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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.

* 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 Video/Webcast

Unique Dc t Identification Number (UDIN)

—

mis a symbol of our profession’s integrity S
and commitment to transparency. It safeguards 4 s T D,
trust—our most valuable asset.”

CA. Prasanna Kumar D CA. Mangesh Pandurang Kinare CA. Hans Raj Chugh

President, ICAl Vice-Prasident, ICAI Chairman, UDIN Directorate

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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https://udin.icai.org/

(i) About Us
The About Us tab provides information about the UDIN Directorate and its activities/ToR.

@ The Institute of Chartered Accountants of India

(Set up by an Act of Parliament)

Home AboutUs ~ Helpdesk ~ FAQs Video/Webcast

Ul AboutUDIN sation Number (UDIN)

Terms of Reference(ToR)
Composition of the Directorate @
is not just a number — 1t1s a sympor of credibility, /
- g [
a tool of empowerment, and a testimony to our profession’s [ e Parcirang
transparency. The new UDIN Portal reflects our vision of being

\ Kinare,
\ Vice President, ICAI
future-ready, while staying rooted in our core values.” \
)

£

)

19,

CA. Prasanna Kumar D

President, ICA

Pandurang Kinare CA. Hans Raj Chugh CA. Abhay Chhajed

esident, ICA! Chairman, UDIN Directorate Vice Chairman, UDIN Directorate

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.
@ The Institute of Chartered Accountants of India

(Set up by an Act of Parliament)

Home AboutUs ~ Helpdesk ~ FAQs Video/Webcast

Unique Documer crievance » on Number (UDIN)

UDIN Directorate

ICAI Call Sahayata

ContactUs »

e —
“UDIN is our profession’s quiet revolution — transforming
documents into verified declarations of ethics.”

CA. Hans Raj Chugh
Chairman, UDIN Directorate

r ah

CA. Prasanna Kumar D CA. Mangesh Pandurang Kinare CA. Hans Raj Chug

Frasident, ICA Vice-President, ICA Chairman, UDIN Di

CA. Abhay Chhaj

Vice Chairman, UDIN Directorate
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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.

(iii) 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 6th Edition of the FAQs is available on the portal
at the link https://udin.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 ¥ Video/Webcast

c "
L i
Welcome to ICAI

same credentials as used for SSP Login)

Username

<MRN>@icai.org

Password

Please Enter Password

CAPTCHA

o
i2InXa— 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.

Confidential For ICAIl Users Page | 6



https://udin.icai.org/assets/images/FAQs%20on%20UDIN.pdf
mailto:MRN@icai.org

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 ICAl 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.

b The nstitute of Chartered Accountants of India
(St wp by an Act of Parliament)
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c) 1Invalid CAPTCHA Alert

N o
HEETER
SRR

Welcome To ICA|

(ii)) kMember Dashboard

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

N The Institute of Chartered Accountants of India
(et up by an Act of Farllarment

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.
Dashboard
Total UDINs generated : 464
Year-wise UDINs generated
p—
EE
2026 2025 [ 2024 2023 2022
350 338
300
o 250
g 200
2 1s0
5
100 76
* 16
. 5 0 0 0 o 0 0 0 B o 0 0 o0 4 0 0 0 3.2 0 0 0
Cedtificates. Cerlificates and Other Reports Tax Audit GST and Tax Audit Audit and Assurance Funclions
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.
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FY

2026-27

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

POF

Excel P
- From | 01042026 [  Toe | 13-08-2026 M - EE

Total Count 405

c) 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
Tage 7OF
01042025 - 08082025 () v 2E
Addtional Certficabon by Concurrant Auditors not formeng part of concurrent audt assgnment 5
Capital Contnbubion Certificateinet worth certificate 1
Cerificate issued by Statutory Auditors of Banks 2
‘- Certincate issued by Statitory Auditors of Insurance Companies 2
”v Ceriificate of physical verificaion of securiies issued by Concurrent Audilors of Treasury Depariment of Banks 1
Certificates for Claiming Deductions and Exemplions under vatious Rules and Regulations 1
MGT-7 / MGT-7A 1
0 05 1.0 15 20 25 30 35 40 1.5 50
UDIN Coumn

d) Tax Audit Count: This graph depicts the Tax Audit count and remaining count for a
selected financial year. Members can also download the Tax Audit Count report in Excel or
PDF format, as required.

Tax Audit Count
Total Tax Audit Count : 60
Remaining Tax Audit Count : 47

Excel PDE

FY 202627 EE

Tax AudisCoun Total UDINs in Tax Audit Category

Tax Audit Gount

1 1 2
2 [ ]
Form 3GA - 3rd Proviso to Seclion 44AB Form 3CB - Seclion 44AB{z) Form 3CB - Section 444B(b) Form 3 CB (Combined) under section 44 AB
Tax Audit Calegories
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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 assighnment on behalf of any firm, member can select NA/Not
Applicable/Individual Capacity in the place of FRN from the drop down.

