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1. * URL & UDIN Introduction Manual

The URL for accessing the UDIN Portal shall remain unchanged, i.e., https://udin.icai.org/

This manual provides a step-by-step guide to each functionality available on the existing (AS-IS) UDIN
Portal. It covers processes such as UDIN generation, revocation of UDIN, list UDIN, and verification of
UDIN, as well as other essential features of the portal.

7 Home Screen Overview

The home screen of the ICAI UDIN portal serves as the central hub for users accessing various
resources and features related to the Unique Document Identification Number (UDIN). Users are
greeted with an organized interface that highlights essential sections and leadership updates.

The Institute of Chartered Accountants of India
@ (Set up by an Act of Parliament)

Home AboutUs ¥ Helpdesk ¥ FAQs Videa/Webcast

Unique Document |dentification Number (UDIN)
-
iz = £ s
is a symbol of our profession’s integrity -
and commitment to transparency. It safeguards it S e
=
trust—our most valuable asset. \
s s
‘:‘?’) «x, LS 44
CA. Charanjot Singh CA. Prasanna Kumar D CA. satish Kumar Gupta CA. Chandrashekhar
Nanda Vice-President, ICAI Convenor, UDIN Directorate Vasant Chitale
Prasident, ICAI Deputy Convenor, UDIN
Directorate
Jum. 20 2025 Additicnal information required during UDIN generstion under GST & Tax Audic and Audit & Assursnce Functions Caregories ()
Announcements What's New UDIN Publications

Key Elements:

e Navigation Bar: Located at the top, offering quick access to:

(i) About Us
(i) Helpdesk
(iii) FAQs

(iv) Video/Webcast

e Announcements: Announcements related to the UDIN Portal are displayed here and can be
viewed by clicking on a specific announcement.

e What's New: Information regarding upcoming webinars, as and when scheduled, is
displayed here. Announcements related to other committees, departments, directorates,

or boards are uploaded here and can be viewed by clicking on a specific announcement.

e UDIN Publications: Latest edition of the UDIN Report and the FAQs on UDIN are available
here.
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(i) About Us
The About Us tab provides information about the UDIN Directorate and its activities/ToR.

by an Act of Parliament)

@ The Institute of Chartered Accountants of India

— _
“UDIN is our profession’s quiet revolution — transforming

documents into verified declarations of ethics.”

CA. Satish Kumar Gupta,
Gonvener, UDIN Directorate.

g 1% a 1%%;

CA. Charanjot Singh CA. Prasanna Kumar D CA. Satish Kumar Gupta CA. chandrashekhar
Nanda Vice-President, ICAI Convenar, UDIN Directorate Vasant Chitale
President, ICAI Deputy Convenor, UDIN
Directorate

Jum, 20 2025 Aseitionalinfarmation requiras uring UDIN gansration undsr GST & Tax Aucit and Ausit & Assurance Functians Catagoriss (259)

Announcements What's New UDIN Publications

Available Options:

1. About UDIN
It communicates the story of the origin of the UDIN Directorate and provides links to
respective pages such as the login page, FAQs, and the grievance module.

2. Terms of Reference (ToR)
The “ToR” defines the objectives, scope of work, activities, tasks to be performed, and
respective responsibilities of the Directorate. It can be viewed by clicking on it.

3. Composition of the Directorate
It Shows the composition of the Directorate for the current year and can be viewed by
clicking on it.

(ii) % Helpdesk

The Helpdesk tab is provided to assist in raising grievances and enabling direct communication
regarding UDIN-related issues.
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The Institute of Chartered Accountants of India
et up by an Act of Parliament)

FAQs Video/Webeast

Unigue Documel grievnc= + 0N Number (UDIN)

Commctls ¥ | pIN Directorace
ICAl Call Sahayata

s a symbol of our profession’s integrity
and commitment to transparency. It safeguards

trust—our most valuable asset.”

«

CA. Prasanna Kumar D
Vice-President, ICA!

CA. Satish Kumar Gupta
Convenar, UDIN Directorate

CA. Charanjot Singh
Nanda
President, ICAI

€A Charanjot singh Nanda,
President, ICA!

R | r

CA. Chandrashekhar
Vasant Chitale
Deputy Convenor, UDIN
Directorate

Announcements.
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Available Options:

1. Grievance
(i) Raise Grievance: Enables users to lodge complaints, report any issues encountered
with UDIN, or provide suggestions.
(i) Grievance Status: Allows users to track the status of previously submitted grievances,
offering transparency and follow-up clarity.

2. Contact Us
Provides contact details and communication channels to reach the UDIN support team and

ICAI Call Sahayata team.

(i) FAQs
This is a guidance manual for members. If they face any issue or problem, they may refer to
the FAQs (Frequently Asked Questions). The 5th Edition of the FAQs is available on the portal
at the link https://produdin.icai.org/assets/images/FAQs%200n%20UDIN.pdf

(iv) Video/Webcast
From time to time, the Directorate organizes webinars to sensitize members about issues
related to UDIN. Members may view the webinars organized by the UDIN Directorate.

2. ©“Member Login & Dashboard
The First-Time Registration process has been abolished. SSP credentials will be used for login to the
UDIN Portal.

The Institute of Chartered Accountants of India
(Set up by an Act of Parliament)

Home AboutUs ~ Helpdesk ~

X\ 4/
S

FAQs Video/Webcast

Welcome to ICAI
(Please use the s, ad f

same credentials as used for SSP Login

Username

<MRN>@icai.org

Password

Please Enter Password

CAPTCHA

i2Inna= c

(i) Member Login:

e Enter the Username used at SSP Portal to login: MRN@icai.org (MRN stands for Member
Registration Number).

e Please enter password used to login at SSP Portal.

e Enter CAPTCHA.
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a) r Forgot Password Procedure
The member needs to visit the SSP Portal to reset or update the password, as SSP credentials are
used to log in to the UDIN Portal.

