicant -> IRP

IRP -> RP

RP -> RP (In case of change in RP)

RP -> Liquidator

Handover

Click on 

Expected Outcome:
You will be redirected to Space Management page

Message & Notes:

Before you begin:
You must be Registered User of PDA

You must be a Subscriber Account Administrator of the Subscribed Account

Case should be under your subscription

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Go to Side bar and navigate to Transfer Case

You will be redirected to Handover Page

Handover list will appear

To Send Invitation
Click on 



Takeover

Select Case

Select Subscriber

Click on 

To Delete
Click on  button to which you want to delete Invitation

Click on  for delete confirmation

Expected Outcome:
You will be redirected to Handover Page, with Handover details

Message & Notes:

Before you begin:
You must be Registered User of PDA

You must be a Subscriber Account Administrator of the Subscribed Account

You must have received an Invitation to takeover the Case

Follow these steps:
Click on Admin Tools in navigation header

You will be directed to Subscriber Detail Page

Go to Side bar and navigate to Transfer Case

You will be redirected to Handover Page

Go to Side bar and navigate to Takeover

You will be redirected to Takeover Page

Takeover list will appear

To Accept Invitation
Click on     button to which you want to accept Invitation

Select Accept

Click on  for confirmation

To Reject Invitation
Click on     button to which you want to reject Invitation

Select Reject

Click on  for confirmation



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Expected Outcome:
You will be redirected to Takeover Page, with Takeover details

Once you Accept case will be under your subscription

Message & Notes:



Public Announcement

 
 
 
 
 
 
 
 
 
 
 
 

Public Information

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Public announcement Page, with list of Corporate Debtors

Select Regulation from the selection option given at the top to get respective Corporate Debtors

Form Download
Click on  button in Form column to which you want download Application Form

Application Form will be downloaded to your system

Send Request for RA

Click on  button to which you want send request

Click on  for confirmation

Request will be sent to Case Manager for RA Role

Message & Notes:



 
 

Submit Claim
Before you begin:

You must be a Registered User of PDA

Case should have permission to submit claims

Have Claimant/Creditor details ready

Follow these steps:
You will be navigated to Public announcement Page, with list of Corporate Debtor

Submit Claim
Select Regulation from the selection option given at the top to get respective Corporate Debtors

Click on  button to which you want submit claim

Select Claimant/Creditor Type

Click on 

You will be redirected to Claimant/Creditor Particulars Page

To enter Claimant/Creditor and Authorized Representative details, refer respective Claimant/Creditor Pages
-> Financial / Supplier / Employee / Workman / Other Creditor / Other Stakeholder

Click on 

You will be redirected to Open Claims Page with list of cases(if applicable)

To Claim the amount,
Refer respective CIRP Claim Pages - (Resolution Stage)

-> Financial / Supplier / Employee / Workman / Other Creditor

Refer respective LP Claim Pages - (Liquidation Stage)
-> Financial / Supplier / Employee / Workman / Other Stakeholder

Message & Notes:



 
 

NCLT Bench
The National Company Law Tribunal(NCLT) is the adjudicating authority for the insolvency resolution process of
companies and limited liability partnerships under the Insolvency and Bankruptcy Code, 2016.

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to NCLT Bench Page with list of NCLT Benches

Click on  button to which you want to view the details

Click on 

Message & Notes:



IPE
The sole objective of an Insolvency professional Entity is to provide support services to Insolvency Professionals.
IPE can take the form of an LLP, company or partnership, can provide support services only to the IPs who are its
partners or directors.

 
 
 
 
 
 
 
 
 
 

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to IPE Page, with list of IPE's

Click on  button to which you want to view the details

Click on 

Message & Notes:



IP
An Insolvency Professional is one who is registered with the Insolvency and Bankruptcy Board of India (IBBI). They
are enrolled with an Insolvency Agency and they are involved in the dissolution process of an insolvent
individual, companies, LLPs or partnerships. These professionals are authorised to act on behalf of such insolvent
individual, companies etc.

 
 
 
 
 
 
 
 

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to IP Page, with list of IP’s

Click on  button to which you want to view the details

Click on 

Message & Notes:



IPA
Any agency registered with the IBBI u/s 201 of Insolvency Code, 2016 is referred as an Insolvency Professional
Agency. The key function of these agencies are to regulate the activities of Insolvency Professionals and ensure
their development in the industry.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to IPA Page, with list of IPA’s

Click on the row which you want to view the detail

Click on 

Message & Notes:



NCLT Order
The order passed by National Company Law Tribunal(NCLT).