Generate UDIN

Member Name Membership Registration Number ~ E-mai PAN of Member Pincode

= Chitresh Sagar 999995 chitreshsagar2@gmail.com HDOPKS129L 515106

Your Firm Registration Number (FRN) *
UDINS generated under FRN will be shared with the
respective Firm In-charge

In case members are unable to generate UDIN under FRM Category, they may generate UDIN under "Mot Applicable/Individual Capacity " Category. Therein the members may put FRM details under "Docurment

Description” field while generating UDIN.

Document Type * @ Certificates and Other Reports (:} Tax Audit (:j' Audit and Assurance Functions

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

(i) Certificates and Other Reports

Under Certificates and Other Reports, there are 55 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.
Diocument Type * @ Certificates and Other Reports '::::' Tax Audit (::u Audit and Assurance Functions
Type of Certificate * Additional Certification by Concurrent Auditors not forming part of concurrent audit assignment 2 -
Date of Signing of Document * {DD-MM-¥YYY) @ - v o

Dynamic Input Fields in line with the Certificate content

Figures"/alues to be entered inc * 'Z:::Z' Mumeric @ 'Z::Z' Alphanumeric @ @ Numeric and Alphanumeric 6]

Figures/Values: (Do Not Disclose Client details)

SMao. Farticulars (@ Figures/Values: Denomination Converted Value (For
Standardisation)

Add More: Delete Last Row
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Others — Certificate Name

In case a member wishes to generate a UDIN for a certificate that is not available in the Sub-Category drop-down
list, the member may select “Others” from the Sub-Category list. Upon selecting “Others”, a text field is displayed
below the Sub-Category field. The member may enter the name of the certificate in the text field and proceed
with the UDIN generation process.

Your Firm Registration Number (FRN) * Not Applicable/individual Capacity X v
UDINs generated under FRN will be shared with the
respective Firm In-charge

In case members are unable to generate UDIN under FRN Category, they may generate UDIN under "Not Applicable/Individual Capacity " Category. Therein the members may put FRN

details under "Document Description” field while generating UDIN

Document Type * @ Certificates and Other Reports O Tax Audit O Audit and Assurance Functions

Type of Certificate * |0thers T

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

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

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

(iv) Fill in 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:

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.
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Document Type * @ Certificates O G5T and Tax Audit O Audit and Assurance Functions

Type of Certificate * Capital Contribution Certificate/net worth certificate o

Date of Signing of Document * {DD-MA-YYYY) © S o

Dynamic Input Fields in line with the Certificate content

Figures/Values to be entered in: @ Numeric © O Alpharumeric @ O Numeric and Alphanumeric ©

Figures: (Do Not Disclose Client details)

5.No. Particulars @ Figures: Denomination Converted Value (For
Standardisation)

* Testing 1 244232 Hundreds < - 2,44,23,200
% Testing 2 232423323 Hundreds < - 23,24,23,32,300
3 Testing 3 423525735 Hundreds X - 42,35,25 23 500
4 Testing 4 43432533 Millions < - 43,432 523,000,000

2. If the 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.

Document Type * (@) Certificates () G5T and Tax Audit () Audit and Assurance Functions

Type of Certificate * -Select—- -

Date of Signing of Document * {DD-MM-YYYY) (O] S [cu)

Dynamic Input Fields in line with the Certificate content

Figures/Values to be entered in: () Mumeric ® (@ Alphanumeric @ | () NMumeric and Alphanumeric &

Figures/Values: (Do Not Disclose Client details)

S.No. Particulars (& Figures/Values:

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.
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Document Type *

Type of Certificate *

Date of Signing of Document * {DD-MM-YYYY) @

Dynamic Input Fields in line with the Certificate content

Figures/Values to be entered in:

(O numeric @ (O Aphanumeric @ (@) Numeric and Alphanumeric @

Figures/Values: (Do Not Disclose Client details)

@ Certificates O GST and Tax Audit

O Audit and Assurance Functions

S.No.

2%

Particulars ()

Testing 1

Testing 2

Testing 3

Testing 4

Figures/Values: Denomination
12345 Hundreds < -
12345 Thousands < -
abcdef
gni

Converted Value (For
Standardisation)

12,34,500

1,23,45,000

(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)

S.No.

* Testing 1
2= Testing 2
3 Testing 3
4 Testing 4

Add More

Document Description * (&

Remarks @

Confidential For ICAI Users

Particulars (@)

Delete Last Row

Figures/Values: Denomination
12345 Hundreds
12345 Thousands
abcdef
ghijk

Converted Value (For
Standardisation)

< - 12,34,500

< - 1,23,45,000

UDIN Instruction manual

23 / 250 Characters

For Internal reference nUtesi

28 250 Characters

Save Drafc Send OTP
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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.

(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 *
23/ 250 Characters

For internal reference of member,
Remarks @

1 250 Lharas

(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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Document Type :

Type Of Certificate :

Date of Signing of Dacument (DD-MM-YYYY)

Certificates

Ceruficate Issued by Statutary Auditors of Banks

14-06-2025

Does the certificate contain financial figures in INR?.