Steps to Follow:

1. Click on Forgot Password button.

2. A pop-up message will appear stating:
“Request you to kindly visit ICAlI Self Service Portal (SSP) for Update/Reset Member
Password!”

3. Click OK button, which redirect to the SSP Portal to reset the password.

b) Invalid Login Attempt

When member enters incorrect credentials while trying to access the UDIN portal, the system
promptly issues a warning to safeguard against unauthorized access.

stitute of Chartered Accountants of India
v am Act al Parllamert]
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c) 1lInvalid CAPTCHA Alert

When user enter an incorrect CAPTCHA code during login, the UDIN portal immediately flags the
error to prevent unauthorized or automated access.

The Institute of Chartered Aceountants of India
s by Ak of Farllarmwith

(ii) kMember Dashboard

After a successful login, the Member Dashboard appears by default, providing visual insights and

data summaries related to UDIN.

a) Bar Graph: Presents a year-wise summary of UDINs generated by the member for the past

five years.
Total UDINs generated : 63
Year-wise UDINs generated
Excel PDF
&
2025 2024 N 2023 2022 2021
80
52
20
€ 40
5
8
© 30
<
5 20
10 5
0 0 o 1] 0 0 0 0 0 o 0 0
1]
Certificates GST and Tax Audit Audit and Assurance Functions
Document Categories

b) Pie Chart: Displays the total and category-wise UDINs generated by the member. By
default, it shows UDINs generated during the current calendar year. A Custom Calendar
option is available to allow the member to filter the details as per their requirement.

Confidential For ICAIl Users

Page | 9




Hovering the cursor over the pie chart displays the date-wise UDINs generated, helping the
member identify the day with the maximum UDINs generated. From the dropdown menu,
members may select the relevant sub-category as required.

Total and Category wise UDINs generated

Excel PDF
FY | 202526 v | From 01042025 f) To 13422025 ff | -Select- v 'i@

Total Count: 61

¢) Horizontal Bar Chart: Sub-category-wise UDINs within a specific category can be sorted
using the Custom Calendar option.

Category and Sub Category Wise UDINs Generated
Exced 7
01-04-2025 - DB0B2025 W) | carnficetes v EE
Additional Certificabon by Concurrant Auditors not forming part of concurent aud# assignment 5
Capital Contrution Certificatemat worth certiicats 1
Certiicale sued by Satutory Audilors of Banks 2
g
Iy
il Carmncats issued by Statitory Auditers of Insurance Companies 2
Carificate of physical verificalion of secuilies issued by Concurnent Auditers of Treasury Depariment of Banks 1
Cenilicates 107 Claiming Daductions 10 Exemplions undar vasious Ruks and Reguiaions 1
MET-T/ MET-TA 1
0 05 1.0 15 240 25 30 35 40 45 50
UDIN Count

3. Generate UDIN

A member may generate UDINs under three main categories. The details appearing in a horizontal
layout are pre-filled, directly fetched from the SSP.

The FRN is to be selected from the drop-down on behalf of which the UDIN is being generated. If the

member is not carrying out the assignment on behalf of any firm, member can select NA/Not
Applicable/Individual Capacity in the place of FRN from the drop down.
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Generate UDIN
—

Member Name Membership Registration Number  E-mail PAN of Member Fincode

= Ayushi § Sharma 001551 srestha.srivastava@tes.com HDOPK9129L 605345

Your Firm Reglstration Mumber (FRN) *
LN Gemer el Lnelar FRN VAN Be Shared vith The
Respective Firm In-Chivge

n case members ate unable 10 generate LD under FRN Category, they may generate WDIN under "Not Applicablenndaidoal Capacity * Category. Therain the members may put FRN detalis under "Document
Description” field while generating UDIN,

Dacument Type * () Certificates O G5T And Tax Audit () Audit and Assurance Funclions

The step-by-step process for generating a UDIN in each category is described below:

(i) Certificates

Under Certificates, there are 40 categories in which UDINs can be generated. Two fields are
mandatory, and additional dynamic input fields can be added with the required particulars and values.

Documant Type = @ Certificates "’_:J GS5T and Tax Audit l:J Audit and Assurance Functions

wpe of Certificate * Capital Contribution Certificate/net worth certificacs o

Drate of Signing of Documeant = {DD-MM- YY) @ s B B

Dynamic Input Fields in line with the Certificate content

Figures/Values to be entered in: O Mumeric @ \:-_.‘ Alphanumeric @ @ Numeric and Alphanumeric &

Figures/Values: {Do Mot Disclose Client details)

S.hNo. Particulars @ Figures/Values Denomination

w

Add More Delete Last Row

(i) Select Certificates to generate a UDIN under the Certificates category.

(i) Selectthe sub-category from the drop-down list.

(iii) Select the Date of Signing from the calendar.

(iv) Fillin all the required parameters and their corresponding values/figures.

(v) Extra fields can be added using the Add More option. By clicking Delete Row, the selected
row will be removed.

Dynamic Input Fields in line with the Certificate Content
Based on the suggestions received from members, it was decided to incorporate this section into the
UDIN Portal; where member can enter the figures/ values as per the given options:
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Accordingly, the following logic will be implemented:

1. If the selection is Numeric: All mandatory and non-mandatory rows accept only numeric figures/values.
o A numerical input field will be displayed along with a corresponding denomination field.
o Upon clicking Add More, each newly added row will follow the same structure, i.e.,
include both the number field and the denomination field.

