Instruction for Data Entry Application of CRA Legacy Subscriber Information-CPAO

Instructions for Data Entry of CRA Legacy Subscribers Information from CPAO
To begin Open the MS Access File (CRA_Legacy.mdb)
Step1:
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Click <No> to Proceed

Step2:

If The following Screen appears Then click <Yes> to Proceed
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Step3:

Click <Open> to Proceed
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Step4: 
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This is the Main Entry Screen for CRA Legacy Data of Subscriber Information
The Screen is used for following purpose:

1. Add new record: To Add New record click on <Add Record> the focus will shift to PPAN entry box, enter the PPAN than move to Name using <TAB> Key then Enter DATE OF BIRTH in DD-MM-YYYY Format and then Government Contribution Details and then Subscriber Contribution as you move to Total Contribution it will Automatically ADD Government and Subscriber Contribution will show the result in Total Contribution after that Enter the DDO Code of Subscriber and Click <Save Record> to save the record

2. Edit a Record: Just navigate to the record change whatever you want to change and click on <Save Record>.

3. Delete a record: Just navigate to the record and click on Delete Record, it will ask for conformation Clicking on <Yes> will delete the Record
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Step5:

After you have done Entering the entire Subscriber data you can Export the Data in a Carat (^) Separated file by the Following Steps:
Step5.1:

Minimize the Entry Screen by clicking on the minimize button of entry screen on top right hand corner.

Step5.2:

Click on the Queries Option in Left Side Panel of Objects
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Step5.3:

Right click on <CRA_SUBSCRIBER_EXPORT> and select <Export>
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Step5.4:

Select <Text Files> form <Save as Type> Option

[image: image8.png]B Microsoft Access.

-8 X

CRA_Legacy :Database (Access 2000 ileformst)
Open B Design “Mew | X |

B] Creste query in Design vi
Z]  Creste query by using izt
£ CRASUBSCRIBER EXPOR

@ Favorites

Export Query ‘CRA_SUBSCRIBER_EXPORT To.

My Network.
Places

e .
@~ 1@Q X il B ook -

Size

Neme  Datemod.. Type Tags
Digsby Logs
Dowrloads
EA SPORTS(TM) Cricket 07
FPA0S
My Playists
My Recordings
New Folder
Spors nteactive
Updates
Vil Studio 2005
WinDVR
Bt

BorderEntt

File name:

Save as type:

" Rccess Mid F.. 1G] Tnstructions . 1 CRA_Legacy. 5/ SUBSCRIBER. WD T<#/0 AT 6 mnn




After that select the path where you want to save the file, also if you wish to change the file name change the text in File name Box.

Step5.5:

On the Bottom Left Side of the “Export Query” Dialog Box click on <Export> button then Click on <Advanced> to proceed further
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Step5.6:

Click on <Specs> Button and then Select “Carat_EXPORT_SUBSCRIBER” and then Click on <Open> to proceed and then <OK> to proceed
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Step5.7:

Then click <Finish> to complete the export
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Note (Important):
Step 1 to Step 5.7 has to be repeated every time you open and close the MS Access application. Make sure that you use of the same file name so that every time a new record is entered it gets added with the previous records.  
Step 5.8:

After the entire record has been entered and saved as a text file, copy the exported text file onto a floppy or CD (preferably a CD) and sent it to NSDL at the address given below and a copy of the text file to CPAO through e-mail/CD.
The Subscriber Data (text file) is to be sent to:

Central Record Keeping Agency

National Securities Depository Limited

4th Floor, ‘A’ Wing

Trade World, Kamala Mills Compound

Senapati Bapat Marg

Lower Parel (W)

Mumbai – 400 013
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