Figures/Values {Do Not Disclose Client Details)

P.
1v Testing 1
2% Testing2
3 Testing3

4 Testing 4

articulars Figures Denominatian Converted Value (For Standardisation)
12345678 Actual
12345678 Hundreds
123456.78 Thousands
123456.78 Lakhs

1,23,456.78

12345578

12,34,56,780

12.34,55,78,000

Document Desaription :

Remarks

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

UDIN Instruction Manual

For internal reference of member.

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

Click

0 Success

UDIN : 25343434ILXH]L2338 Generated Successfully

to see the details

Back to UDIN Generation m

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

option.

LI N

2SOGHOGSWTUNSRI T4

MR N/ Name:

SUOUS / Chitresh Sagar

Firm Registration No.:

Mot Applicable/Individual Capacity

Docament Type:

Certificates

Type of certificate:

Certificates in form 15CH

Diate of Signing of Docament:

10-12-2025

Created Date/Time:

11-12-2025 | 12:04:22

Status:

Active

Particulars: FiguresValues:

Particulars Figures/Values
1. Testing 15 1236
2. Testing 15 1236

Document Description:

Testing Purposc

Confidential For ICAI Users
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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 Tax Audit
The process to generate a UDIN under the 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
(Set up by an Act of Parliament)

CA Chitresh Sagar (999995) (&) Q’

Dashboard Generate UDIN Bulk UDIN List UDIN Saved Draft List Helpdesk ~ FAQs

Generate UDIN

Member Name Membership Registration Number ~ E-mail PAN of Member Pincode
[ Chitresh sagar 999995 chitreshsagarz@gmail.com HDOPK9129L 515106
Your Firm Registration Number (FRN) * Not Applicable/individual Capacity X w

UDINs generated under FRN will be shared with the
respective Firm In-charge.

In case members are unable to generate UDIN under FRN Category, they may generate UDIN under "Not Applicable/Individual Capacity "

Category. Therein the members may put FRN
details under "Document Description” field while generating UDIN.

Document Type * O Certificates and Other Reports @ Tax Audit O Audit and Assurance Functions

Particulars of Section / Form under which Report
issued * —Select—- -

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 * O Certificates and Other Reports @ Tax Audit O Audit and Assurance Functions

Particulars of Section / Form under which Report
issued * | Form 15 CB - Section 195(6) X -

PAN/TAN of the Assessee * Enter PAN/TA
PAN will be used as fifth parameter for validation at e-

£ +al.
filing portal.

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 *

Particulars of Section / Form under which Report issued *

Assessment Year *

PAN/TAN of the Assessee *

srameter for validation at

Date of Signing of Document * (DD-MR-YYYY) O]

Auditor's Opinion on Financial Statements

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

Details of Preceding year's of Audit

o If “Yes”:

O Certificates

Form 10 CCE - Section 801 (7)

@ G5T and Tax Audit O Audit and Assurance Functions

—Select—

Yes

Na

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 applicable to this audit report? *

Auditor's Opinion #

Key Audit Matter (KAMP*
Emphasis of Matter (EOM)*
Other Matter*

Material Uncertainty related to Going Concerm®

Entity Type*

Confidential For ICAI Users

s

Unmodified Qpinion
Qualified Report
Adverse Opinion

Disclaimer of Opinion
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Auditor's Opinion on Financial Statements

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

Auditor's Opinion *

Yes

Qualified Report

ey Audit Matter (KAM)*
Emphasis of Matter (EOMJ*
Other Matter=

Material Uncertainty related to Going Concerm®

@ Yeso Mo
O Vsz@ No
@ Yeso Mo
O VEE@ No

Entity Type*

Type of Non-Listed Entity*
Sole Proprietorship

Partnership
Details of Preceding year's of A
LLP

X i | Private Company
Is capturing details of the precedit

thi it 7%
this audit/form? Public Company

Section & Company

Mon-Listed Entity

Cirmusac Alslinac

o 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? *

No

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 auditor

applicable to this audit/form? *

Yes

previous/last year? *

Have you issued the audit report to the client

Figures/Values:

S.No. Particulars (§)

--Select--

Yes

Audit done by partner in the same firm
No

First Year of Audit

o If“Yes” is selected from the drop-down:
o Following question “Have you issued the audit report to the client previous/last year?” will enable
with the dropdown options of Yes/ Audit done by partner in the same firm / No/ First Year of Audit
> If Yes is selected from the dropdown:

o Enter the UDIN of the audit report generated for the previous year.

Details of Preceding year's of Audit

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

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

Yes

Yes

Enter the UDIN of the audit report generated for

the previous year *

Confidential For ICAI Users
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> If Audit done by partner in the same firm: Enter the Member Registration Number (MRN) of the
partner.

» If No is selected from the drop-down:
o 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
the previous auditor regarding the appointment.
e If Yes: 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 v .
applicable to this audit/form? * &s

Have you issued the audit report to the client No .
previous/last year? *

Enter MRN of the previous Auditor *

Have you communicated previous auditor for your O - O .
appointment? * —_

Is there any outstanding audit fee related to the
previous year's audit as per the financial --Select—-
statements audited by you? *
Yes

Figures/Values: No

Not Known

S.No. Particulars @)

e If First Year of Audit is selected from the drop-down:
o May proceed further.