Document Type * (@) Certificates () GSTand Tax Audit () Auditand

Type of Certificate * Capital Contribution Certificate/net worth certificate X -

Date of Signing of Document * {DD-MM-YYYY) 0] s cal

Dynamic input Fields in line with the Certificate content

Figures/Values to be entered in: @ Numeric © .\'_ ) Alphanumeric @ ':I Mumeric and Alphanumeric &

Figures: (Do Not Disclose Client details)

S.No. Particulars (D) Figures: Denomination Converted Value (For
Standardisation)

o Testing 1 2442337 Hundreds X - 24433700
2% Testing 2 232423323 Hundreds M- 23,24 7332300
3 Testing 3 473525235 Hundreds < - 42,3525 23,500
4 Testing 4 43432523 Millions Mo 43,432,523,000,000

2. Ifthe selection is Alphanumeric: All mandatory and non-mandatory rows accept only alphanumeric
figures/values.
o Analphanumeric input field (without denomination) will be shown.
o Upon clicking Add More, each new row will replicate the same format — only the
alphanumeric field without any denomination field.

e e

Type of Certificate =

it and Assurance Functions

Date of Signing of Document * (DO-MMYYYY) © e ]

Dyniamic input Fields in line with the Certificate content

Figures/Values to be entered in: ) Numeric @ (@ Alphanumeric @ | () Numeric and Alphanumeric ©

Figures/Values: (Do Not Disclose Client details)

SNo Particulars @ Figures/Values

3%

[
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3. If the selection is Numeric and Alphanumeric: The first two mandatory rows accept only numeric values,
and non-mandatory rows accept alphanumeric values.
o By default, the form will display the following:
*  First two mandatory fields with denomination field for capturing numerical values.
= Athird field for entering alphanumeric values, without any denomination field.

Diocument Type * @ Certificates ':7_'1' Ta 7 Audit and Assurance Functions

Type of Certificate = R PR =

Select

Date of Signing of Document * {DD-MM-Y¥YY) ® i o]

Dynamic Input Fields in line with the Certificate content

Figures/Values to be entered in: O Mumeric ®@ () Aiphanumeric @ @ Numeric and Alphanumeric ©

Figures/Values: (Do Not Disclose Client details)

SNa. Particuiars @ Figures/values: Denomination Converted Value (For
Standardisation)
= Testing 1 12345 Hundreds x> 12.34,500
2% Testing 2 12345 Thousands X o 1,23,45,000
3 Testing3 abcdef
4 Testing 4 ghij

(vi) Under Document Description, enter text between 5 to 250 characters from some portions of the
report. This field is mandatory. The remaining word count will be displayed to assist in entering
the text. Special characters are not allowed except for a few such as full stop (.), comma (,),
underscore (_), hyphen (-), and dash (=) are allowed.

Figures/Values: (Do Not Disclose Client details)

SNo. Particulars (@ Figures/Values: Denomination Converted Value (For
Standardisation)

Testing 1 12345 Hundreds “ - 12,34,500
e Testing 2 12345 Thousands < - 1,23,45,000
e Testing 3 abcdef
4 Testing 4 gnijk

UDIN Instruction manusal
Document Description * @

racters

For Internal reference note:
Remarks @ 5‘

28 f 250 Characters

Send 0T
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(vii) The Remarks field is optional and is meant for the member’s internal reference. The remaining
character count will be displayed to assist in entering the text.

(viii) By clicking on Save Draft, the member can either save the document or proceed by clicking on
Send OTP.

UDIN Instruction Manual
Document Description * @

23 1 250 Characters
For internal reference of member.

Remarks @

33/ 250 Characters

Enter OTP Verify OTP

Please Wait 58s Before Resending OTP

Remaining Attemprs: 4

(ix) After validating the OTP, two options will appear on the screen:
o Preview - to view the filled details.
o Save Draft —to save the details.

UDIN Instruction Manual
Document Description *
231 250 Characters

For internal reference of member,
Remarks (&)

33 £ 250 ok

s

(x) On clicking Preview, the filled details will be displayed on the screen to ensure that the
information entered is correct. The same dynamic fields used for entering inputs will appear pre-
selected as during the initial filling of the detail.
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Dowument Type : Certificates
Type Of Certificate :

Data of Signing of Dacumant (DOLMM¥YYY) 14052025

Does the certificate contain financial figures in INR? Yes

Figures/Values (Do ot Disclose Client Details)

Certificate ksued by Stanitary Auditors of Banks

5.No. Particulars Figures Denominatian Converted Value (For Standardisation}
1 Testng 1 12345673 Actual 1.23456.78
2* Testng2. 12345678 Hundreds 12345678
3 Testing3 12345678 Thousands 12,34,56,780
4 Testing 4 123456.78 Lakhs 12.34,55, 78,000
Document Desaription © LIDIN Instructon Manisal
Remmarks.: Forinternal reference of member.

iun Teo A hoeity;

(xi) If there is any change/error in the content, click “Edit/Back” button, or else, click “Submit”.

(xii) By clicking Submit, an 18-digit UDIN will be generated.

o Success

Click to see the details

UDIN : 25343434ILXH]L2338 Generated Successfully

Back to UDIN Generation I

(xiii) By clicking here, the details visible to the verifier will be displayed along with a QR code and Print

option.

(R TS

DSOGAOBS W T UINSR 1724

MBRNName:

FYIFIS ( Chitresh Sagar

Firm Registration Mo.:

Mot Applicablc/Individual Capacity

Docament Types

Cortificatcs

Type of certificate:

Certificates in form 15CH

Date of Signing of Docoment:

10-12-2025

Created Date/Time:

11-12-2025 | 12:04:22

Status: Active
Particalars: Figares ™V alues:
Particulars Figures' alues
1. Testing 15 1236
2. Testing 15 1236

Docament Description:

Testing Purposc
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(xiv) To generate another UDIN, click Back to UDIN Generation. Click List UDIN to go to the List UDIN
page.

(ii GST and Tax Audit

The process to generate a UDIN under the GST & Tax Audit category remains the same. the fields
having red asterisk (*) are mandatory, remaining fields are optional. Dynamic fields can be added
with particulars and values by clicking on Add More button. However, a few additional functionalities
have been introduced under this category, as briefly explained below:

The institute of Chartered Accountants of India CA Bk Chaudhary (343438 @
[Set up by an Act of Parliament]
Dashboard Generate UDIN Bulk UDIN List LADIN Saved Drafr List
Generate UDIN
Mernbier Name Idembership Registration Nomber — E-mail PAN of Merrier Pincode
£ fia Chaudnary TLTET ektamicai in HIBE PR 1281 10,

Humber (FAN) =
e Shaved Wth The

genevate LDIN undes FRN Category, they may generate LNy under "ot Apnfirablerindvidunt Capaciy ™ Categary, Trensin the memaen may put FN defalls under Document
g UDIN.