 
 
 
 
 
 
 
 
 

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to NCLT Order Page, with list of NCLT Order’s

Click on  button which you want to view the detail

Click on 

Message & Notes:



Bank
Banking means the accepting, for the purpose of lending or investment, of deposits of money from the public,
repayable on demand or otherwise, and withdrawal by cheque, draft, order or otherwise.

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Bank Page, with the list of Banks

To view the Bank Particulars,
Click on  button to which you want to view the details

Click on 

To view the Branch details,
Click on the row in the list of Banks for which you want to view the list of Branches

A list of Branches will appear



 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on  button to which you want to view the details

Click on 

Message & Notes:



RVO
Registered Valuers Organisation (RVO) is an organisation recognised under. sub-rule (5) of rule 13 of the
Companies (Registered Valuers and Valuation) Rules, 2017 and are the first line of regulators.

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to RVO Page, with list of RVO’s

Click on  button to which you want to view the details

Click on 



Valuer
A registered valuer means a person registered with the Authority in accordance with the Companies (Registered
Valuers and Valuation) Rules, 2017 (the Rules).

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Valuer Page, with list of Valuers

Click on  button to which you want to view the details

Click on 



Information Utility
An information utility is an entity which is registered so under Section 210 of the Code, is authorized to carry on
the business of IU and is governed and regulated by IBBI as per the provisions of IBBI subject to conditions
specifically provided under the Code.

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Information Utility Page, with list of Information Utilities

Click on  button to which you want to view the details

Click on 



Auction
The Liquidator shall ordinarily sell the assets of the Corporate Debtor through an Auction and may sell the assets
of the Corporate Debtor by means of private sale in certain circumstances

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Auction Page, with the list of Auctions categorised by Today's, Upcoming and Completed



Release Information
Release Notes/Information is a document, which is released as part of the final build that contains new
enhancements that went in as part of that release and also the known issues of that build.

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Release Information Page, with PDA application release information

Click on the Release Information that you want to view



Government Authority
A Government Authority is a government body, with the authority to adjudicate legal disputes between parties
and carry out the administration of justice.

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Government Authority Page, with list of Government Authorities

You can select the type of Government Authority from the selection option given at the top

Click on  button to which you want to view the details

Click on 



Newspaper

Message & Notes:
Here identification number is just a reference for PDA Application. It is not an official identity of the government

authority.

Before you begin:
You must be a Registered User of PDA

Follow these steps:
You will be navigated to Newspaper Page, with list of Newspapers



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on  button to which you want to view the details

Select Owner to view owner particulars

Select Newspaper to view newspaper particulars

Click on 

Message & Notes:



Calendar
An Event Calendar allows Events to be organized into meaningful, descriptive groupings that help to provide
insights into and collaboration about a specific Data Point or range of Data Points.

Tools

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on 

Click on Calendar

Add Event
Click on 

Enter Event details

Click on 

Edit Event
Click on the Event to which you want to edit from the Calendar Page

Modify Event details

Click on 



Antivirus Scan
Antivirus software, also known as anti-malware, is a computer program used to prevent, detect, and remove
malware. Here We are using Clam AntiVirus (ClamAV) which is an open source (GPLv2) anti-virus toolkit
designed to scan files quickly.

 
 
 
 

Delete Event
Click on the Event to which you want to delete from the Calendar Page

Click on 

Click on 

You will be Redirected to Calendar Page with updated Calendar Event

Message & Notes:

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on 

Select Antivirus Scan

Upload file

Click on  - if the file is free of virus, you will see a Success Message

Message & Notes:
If the file is corrupted/virus infected then you will see an Error saying that the file is infected



PDF File Compress

PDF Merger

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on 

Select PDF file compress

Select Compress type

Upload PDF file which you want to compress

Click on  - File will be compressed and downloaded to your system.

Message & Notes:
If the file is corrupted/virus infected then you will see an Error saying that the file is infected

Before you begin:
You must be a Registered User of PDA

Follow these steps:
Click on 

Select PDF Merger

Upload PDF files which you want to merge

Click on  - Files will be merged and downloaded to your system.



PDA Status page provides Tabular view of application services with operational status

To view operational status of application services click on PDA Status menu navigation in the header section
of login page

Message & Notes:
If the files are corrupted/virus infected then you will see an Error saying that the file is infected

PDA Status
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