Details of Preceding year's of Audit

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

Have you issued the tax audit report to the client

Dreviousiast vear? * First Year of Audit -
year?

Figures/Values:
S.No. Particulars (©) Figures/Values: Denomination Converted Value (For
Standardisation)

Assessment Year -Select-- -
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o If“No” is selected from the drop-down member may proceed further.

Details of Preceding year's of Audit

Is capturing details of the preceding auditor

applicable to this audit/form? *

No

Please note: This functionality has been introduced under two categories: Tax Audit and the Audit &
Assurance Functions The details captured in this functionality is for statistical purpose only and will
not be visible to the verifier.

Field-Level Validation for all sub-categories under section 44AB [Clauses (a) to (e)] at the time of UDIN

generation under ‘Tax Audit’ category

The Council, at its 442nd meeting held on 26th—27th May 2025, has decided to implement a ceiling on the
maximum number of UDINs that can be generated, in accordance with the prescribed limit of 60 Tax Audits with

effect from 1st April 2026. In this regard, the ceiling shall be applicable for the following sub- categories:

PWNPE

Form 3CA - 3rd proviso to section 44AB
Form 3CB - Section 44AB(a)

Form 3CB - Section 44AB(b)

Form 3CB (Combined) under section 44AB

Accordingly, the ceiling on UDIN generation at UDIN Portal will come into effect from the same date, in alighnment
with the Council decision i.e. from 1°t April 2026. However, the Field Level Validation has been implemented at
UDIN portal, as the same configuration will continue to be applicable beyond 1st April 2026 across all
subcategories under Section 44AB [clauses (a) to (e)] at the time of UDIN generation under ‘GST and Tax Audit’

category.

o el e e ot I (o S

Field-Level Validation

1 |[|a4AB(a)

Q: Are cash transactions £ 5%7 (Yes/No)

- If Yes -» Turnover > Rs. 10 Cr
- If No =» Turnover > Rs. 1Cr

2 ||asaB(b)

Maone

- Gross receipts > Rs. 50 lakh

Is the income claimed lower than the deemed
profits and gains under section
A4AE/44BB/44BBE? >Yes/No

Proceed only if answer to O = Yes

Qi) Is Total Gross Receipts =Rs.50 lakhs =Yes/No

Qi) 1s Total Gross Receipts > Rs.50 lakhs but
Rs.75 lakhs and total cash receipts < 5% of total
gross receipts? = Yes/No

Qfiii) Is the income claimed lower than the
deemed profits and gains under section 44ADA?
=>Yes/No

Qliv) Is Total Income > Basic Exemption Limit
<Yes/No

Proceed only if —
Answer to either Qfi) er Qi) = Yes;
AND

Answer to both Q(iii) and Qiv) = Yes;

5 |[a4AB(e)

Qi) Is section 44AD(4) applicable? <»Yes/No

Qi) 1s Total Income > Basic Exemption Limit
=>Yes/No

Proceed only if answer to both
Qi) and Qfii) = Yes
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https://udin.icai.org/assets/images/Field%20Level%20Validation.pdf

UDIN Generation for Tax Audit

1. Members need to select Date of Signing of Document first and then select the Tax Audit Form.

In case members are unable to generate UDIN under FRN Category, they may generate UDIN under "MNot Applicable/Individual Capacity " Category. Therein the members may put FRN

details under "Document Description” field while generating UDIN.

Document Type * O Certificates and Other Reports @ Tax Audit O Audit and Assurance Functions

Particulars of Section / Form under which Report
issued * 44ah| T

Form 3CA - 3rd Proviso to Section 44AB

PAN of the Assessee *
FPAN will be used as fifth parameter for validation at e-
filing portal.

Form 3CB - Section 44AB(a)

Form 3CB - Section 44AB(b)

Date of Signing of Document * (DD-MM-YYYY) @
Form 3CB - Section 44AB(c)

Form 3CB - Section 44AB(d)
Auditor's Opinion on Financial Statements

Form 3CB - Section 44AB(e)

2. Upon selecting the applicable Tax Audit Form, a pop-up window is displayed showing the member’s current
Tax Audit Count under the applicable category/categories, along with the remaining count, wherever
applicable. Ceiling on Tax Audit assignments has been implemented in accordance with the Chartered
Accountants (Limit on Number of Tax Audits) Guidelines, 2025, as notified in the Gazette of India by the

Institute.

Category Tax Audit Count UDIN Generation Count
Total Permissible Limit 60 -

Form 3CA 3rd proviso to section 44AB 1 3

Form 3CB Section 44AB(a) 11 16

Form 3CB Section 44AB(b) 1 2

Form 3CB (Combined) under section 44AB 0 0
Remaining Tax Audit Count 47 -

3. After selecting the relevant Category, the member is required to select whether the UDIN is being
generated for the Original Form or Revised Form, as applicable.
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Document Type * O Certificates and Other Reports @ Tax Audit O Audit and Assurance Functions

Particulars of Section / Form under which Report
I Form 3CB - Section 44AB(z) x v

UDIN Generated For* --Select-

Original form/ report

Nature of Tax Audit Assignment *
Revise form/ report

Assessment Year * =

PAN of the Assessee * Enter PAN of the Assessee
FAN will be used as fifth parameter for validation at e-

filing portal.