O cenificates (®) 57 and Tax Audit () Audit and Assurance Function
Dociament Type With effect froem 151 Ap it s mangatary 1 abrain UOM for all Reports lssued under ngome Tas AL 1981 and
Conteal Goods & Sarv 17

Particidars of Section / Form under which Report issusd *

a) Capturing PAN of the assessee/auditee

As per the Council decision the PAN of the assessee/auditee has been introduced as an additional
(fifth) parameter for UDIN validation at the e-Filing Portal, in addition to the existing parameters,
namely MRN, UDIN, Assessment Year/Financial Year, and Form ID. The PAN field is mandatory and
has been incorporated solely for validation purposes at the e-Filing Portal. Members are advised to
ensure that the UDIN generated is mapped to the same PAN as used at the e-Filing Portal. It is
clarified that the PAN entered for validation shall not be visible to the verifier.

Document Type * '\__Z' Certificates @ GST and Tax Audit "::,' Audit and Assuranc

Particulars of Section / Form under which Report jssued * = ey

PANITAN of the Assessee * Encer PAN/TAMN of the Aszesses

ill be wsed as fifth parameter for validstion t

b) Auditor’s Opinion on Financial Statements

Auditor’s Opinion on financial statements is a compulsory field. This functionality has been
introduced under two categories: GST & Tax Audit and the Audit & Assurance Functions The details
captured in this functionality will not be visible to the verifier.
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The portal displays the question: “Is Auditor's Opinion on financial statements applicable to this

audit?” Two options are available: Yes / No.

Document Type * i::] Certficates @ GST and Tax Audit CJ Audit and Assurance Functions
Particulars of Section { Form under which Report issued * Form 10/ CCB - Section 80 (7) ® -
Aszeszment Year * ~Select- ”
PAN/TAN of the Assessee * Ermer PAN/TAN of the Asss

used as fifth parameter for validavon ar

Date of Signing of Document * {DD-M-YYYY) © e a]

Auditor’s Opinion on Financial Statements

Is Auditor’s Opinion is applicable to this gudit report? = —Select—
Yes
Details of Preceding year's of Audit Mo

o If “Yes”:
Select any one type of opinion from the dropdown (Unmodified, Qualified,

Adverse, or Disclaimer) and further proceed in the section.

Auditor's Opinion on Financial Statements

Is Auditor's Opinion is appéicable to this sudit report? * Yes -

Auditor's Opinion * =
Unmodified Opinion

Key Audit Matter (KAM)*

Qualified Report
Emphasis of Matter (EOMy= g

Other Mater® Adverse Opinion

Material Uncertainty related 1o Going Concerm® Disclaimer of Opinion

Entity Type=*
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Auditor's Opinion on Financial Statements

Is Auditor’s Opinion is applicable to this audit repor? *

Yes

Auditar's Opinfon *

Key Audit Matter (KAMP*

Emphasis of Matter (EOM)
Other Matter®

Material Uncertainty related to Going Concern®

Entity Type*

Quaiified Report

@ ves(O) o
() ves (@) No
(®) ves() No
O ves(® No

Mon-Listed Entity

Type of Non-Listed Entity*
Sole Proprietorship

Partnership
Details of Preceding year's of 4
LLP
: . Private Company
Is capturing details of the precedil
= = Form? *
this auditform? PuBlic Comparny

Section 8 Company

e If “No”:

No details relating to the Auditor’s Opinion on Financial Statements are required to be entered, and the

member may proceed further.

Auditor’s Opinion on Financial Statements

Is Auditor's Opinion is applicable to this audit report? * Na

c) Preceding Year's Audit Details

The Council, at its 442nd meeting, decided to enable a provision for capturing details by the
succeeding auditor during UDIN generation on the UDIN portal. This functionality has been
introduced under two categories: GST & Tax Audit and the Audit & Assurance Functions The details
captured in this functionality will not be visible to the verifier.

The system configuration is provided below:

The portal displays the question: “Is capturing details of the preceding auditor applicable to this
audit/form?”: Yes / No.
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Details of Preceding year's of Audit

Is capturing details of the preceding suditor applicable to
this audit/form? *

Have you issued the tax audit report to the dlient
previous/iast year? *

Figures/Values:

S.No Particulars @

Yes

—Select—

Yes

Mo

First Year of Audit

o If “Yes” is selected from the drop-down:
o Following question “Have you issued the tax audit report to the client previous/last year?”

will enable with the dropdown options of Yes/ No/ First Year of Audit

> If Yes is selected from the dropdown:
o The UDIN of the previous year is to be entered and may also be selected from the drop-

down.

Details of Preceding year's of Audit

Is capturing details of the preceding auditor applicable to
this audit/form? *

es

Have you issued the tax audit report to the dlient
previous/last year? *

ez

Select the UDIN of the audit report generated for the
previous year *
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If No is selected from the drop-down:

o

the previous auditor regarding the appointment.
e IfYes: Select the Date of Communication from the calendar.

¢ If No: Proceed further.
o Select one option from the drop-down (Yes / No / Not Known) regarding the outstanding

fees.

Details of Preceding year's of Audit

Is capturing details of the preceding auditor applicable to

: = Yes
this auditform? *
Have you issued the tax audit report to the dient ~
previousfiast year? * s
Enter MRNSFRN of te previous Auditor * 509051
OMMUNIca revious suditor for you
ommunicated previous suditor for your e
appaintment? *
Date of Communication: * (DD-MM-YYYY) n
Is there any outstanding sudit fee related to the previous Zselact—
year's audit as per the finandial statements audited by you? * b
Yes
Figures/Values: No
Mot Known
S.No. Particulars —

If First Year of Audit is selected from the drop-down:

o May proceed further.

