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A B O U T  T H I S  G U I D E

Who It's For, And What You'll Learn

This guide walks exchange members and operations teams through the New Spot Exchange Operations portal — from admin login through user 

management, access control, reports and the full AD Letter Request lifecycle. 

Who It's For

Exchange members, operations teams, 

compliance reviewers and management 

stakeholders.

What You'll Use

The TM Admin web portal, signed in with your 

assigned Member Code and Login ID.

What You'll Achieve

Confidence to manage users, control access, 

and process AD Letter requests end to end.
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W H A T  W E ' L L  C O V E R

Six Modules, Start To Finish

01
Getting Started

Log in to the TM Admin portal.

02
User Master

Create, view and manage system users.

03
User Rights

Configure module- and function-level access for each user.

04
Member Reports

Download trade-date reports from the Reports menu.

05
AD Letter Request

Raise, submit and track AD Letter requests end to end.

06
Download AD Letter

Verify, digitally sign and issued AD Letters to clients.

IMPORTANT URL

www.iibx.co.in/Technology/URLs — IIBX Technology Reference Links

www.iibx.co.in/Technology/URLs — IIBX Technology Reference Links

IIBX New Spot Exchange Operations — User Training Guide 03

https://www.iibx.co.in/Technology/URLs
https://www.iibx.co.in/Technology/URLs
https://www.iibx.co.in/Technology/URLs
https://www.iibx.co.in/Technology/URLs


01
Getting Started

Log in to the TM Admin portal.

M O D U L E  0 1
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G E T T I N G  S T A R T E D

Exchange User Admin Login Page

1 Sign In

Enter the Member Code & Login ID and Password. 

Credentials will be shared to you by IIBX.
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02
User Master

Create, view and manage system users.

M O D U L E  0 2
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U S E R  M A N A G E M E N T

Accessing the User Master Module

1 Navigate

From the Masters menu, select User Master to 

manage system users.
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U S E R  M A N A G E M E N T

User Master — List View

1 Login Details

See each registered user's login ID at a glance.

2 Contact Information

Review registered email and contact details for every user.

3 Account Status

Check the current account status across all registered users.
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U S E R  M A N A G E M E N T

User Master — (Add)

1 Login Details

Enter the User Name and Login ID for the new user.

2 Contact Information

Add the user's Email ID and Mobile Number.

3 Enable TFA

Turn on the TFA flag to require Two-Factor Authentication.
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U S E R  M A N A G E M E N T

Viewing User Details

1 Review Profile

Select the view icon to review a user profile, 

including login ID, contact details, and TFA status.
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03
User Rights

Configure module- and function-level access for each user.

M O D U L E  0 3
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A C C E S S  C O N T R O L

Accessing User Rights

1 Navigate

Go to Masters > User Rights to configure module-level 

access permissions for each user.
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A C C E S S  C O N T R O L

Assign/ Revoke Rights — Masters Module

1 Select

Choose a user and a module from the dropdowns.

2 Grant or Revoke

Enable or disable access to functionalities such as User 

Master and Client Master.
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A C C E S S  C O N T R O L

Assign/ Revoke Rights — Functions Module

1 Select

Choose the user and the Functions module to configure.

2 Grant or Revoke

Enable access to transaction functions, including AD Letter 

Request, EPIF Allocation, and reporting.
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04
Member Reports

Download trade-date reports from the Reports menu.

M O D U L E  0 4
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M E M B E R  R E P O R T S

Downloading Member Reports

2

Downloads

3

Trade Date

4

Download All

Open the Reports menu. Select the Downloads section. Choose the required Trade Date. Click “Download All Reports” to 

retrieve the full report set.
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05
AD Letter Request

Raise, submit and track AD Letter requests end to end.

M O D U L E  0 5
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A D  L E T T E R  R E Q U E S T

Accessing AD Letter Request

1 Navigate

From the Functions menu, select AD Letter Request to 

initiate a new request.
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A D  L E T T E R  R E Q U E S T

AD Letter Request — List View

1 Review & Create

Review existing requests and their approval status, then 

click Placing AD Letter Request to create a new one.
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A D  L E T T E R  R E Q U E S T

Creating a New Request

1 Select Contract

Choose the Underlying Asset and Duty Category for the 

request.

2 Enter Details

Specify the Client and Quantity to raise a new AD Letter 

request.
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A D  L E T T E R  R E Q U E S T

Entering Request Details

1 Complete the Form

Enter the required Quantity, Client and Bank information.

2 Save

Save the request to submit it for processing.
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A D  L E T T E R  R E Q U E S T

Request Submitted — Pending Approval

1 Track Status

The newly created request appears in the list with a 

“Pending for Approval” status.
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A D  L E T T E R  R E Q U E S T

AD Letter Submission Email to Client and Exchange

Once submitted, the system automatically emails the request details to both the client and the Exchange for verification.
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06
Download AD Letter
Verify, digitally sign and issue AD Letters to clients.

M O D U L E  0 6
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D I G I T A L  S I G N A T U R E

Verification & Digital Signature

1

Verify Response

2

Due Diligence

3

Digital Signature

Confirm the client's email response to the AD 

Letter request.

Exchange completes internal due diligence 

checks.

Apply the Exchange's digital signature to the AD 

Letter.
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D I G I T A L  S I G N A T U R E

AD Letter Issued Email to Client by Exchange

1 Automated Delivery

An automated email along with the AD Letter PDF is sent to 

the client after approval.
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D I G I T A L  S I G N A T U R E

AD Letter Download Option

1 Download

The Trading Member (TM) can download the AD Letter as 

shown.
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D I G I T A L  S I G N A T U R E

Digitally Signing the AD Letter

The issued AD Letter carries the Exchange's verified digital signature and reference details.
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R E C A P

You're Ready To Operate The Portal

01

Getting Started

02

User Master

03

User Rights

04

Member Reports

05

AD Letter Request

06

Download AD Letter

Keep this guide on hand as a quick reference — and reach out to the IIBX technology desk for anything not covered here.
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Thank You
For support, contact the IIBX technology and operations desk.

https://www.iibx.co.in

https://www.iibx.co.in

India International Bullion Exchange IFSC Ltd.  |  GIFT City, Gujarat, India
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