Date of Signing of Document * (DD-MM-YYYY) ® 05-08-2026 E

4. Nature of Tax Assignment to be chosen: Member may select the nature of Tax Audit Assignment.

In case members are unable to generate UDIN under FRN Category, they may generate UDIN under "Not Applicable/individual Capacity " Category. Therein the members may put FRN
details under "Document Description” field while generating UDIN.

Document Type * O Certificates and Other Reports @ Tax Audit O Audit and Assurance Functions
Particulars of Section / Form under which Report

issued * Form 3CB - Section 44AB(a) P
UDIN Generated For* Original form/ report e
Nature: of Tax Audit Assignment * O Assessee @ Head Office of assessee O Branch of assessee

#+ In case the member selects “Revised Form/Report”, a question is displayed:
“Have you generated the UDIN for the original Tax Audit Report/Form?”

The member is required to select the appropriate response. This option is applicable where the member is

generating a UDIN for a revised Tax Audit Form/Report that was previously audited by him or by another
partner/member.

o If “Yes” is selected: The member is required to enter the previously generated UDIN for the original
Tax Audit Report/Form and proceed further.

e If “No” is selected: The member is required to enter the MRN of the other partner/member who
had audited the original Tax Audit Report/Form and proceed further.
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In case members are unable to generate UDIMN under FRN Category, they may generate UDIN under "Not Applicable/Individual Capacity " Category. Therein the members may put FRN

details under "Document Description” field while generating UDIN.

Document Type * O Certificates and Other Reports @ Tax Audit O Audit and Assurance Functions
Particulars of Section / Form under which Report
issued * Form 3CB - Section 44AB(a) X v
UDIN Generated For* Revise form/ report h
Have you generated the UDIN for the original Tax o
Audit Report/Form? * - -

Yes
Please enter immediate previous UDIN* Mo

(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.

Dashboard Generate UDIN Bulk UDIN List UDIN Saved Draft List Helpdesk ~ FAQs
Generate UDIN

Member Name Membership Registration Number ~ E-mail PAN of Member Pincode
£  Chitresh Sagar 999995 chitreshsagar2@gmail.com HDOPK9129L 515106
Your Firm Registration Number (FRN) * Not Applicable/Individual Capacity X

UDINs generated under FRN will be shared with the
respective Firm In-charge

In case members are unable to generate UDIN under FRN Category, they may generate UDIN under "Not Applicable/Individual Capacity " Category. Therein the members may put FRN

details under "Document Description” field while generating UDIN

Document Type * O Certificates and Other Reports O Tax Audit @ Audit and Assurance Functions
Type of Audit * Audit of Capital Market Intermediaries X -
Under Act/Law/Statute/Regulation * | Companies Act, 1956 o
Date of Signing of Document * (DD-MM-YYYY) @ DoV o

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 Tax Audit section; please refer to page no. 16.

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
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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
~-Select—

Whether Any MOC Submitted? * Yes

(i) If Nois selected, the member may proceed further.
(ii) If Yes is selected, the following details are to be entered by the member:

dum Of Changes y) Fill The Related Figures

In Respecx of Number of items ncrease (Rs) Decrease (Rs)

(a) Income =

{b) Expenditure *

(d) Liabilities *

(e} Gross NPAs *

(f) 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.
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Bulk UDIN

Member Name Membership Registration Number  E-mail PAN Of Member  Pincode
= Chitresh Sagar 343434 chitreshsagar2@gmail.com HDOPKS9129L 655106
Your Firm Registration Number (FRN) * _Select— -

under FRN will be shared with the

Document Type * (®) certificates and Other Reports () Tax Audit (O Audit and Assurance Functions

Figures/Values: (Do Not Disclose Client Details)

Jes are allowed and not formulas.
Kindly only use the template file provided.

S.No Type of Certificate* Date of Signing of Document® Particulars 1% Figures 1

2
3

Bulk UDIN Generation for Certificates and Other Reports

The Bulk UDIN Generation functionality enables members to generate multiple UDINs simultaneously
under the Certificates and Other Reports category.

Steps for Bulk UDIN Generation
1. Select the required FRN to proceed with the bulk UDIN generation process.
2. Select the relevant Certificate and Other Reports category for which the bulk UDINs are to be generated.
3. After selecting the category, download the corresponding Bulk UDIN Upload Template.
4. Enter the required details in the downloaded template and upload the duly filled template on the portal.

5. Upon successful upload, the details entered in the template are displayed on the screen under the

corresponding fields for review.

6. In case of any invalid data or errors, the system displays an appropriate error message against the

relevant data.

7. Members may add additional rows directly on the User Interface by clicking on “Add More”. However, the

total number of UDINs to be generated in a single instance must not exceed 300 UDINSs.