Details of Preceding year's of Audit

Is capiuri
this aud

Have you issued the tax audit report to the dient

previous/last year?

Figures/Values:
S.No. Particutars ()
T* Assessment Year

ils of the preceding auditor applicable to

Yes

First Year of Audit

Figures/Values:

Enter the MRN (Member Registration Number) of the previous auditor.
o Select Yes/No from the radio button to indicate whether communication has been made to

Converted Value (For
Standardisation)}

Denomination

Please note: This functionality has been introduced under two categories: GST & Tax Audit and the
Audit & Assurance Functions The details captured in this functionality will not be visible to the

verifier.
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(iii)H Audit & Assurance Functions

The process to generate UDIN under the Audit & Assurance Functions category remains the same.
The member has to select the Type of Audit and Act/Law/Statutes/Regulation from the dropdown.
Fields marked with a red asterisk (*) are mandatory, while the remaining fields are optional. Dynamic
fields can be added with relevant particulars and values by clicking on Add More button.

™ The Institute of Chariered Accountants of india

{Set up by an Act of Parfiament)
Disshbeard Gererast= LIDIN Sulk LDIN ListIARN  Seved Drafe Lt
Generate UDIN

Mo Plame Memriership Begstreton humger Emei Pahlof famzer Firzods

o]
£ feotinull Kumer =] kisimar yyoti 1 @écs. con FOCERG 3L 655106

sty o penarace LOTK undir FAR Cetemocy, they may generate LTIN undss Mot Aophcactefineincval Capaoty  Comgony. Tnere ihe members may o FRN Serats inder Tocumenn
Dicrrierion” Sl afils genseadng LTI

e Wit et from Tt iy, 2009, DI 15 mandesory For sl Audit and Assisence functiors v
D0VE DA CHEROTEE,

Type of A+ Austitof CapicalMarket Imermediaries
Unider ACtLon/Stanme/Rs laton = | cemparies Act, 1655

Dese of Siging of Decumsnt * [DO-MMYYYY) o5 =

The following additional details are to be entered during UDIN generation under Audit & Assurance
Functions category:

a) Preceding Year's Audit Details
Explained under the GST & Tax Audit section; please refer to page no. 15.

b) Memorandum of Changes (MoC)

Members are required to fill the value of the MOC while generating UDIN for the Audit Report for
Statutory Audit of Bank Branch under the category Audit & Assurance Functions for Statutory Bank
Audit-Branch at the UDIN portal without any disclosure of the details of the client.

The information to be provided at the UDIN portal regarding MOC will be mandatory and will be
totally encrypted. It will not be visible to any third-party verifier.

Member may select Yes/No from dropdown to proceed accordingly:
MOC Details

Whether Any MOC Submitted? * Yes

(i) If No is selected, the member may proceed further.
(i) If Yes is selected, the following details are to be entered by the member:
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Of Changes y) Fill The Related Figures

in Respect of Number of ltems nerease (Rs) Decrease (Rs)

[a}income =

{b) Expenditure *
[c) Assets *

[d) Liabilities *
(e} Gross NPAs *

(M) Provision on NPAS *

Please note: The MOC boxes are mandatorily to be filled at least with 0. The boxes accept
numbers up to 9,999 in the Number column and up to 99,999,99,999 in the Increase and
Decrease columns. Only numbers are accepted in the boxes. Negative Figures are not accepted in
any of the boxes.

4, @ Bulk UDIN Generation
The Bulk UDIN feature enables ICAl members to generate multiple UDINs simultaneously (limited to
300 at one time), streamlining the documentation process for high-volume UDIN generation.

Bulk UDIN
Member Name Membership Registration Number  E-mai PAN Of Member  Pincode
= (Chitresh Sagar 999995 chitreshsagar2@gmail.com HDOPK9129L 515106

| Nt Applicabie/individual Capacity X -

(@) Centificates

Figures/Values: (Do Not Disclose Client Details)
Kindly anly use the template file provided Download Template Upioad File
S.No Type of Certificate* Date of Signing of Document* Particulars 1* Figures 1
i ol o}
2 = o]
2 - B

Certificates
e Member needs to select the certificate category they want to generate bulk UDIN for.
e After selecting the category, they need to download the template for Bulk UDIN upload.
e Each category has different template, so member needs to download corresponding
template.
e The filled template is uploaded.
e Member can see the details filled on the screen in corresponding fields.
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e Forinvalid data, or errors, there will be error message displayed.

e Member can add more rows in the Ul (User Interface) itself, wherein total number of UDIN to

be generated doesn’t exceed 300.
e Member can delete extra rows added by clicking on the Add More button.
e Member can amend the data which are invalid on the Ul itself.

5. [E] List UDIN

This module enables members to view, filter, and manage previously generated UDINs with precision.

List UDIN

Remarks/Document Description

Date of Signing of Document From To

[} B
Previous years's of Audit
ﬂ_m e : p——
= 2 g = Not Applicable/Individual -
1 25999995GNNLKXET 14 ‘J 995995 GST and Tax Audit Form 10 CCB - Sectio .. mors 3333333333 . MOre 01-12-2025 2025-2026

Capaciy

DHEBBS

: | AWy Created Date/Time = I

12-12:2025 | 10:04:46

Not Applicable/Individual
Capacity

2 25099995UBIHG/E480 jui 999995 GST and Tax Audit Form 10CCB-Sectio .more  sssss 01-12:2025 20252026

11-12:2025 | 12:17:38

(i) Filter: User can apply filter on the list of UDIN in following categories:
a) UDIN
b) Document Generation Year
c) FRN
d) Document Type
e) Document Sub Type
f) Remarks/Description
g) Document status
h) Date of Signing
i) Generated Date
i) Auditor’s Opinion (Yes/ No)
k) Previous year’s of Audit (Yes/ No)

(ii) Search

This section allows the user to search by entering any alphanumeric value, the list displayed is

from all the values that match the entered text.

Steps to filter/search UDIN(s)
(i) The UDINs generated by the user are displayed in order of date created.
(ii) The member can apply the filter on all field types and sort them.
(iii) The member can download all the UDINs in CSV and PDF format.
(iv) The member can search for any text from the search bar.

Details when accessed through Hyperlink:
(i) Member can see the details of generated UDIN by clicking on the hyperlink of UDIN.
(ii) Member can access the QR code which takes them to UDIN verification page.
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Y Fier your results ¥

List UDIN

DHES

Q
Date af
Firm Document Type Document Sub-Type Document Description Signing of AYIFY Created [
Document
i Not Applicable/Individual ) = = =
599995 GST and Tax Audit Form 10 CCE - Sectio .moare 3333563333 01122025 2025-2026 12-12-21
Capacity
Not Applicable/individual ~ . _ _ _
2 995UBIHG)A480 O 999995 & o GST and Tax Audit Form 10 CCB - Sectio ..mare 55558 01-12-2025 2025-2028 11122
apaci
UDIN Details
uDIN 25995995GNNLINET14
MRN/Name 959995 / Chitrash Sagar

Firm Registration No.

Not Agp ndividual Capacity

Document Type

nd Tax Audit

Particulars of Section / Form under which Report issued

Form 10 CCE - Section 30-A (7)

Date of Signing of Document. 01-12-2025
AYIFY 2025-2026
PAN/TAN of the Assessee AAAAT 23454

Created Date/Time

Status Active
Auditor's Opinion on Financial Statements
Is the auditor's opinion applicable to this audit report? No
Details of Preceding year's of Audit
Is capturing details of the preceding auditor applicable to this audit/form? No
Particulars : Figures/Values
Particulars Figures Denemination Converted Value
1. Assessment Year 2025-2026
2. Testing 1 445511 Hundreds 448,517,100
Document Description ECEEEREEELEEEES
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(iii) Print

Date/Time Financial Figures/Particulars Description Remarks Status Actions

1. Particulars : 9768.0
25151610 2 PAN of the Assesseaf Auditee : JHGFE35748 generating ..more NIA Adtive
3. Particulars : 9768.0

1. Particulars ; 20000

5]1:1810 2 Motification No. : 2746.0 Bulk udin NFA Attive w

3. PAN of the Assessea/ Audites ; HGDURT456H

1. Particulars : 577.98

25151610 2. WDV of Fixed Assets : 57 UDIN NfA Attive

3. Assessment Year : 2020-2021

Particulars : 68976.0
. PAN of the Assessee/ Auditee ; CAHPKS70EH Bulk udin Nf& Active
Particulars ; 68976.0

25

151610

B e

5] 151610

Particulars ; 5688.87 generating ..more NEA Active

Particulars : 769.0 I
. P of the Assesseal Audites : JHGSST680]

Particulars : 769.0

25151610

generating ..more /& Adtive

B R e

1. Particulars : 2000.0 I
2. PAN of the Assessea/ Audites : ADFFG1234H
3. Particulars : 20000

o ” -

(i) Member can select any UDIN and see the details of the particulars and details submitted during
generation, by clicking on the UDIN hyperlink.

(ii) Member can print the UDIN individually.

(iii) Member can also print all UDIN displayed in the screen, by clicking on PRINT ALL button displayed
below.

t Chartered Accountants of India

i
Ousbrerd  GonerabellDIN Bk LD Lt LN Soren

Lt U

i Dac/ima Bemarks E-TT Francil FpuresiParcalars

(iv) The UDINs will be printed as a single file, with all the UDINs listed individually.
(v) Details when the document is printed from Print button:
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[BETLE

2500000 CNNLEXATIA

MEN N

GOO0G4 ¢ Chitresh Segar

Firm Registration No.-

Mot AgpdicableIndividmal Capaciny

Decwment Type!

CES T aemad Tax Audi

FParticubers of Seciioa / Form
umder wikich Repart |sswed:

Form Lk OCH - Seotion BO-1A (7))

[rate of Slgming af Docuneem= 01-12-2025
ANIFY: 22530k
Created Duse Time: 12022025 | k-4
Seatusc Auctive
Purtlcubars: Figures'Values:
Farticubars Figures'V alues Dennmdnatios Canversed Value
I. Assessmead Year IOTE 2020
2. Tesaing 1 sl | Hroswdreds ) 420,51, 100
Decmment Deseripaion R ]

(iv) Revoke

(i) Member can revoke any UDIN generated in past 48 hours.

(ii) Member can see the details of the UDIN they are revoking after clicking on the revoke

button.

(iii) Users need to provide the reason for revoking the UDIN.

Do you want to Revoke?

Document Type

Document Sub Type

Document Date

Create Date/Time

Financial Figures/Particulars

test data 1 123 (Hundreds)

test data 2 456 (Thausands)

Document Description

Remarks

Reason for Revocation: *

Certificates

Additional Certification by Concurrent Auditors nat
forming part of concurrent audit assignment

01-08-2025

08-08-2025 | 11:20:30

12,300

456,000

document description for testing

description for Remarks

Send OTP.
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(iv) Member needs to validate this by sending an OTP and validating the OTP.

(v) After the UDIN has been revoked, details of the UDIN are sent to member on Email and
mobile.

(vi) Status of the UDIN changes to Revoked in the LIST UDIN section. Once the UDIN is revoked it
can’t be reinstated.

D B @

m s Figures;FanicUIars
I test 1: 123 (Hundreds): 12,300 }
Revoked ._.mor ek HLICNEC)
test 2: 456 (Thousands): 4,55,000

(v) Download
(i) Member can download the UDIN List displayed, in form of CSV, PDF.
(i) Member can select any particular UDINs to be downloaded.
(iii) Member can download all the UDINs displayed together too.

% The Institute of Chertered Accountants of ludis

ListUDIN

(vi) Scroller
(i) Member can scroll through the screen using the scroller at the bottom of the screen.

biae dp i s
] o o3 o mai e Carteatn NI-TI NG dzrurate 8z oeamaman S SRS

[P—

6. Save Draft List

SAVE draft option is available at UDIN portal. Due to any reason, if UDIN is not be generated but the
details filled, can be saved by clicking on SAVE DRAFT. Under SAVED DRAFT LIST, the list of the all the
drafts is listed.