8. Members may also edit or amend the invalid data directly on the User Interface before proceeding with

the UDIN generation process.

Confidential For ICAIl Users Page | 26




Bulk UDIN Generation for Tax Audit and Audit and Assurance Functions

The Bulk UDIN Generation functionality enables members to generate multiple UDINs simultaneously

under the Tax Audit and Audit & Assurance Functions categories.

Steps for Bulk UDIN Generation

1. Select the relevant Category for which the bulk UDINs are to be generated.

2. Click on the “Add Row” button.

3. Aform for generating the UDIN under the selected category is displayed.

4. Enter the required details in the form in the same manner as applicable for single UDIN generation.

5. After completing the form, click on the “Add Row” button available at the bottom of the page to add

another UDIN.

6. Repeat the process to add additional forms, as required. A member can add and generate up to 10

UDINs in a single instance.

7. The added forms are displayed in a list on the screen. Members may edit or delete any form from the

list, as required.

8. After entering and verifying the details of all the forms, click on “Send OTP”.

9. Enter the OTP received on the registered mobile number/email ID, as applicable, to complete the

submission process.

10.Upon successful OTP verification, the UDINs for the submitted forms are generated.

Your Firm Registration Number (FRN) *
LIDINz ge: ted under FRN will be shared with the

Not Applicable/Individual Capacity
] m in-charge.

Document Type * .j:. Certificates and Other Reports

Particulars of 5ection / Form under
S.No. R B UDIN Generated For
which Reportissued

Na Datz Found
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Have you generated the UDIN for the
original Tax Audit Report/Form?

() Auditand Assurance Functions

+ AddRow

MRN of the PrEves
Auditor prev
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Generate UDIN
Member Name Membership Registration Number ~ E-mail Pincode

£  Chitresh Sagar 343434 chitreshsagar2@gmail.com HDOPK9129L 655106

Mot Applicable/individual Capacity

In case members are unable to generate UDIN under FRN Categary, they may generste UDIN under "Not Appiicable/individusl Capacity ™ Categary. Therein the members may put FRN details under "Document
Description” field while genersting UDIN

Document Type * Tax Audit

Particulars of Section / Form under which Report issued *

PAN of the Ass
PAN will be used as fifth parameter for vai

portal

Date of Signing of Dacument * (DD-MM-YYYY) 6]

Auditor's Opinion on Financial Statements

Auditor’s Opinion on Financial Statements

s Auditor's Opinion applicable to this audit report? *

Figures/Values:

Particulars @ Figures/Values:

Document Description * @

/250 Characters

Remarks @

/250 Characteg
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Your Firm Registration Number (FRN) *
UDINs generated undar FRN will be shared with the
respective Firm In-charge.

Document Type *

ditor's Opinion on Financial

Details of Preceding year's of Audit

Statements

View Details

View Details

View Details

Your Firm Registration Number (FRN) *
UIDINS ganerated undar FRN will be shared with the
respective Firm In-charge.

Document Type *

ditor's Opinion on Financial

Details of Preceding year's of Audit

Statements

View Details
View Details

View Details

5. B List UDIN

Mot Applicable/individual Capacity

d Other Reports

Farticulars/Figures

View Details View Details
View Details View Details
View Details View Details

Save Draft

Mot Applicable/Individual Capacity

d Other Reports

Particulars/Figures

View Details View Details
View Details View Details
View Details View Details

Save Draft

(®) Tax Audit

Document Description Remarks
fskfjsf -

Tetsing -

Testing 3 -

nd Assurance Functions

+ AddRow

Actions

a o

m}

(@ Tax Audit

Document Description Remarks
fskfjsf -

Tetsing -

Testing 3 -

nd Assurance Functions

+ AddRow

Actions

s
/

o a

]

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

Y Fitter your results ™

UDIN

Document Type

Auditor’s Opinion

—Selact—-

List UDIN

Document Generation Year

2026

Document Sub-Type

Reset

FRN

- —Select--

Remarks/Document Description

PAN

(i) Filter: User can apply filter on the list of UDIN in following categories:
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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

j)  Auditor’s Opinion (Yes/ No)
k) Previous year’s of Audit (Yes/ No)
) PAN

(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.
(i) 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.

List UDIN

Y Fiter your results ¥
oB®é&

Date of
Document Type Document Sub-Type Document Description Signingof = AYIFY 3 Created [J
Document

Not Applicable/Individual
Capacity

995945 GST and Tax Audit Farm 10 CCB - Sectio __mor: 3333333333 MO 01-12-2025 2025-2026 12-12-2

Not Applicable/Individual
Capacity

2 25995985UE|HG)6450 O 995945 GST and Tax Audit Farm 10 CCB - Sectio _more 55555 01-12-2025 2025-2026 11-12-2
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UDIN

UDIN Details

25995935GNNLIXET14

MRN/Name

999335 itresh Sagar

Firm Registration No.