The Institute of Chartered Accountants of India
L {5et up by an Act of Partlament]

Dashboard Generate UDIN Bulk LIDEN L UDIN Sawed Draft Lisc Grievance = FAQk:
Saved Dratt List
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Member can find all the UDIN forms that have been saved.

Member can delete or retrieve the draft.

Once the draft is deleted it can’t be retrieved.

If the member selects to edit the Draft, it will be redirected to generate UDIN screen.

Member can search for drafts using text search functionality.

Each row reflects an individual draft entry with key editable fields:

o Edit: This option takes the member back to the generate UDIN section, with form filled
till the Saved Draft option was used.

o Delete: This option lets members delete the draft permanently.

ouvhsWwWN R

(vii) Drafts remain available until submitted or deleted.

7. FAQs

When member click the FAQ link from the UDIN portal, they’re redirected to a comprehensive help
document titled:
“FAQs on Unique Document Identification Number (UDIN)” — Revised 2025 Edition

8. Grievance

@ The Institute of Chartered Accountants of India

(Set up by an Act of Parliament)

Home AboutUs ~ Helpdesk ~

Unique Documer Grieance »

Proud to inform that UDINs
Generated by ICAI Members
Cross the Mark of 9 CRORES

5 % a 5
< <« < :':' 2

CA. Charanjot Singh CA. Prasanna Kumar D CA. Satish Kumar Gupta CA. Chandrashekhar
Nanda Vice-President, ICAI Convenor, UDIN Directorate vasant Chitale
President, [CAI Deputy Convenor, UDIN

Directorate

(i) Raise Grievance: Enables users to lodge complaints, report any issues encountered with
UDIN, or provide suggestions.

(i) Grievance Status: Allows users to track the status of previously submitted grievances,
offering transparency and follow-up clarity.

(i) & Raise Grievance

The Raise Grievance form enables users to submit complaints /issues/suggestions related to UDIN.
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+ If select Member from the dropdown, the MRN, name, mobile number, and email ID need to be
entered:

Raise Grievance

Complaint registered by * Member

Member Regisration Number (MRN) *
Member Name: *

Registered Mobile Number: *
Registered Email [D:*

Complaint Description: *

@ Attach File(s

Files supporied : xlsx, .pdf, :doc, doc, jpg, png, Jjpeg Maximum Size: SMB

Ceprcha * 8hMPx5x &

Artachment

Enter Captcha Numerals: *

Form Field:

(i) Complaint Description: Enter the issue/complaint/suggestions related to UDIN within 1,000
characters.

(ii) Attachment: A new functionality has been introduced for the benefit of members. Users can
now upload attachments
o Supported Formats: .xlsx, .pdf, .doc, .docx, .jpg, .png, .jpeg
o Maximum File Size: 5 MB

(iii) Enter Captcha.

(iv) Click on ‘Send OTP’ (OTP will be sent to the mobile number registered with SSP). The user
can validate the OTP within 90 seconds. A maximum of 5 attempts are allowed. If all attempts
are exhausted, the member may retry after some time.

(v) After validating the OTP, click on the Submit button to submit the grievance. A unique
grievance number will be generated and shared on the email ID registered with SSP.

@ success

Your Grievance Has Been Raised With Grievance No:

SR/4366/2025

m Back to Raise Grievance
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Please note: Members can also view the status of their grievance in their dashboard by simply
logging into their account.

The Institute of _Cha rtered Accountants of india 0 CASdaChewhery3ansg @
ct up by an Act of Parliament)
Dashhoard Generata UDIN Bull UDIN List UDIN Saved Draft List Gnevance ¥
View Grigvance
a
1 SREAIEERNIS 243930 Bk Crauay 9205559857 ekenicsiin :°:‘1 inProgress 1108 5135

4+ If select External from the dropdown, the user type, name, mobile number, and email ID need to be
entered:

Raise Grievance

Compiaint registered by: * External K -

External User:

Autharities

Narne: * Reguiators

Banks
Maobile Number: * Orhers
Email ID: *

Compiaint Description: *

& arach Filegs)
Files Supported : xlsx, pdf, .doc, docx, jpg, png, jpeg Maximum Size : SMB

Attachment:

ndocon ©

Enter Capechia Numerals: *

(i) Select option from the drop down on behalf of the verifier who is verifying the UDIN.

(ii) Enter the details such as the Name of the Verifier, Mobile Number, and Email ID of the
person verifying the UDIN. Ensure the details are correct, as OTP will be sent to the entered
mobile number.

(iii) The remaining steps will remain the same as in the “If Yes” case — refer to steps (i) to (v).
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(ii) Grievance Status

A single window is provided for members and external users to view their grievances. Click on
Grievance Status to view the status of the grievance(s).

Home AboutUs = Helpdesk - FAQs Video/Webcast

e b e
e Raise Grievance

nt Us »
S Grievance Status

Complaint registered by *

Member Registration Number {MRN} *
Member Name: *

Registered Mobile Number: *

Registered Email ID: *

Complaint Description: *

Attachment; @ Attach File(s}

Fites Supported : :xlsx, pdf, .doc, .docx; jpg, .prg jpeg Maximum Size : SMB

Search Grievance:

(i) Enter Grievance Number (optional).
(ii) Enter Email Id (Mandatory):

o Member: Registered with SSP

o External User: Entered at the time of lodging the complaint
(iii) Click on the Sent OTP button.

View Grievance Status

Complaint No

EmailHd *

(iv) Validate OTP, and the below screen will appear:
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View Grisvance

(i) The Back button returns to the previous screen without saving any changes.
(ii) To know the status of the grievance, click on View Details, and the below screen appear:

Request Details Activity Log

Grievance No MR Name
SR/4366/2025 242414 Ekta Chaudhary
Status Created Date Emai

Resolved 11-08-2025 15:06:36 ekta@icai.in

Connplein:

Testing on 11.08.2025

(iii) The user can re-open the grievance, if needed, by clicking on the Re-open button.
(iv) The user can also check the Activity Log, where activities are listed in reverse chronological
order to highlight the latest updates first

Request Datails Activity Log

11 August 2025

1556 O \, Ekta

15:06 Q) ~, Eikta Chaudhary

11:08:3025

9. = Verify UDIN
The Verify UDIN feature allows users—such as authorities, regulators, banks, and other—to verify a
UDIN issued by full time COP holders on real time basis.

(i) Single Verify
(ii) Bulk Verify

(i) Single Verify
In case of Single Verify the following fields need to be entered by the verifier:
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a) Select the type of verifier that applies from the dropdown.

b) Enter the name of the verifier.

¢) Enter the mobile number where the details will be sent along with OTP.
d) Enter the email id where the details will be sent along with the OTP.

e) User needs to select Single Verify option.

f) User has to provide the UDIN number that has to be verified.

g) User need to enter the Captcha

VERIFY UDIN BY AUTHORITIES/REGULATORS/BANKS/OTHERS

{Piease provide the following mandatery information to Verify UDIN)

Verifier® Regulators o
Name of Verifier® BANK
Enter Mobile No* == 82

|nvalid Mobila Mumoer 3 /10 Charactens
Enter E-mail * Jyotid723@gmail.com

Type of UDIN Verification * (®) single Verify (@]

fnigue Document |dentification
DN} *

0418 Craractees

atAbk - °

[ It & certified that the information provided by the aforementioned verifier is comect and is not impersonating any other
Regulations/Authorities/Banks eto

Send OTP

h) After user clicks on Send OTP, two unique OTPs are sent to the mobile number and email id
mentioned above.
i) User needs to verify each OTP individually before proceeding.

Enter Email OTF

Verify OTP
Verify OTP

Please wait 87 seconds before resending OTP.
(=]

Enter Mobile OTF

Remaining atempts: 4

j)  After the OTPs are verified, user will get an option to Verify the UDIN.

Verify UDIN
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k) After user clicks on Verify UDIN, a pop up appears with message that “UDIN has been
Verified Successfully”.

0 Success

UDIN Verified Successfully

[) After the user clicks on OK, the details of the verified UDIN appear.

m) User has an option to Print the details of the verified UDIN.

n) User will get a message in the document, if the UDIN can be revoked or not, basis the
timeframe of generation.

Document Details

Verification Date/Time 14-12-2025 | 13:41:37
Created Date/Time 12-12-2025 | 10:04:45
uDiN 25399995 CNNLEXETTS
MRN/Name 999995 / Chitresh Sagar

Firm Registration No. Not Applicable/individual Capacity

Document Type GST and Tax Audit
Barticulars of Section / Form under which Report issued Form 10 CCB - Section 80-HA (7)
Date of Signing of Document 01-12-2025

Particulars : Figures/Values

Particulars Figures Denomination Converted Value
1. Assessment Year 2025-2026
2 _Testing1 442511 Hundreds 44651100
Document Description azazaaazszaais
Status Artive
Print
(ii) Bulk Verify

In case of Bulk Verify the following fields need to be entered by the verifier:
a) Select the type of verifier that applies from the dropdown.
b) Enter the name of the verifier.
¢) Enter the mobile number where the details will be sent along with OTP.
d) Enter the email id where the details will be sent along with the OTP.
e) User needs to select Bulk Verify option.
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Varifisr®

Nama of Verifier® I arie of s Fegulames Banes! fhne I

Eriter Mebile Na* 31 v || Enver-Mabile

Enrer Emal

Type of UDIY Yer

WRarimum 10 L0 Alaaed)

IEPUEEERFAPEE  Downioad Template

1 UDHN Numb=r®

K

UDN Numbar®

it s cermfied that the nformation provided by the aforementioned verfier is comect and is nof impersonating ‘any other

Regulations/Authorities/Banks etc

f) User has the option to download the template and upload the UDINs in the same template.

Varifier®

MNama of Verifier®

EnterE-mal ™

Type of UDIN Verification * (D] (@) Bulle Verify  (Mavimum 10 UK Afawed)
1 LD Numbar®
2 UDM Numbar®

Ot s certified that the nformation provided by the aforementioned verifier is comect and is not fmpersonating any  other

Regulations/Authorities/Banks etc
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Template

B autosave @ oif) [H Y0 - T Bulk UDINwerify. (3 M., « Savedtothis PC W I e = ] o
File Hame Insert Draw  Page Layout Formulas Data Rewew View  Automate  Help W Comments |
A2 ~ I= ~
a A E D E F G H | K &
uDiN
3
4
{43
7
8
g
10
"
12
v
(RinllY} - -

g) User also has the option to provide the UDIN number that has to be verified, on the Ul screen,
up to a limit of 10.

Type of UDIN Verification *

(®) Bulk Verify  (Maximum 10 LIDINS Alfowed)

Click here to Download Tempiate Download Template Upload File

1 DN Number=
2 UBIN Number®
3 UDHN Numbers
4 UDIN Number*
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h) User needs to enter the Captcha.
i)  After user clicks on Send OTP, two unique OTPs are sent to the mobile number and email id

mentioned above.
i) User needs to verify each OTP individually before proceeding.

Enter Email OTF
Verify OTP |

Enter Mobile OTF
Verify OTP

Please wait 87 seconds before resending OTP.
(=]

Remaining atempts: 4

k) After the OTPs are verified, user will get an option to Verify the UDIN.

Verify UDIN

[) After user clicks on Verify UDIN, a pop up appears with message that “X:UDINs Verified
Successfully”, X is the number of UDIN.

e Success

4 - UDIMs Verified Successfully

m) After the user clicks on OK, the details of the verified UDIN appear, in a LIST format.
n) User has an option to download the details of the verified UDIN, in a PDF format.
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