Mot Applicable/Individual Capacity

Document Type

GST and Tax Audit

Particulars of Section / Form under which Report issued

Form 10 CCB -

ection 80-1A (7)

Date of Signing of Document

01-12-2025

AYIFY

2025-2028

PANJ/TAN of the Assessee

AAAATIZ454

Created Date/Time

12-12-2025 | 10:04:45

Status Active
Auditor's Opinion on Financial Statements
Is the auditor’s opinien applicable to this audit report? Mo
Details of Preceding year's of Audit
Is capturing details of the preceding auditer applicable to this audit/form? No
Particulars : Figures/Values
Particulars Figures Denomination Converted Value
1. Assessment Year 2025-2026
2 . Testing 1 446511 Hundreds 4,.46.51,100
Document Description Ba3aaaasaasasa

(iii) Print

Date/Time Financial Figures/Particulars

. Particulars : 9768.0

25| 2. PAN of the Assessee/ Auditee : JHGFE3S
3. Particulars : 9768.0
1. Particulars : 2000.0

ur
o
=)
N~

. Notification No. : 2746.0

w

. PAN of the Assessea/ Audite

. Particula
. WDV
. Assessment Year : 2020-2021

W

. Particulars : 68976.0
. PAN of the Assessee/ Auditee : CAHPKS706H

r
(A
o
&
=)
ra

w

. Particulars : 68976.0

25 | 15:16:10 1. Particulars : 5688.87

. Particulars : 769.0 I
2. PAN of the Assessea/ Auditee : JHGSS7690)

. Particulars : 769.0

r
(A
o
&
=)
ra

w

. Particulars : 2000.0 I
. PAN of the Assessee/ Auditee : ADFFG1234H

Particulars : 2000.0

o

w
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Description Remarks
generating ..more N/A
Bulk udin N/A
UDIN N/A
Bulk udin N/A
generating ..more N/A
generating ..m N/A
UDIN N/A

Status

>
a9
@

Adtive

Adtive

Adtive

>
g
b

Actions

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

(i) 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.

The Institute of Chartered Accountants of Indis 0 cxpomsemarpzsan @
| (Sat up by an Act of Paroment)

Bk LMY Lt LOIN

List UDIY

q ﬁ“

Dotaof
2UR P Created Bace/Time Bemarks

o 11123 (Hundwia} 12,300
ARI0AaICintea . ets swsteal_moe e 153015 | 140535 e idehis
sm A (T et 456,000

(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:

UDiN: 25000005 GNNLEKNET 14
MERMSNanwe: Q00095  Chiiresh Sagar

Firm Registration Mo Mot Applicable/Individeal Capociny
Dermment Type: CGET amed Tax Audit

Farticulars of Seciios  Form

F L OCH - S BO-1A (T
umder wikich Hepert lsssed: e seRn 0

Drate of Slgming of Doounscwiz 01-12-2005

AVIFY: 20235-2icks

Created DaieTime: 12-02-2023 | 100446
Siabus: ACCive

Farticubars: FiguresValues:

Farglculbars Figures s alues Denonenation Cenveried Value

1. Assessment Year DOEE.2006

2. Tesaing 1 ninn [ Hemedreds) 446,51, 1040
Irssrmmmeng Eheseriplom: e S

(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.

The Institute of Chartered Accountants of Indis
(52t up by an Act of Pariaments

Bt LD Lt LDIN

List UBIN

Fnancil FRUREPary

(iii) Users need to provide the reason for revoking the UDIN.
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Do you want to Revoke?

Document Type Certificates

Document Sub Type Additional Certification by Concurrent Auditors not
forming part of concurrent audit assignment

Document Date 01-08-2025
Create Date/Time 08-08-2025 | 11:20:30

Financial Figures/Particulars

test data 1 122 (Hundreds) 12,300

test data 2 456 (Thousands) 4,556,000
Document Description document description for testing
Remarks description for Remarks

Reason for Revocation: *

P

=

(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.
0O B @

Bevoked e I test 1: 123 (Hundreds): 12,300
test 2: 456 (Thou=sands): 4,556,000

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

Qb s @

Cachbowd  Generste UDIN. BUR DI L UDE Saved Deatt st

ListUDIN

L& ——— |
: D& e

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

a o n man Cortrater AT-T) NOTPA . ot cecezais | 134ma3
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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 0 CAhviKime 2y @

{56t up by an Act of Partlament]

Dashboard Generate UDIN Bulk UDEN L= UDIN Sawved Draft Lt Grievance * FAQs
Saved Draft List

Doaunen Descripaon

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.

oA wWwNPRE

(vi) Draftsremain 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:
https://udin.icai.org/assets/images/FAQs%200n%20UDIN.pdf

Addendum to FAQs on UDIN Ceiling for Tax Audit

https://udin.icai.org/assets/images/FAQs on UDIN Ceiling on Tax Audit.pdf
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https://udin.icai.org/assets/images/FAQs%20on%20UDIN.pdf
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8. Grievance

@ The Institute of Chartered Accountants of India

(Set up by an Act of Parliament)

Home AboutUs ¥ Helpdesk ~ FAQs Video/Webcast
e

Unique Docurfie ¢ avon Number (UDIN)

UDIN

CA. Abhay Chhajed

Vice-Chairman, UDIN Directorate
L ]

TR

CA. Prasanna Kumar D
Prasident, ICAl

CA. Mangesh Pandurang Kinare CA. Hans Raj Chugh

Vice-President, ICAl

Chairman, 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 Registration Number (MRN):
Member Name: *
Registered Mobile Number: *

Registered Email ID: *
Complaint Description: *

@ Attach Filels)

Files Supported : xIsx, |pdf, .doc, docx, jpg, .png, jpeg Maximum Size : SMB

Caprcha * &TM_PX"S; =

Attachment:

Enter Captcha Numerals: *

Form Field:

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

(i) 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 Chartered Accountants of india 0 CABtsChewtherypnsng @

(Set up by an Act of Parfiament)
Dashboard Generate UDIN Bulkc UDIN ListUDIN Saved Draft Lt

View Grievance
. Q
T T T
1 436652025 43434 Ekea Croudnary 9205559357 sen@icain :'_‘";_"?f_’_ 1= Prograss 11-08-2025 15:06:36 2

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

Raise Grievance

Complaint registered by- * External % -
External User: | -
Authorities
Marme: * Regulators
Banks
Mobile Number: * Others
Emiail ID: *

Complaint Description: *

@ Attach File(s)
Files Supported : xlsx, .pdf, .doc, .docx, jpg, .png jpeg Maximum Size : SMB

ndocon ©

Attachment:

Enter Captcha Mumerals: +

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

(i) 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
EEEER Raize Grievance

ContactUs Grievance Status

Complaint registered by: *

Member Registration Number (MRN): *
Member Name: *

Registered Maobile Number: *

Registered Emiail ID: *

Complaint Description: *

Attachment: @ Auach Filels)
. Files Supported : xlsx, |pdf, doc, docx, jpg, .png, jpeg Maximum Size : SMB

Search Grievance:

(i) Enter Grievance Number (optional).
(i) 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 *

5end OTP

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

)
NEREEB

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

Request Detalls Activity Log

Grievance No MRN Name
SR/4366/2025 343424 Ekta Chaudhary
Status Creatad Dote Emai

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

Compleint

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

15:56 Q \, Exta

15:06 Q  Ekta Chaudhary

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
(i) Bulk Verify
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(i) Single Verify

In case of Single 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.
c) 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 mandatory information to Verify UDIN)
Verifier® Regulators
Name of Verifier® BANK
Enter Mobile No* 2 252
|nvalid Mobile Number 3 /10 Charactess
Enter E-mail * Jjyoti0723@gmail.com

Type of UDIN Yerification * @ Single Verify )

Enter Unigus Document Identification
Number{UDIN} *

[J It is certified that the information provided by the aforementioned verifier is correct and is not impersonating any other

Reguiations/Authorities/Banks etc

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 \

Enter Mobile OTP
Verify OTF

Flease wait BY seconds before resending OTP.

Remaining attempts: 4

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

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

Q Success

UDIN Verified Successfully

I)  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 | 1324137
Created Date/Time 12-12-2025 | 10:04:48
UDIN 25099995GNNLKXET 14
[t ]
MRN/Name 393335 / Chitresh Sagar
Firm Registration No. Mot Applicable/Individual Capacity
Document Type G5T and Tax Audit
Particulars of Section / Form under which Report issued Form 10 CCE - Section 20-14 (7)
Date of Signing of Document 01-12-2025

Particulars : Figures/Values

Particulars Figures Denomination Converted Value
1. Assessment Year 2035-2026
2. Testing 1 448511 Hundreds 44851100
Document Description EEEEEEEEEEEEEF]
Status Active
(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.
c) 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.
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e) User needs to select Bulk Verify option.

Varifier®

Enter Webile No®

Ener £-mait *

itarimum 10 UDINs Alowed)

(®) Bulk Verify

Downioad Template

Type of UDIN Verification *

ClizK here 12 Downhas Tempiate

1 UDN Number*

2 UDN Numbar*

=
JRKIXC“C

Ot s cerified that the nformation provided by the aforementioned verifiar is comect and is not impersonating any other

Regulations/Autharities/Banks etc

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

Varifier®
Nama of Verifier®

Enrer Vchils No*

Enter E-mail *

Type of UDIN Verification * ) Single Varify (® BulkVarify  (itavimum 10 UDINs Alowed)

K here 10 Downlad Tempiae I Downioad Template Upload File

1 UDN Number*

UDN Numbar®

o

Ot is cerified that the nformation provided by the aforementioned verifiar is comect and is not impersonaring any other

Regulations/Authorities/Banks etc
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Template

G Auosave @oit) [H] ©9 O = BulkUDINverify.. (@M. - Savedtothis PC v o) ° — (85] X
File Home Insert Draw Page layout Formulas Data Review View Automate Help 3= Comments f
A2 2 T 5
A B C D E F G H | K a
1o UDIN
o
7
g
)
10
"
1z
v
(ETalTN} - -

g)
up to a limit of 10.

Type of UDIN Verification *

w

User also has the option to provide the UDIN number that has to be verified, on the Ul screen,

(Moximum 10 UDINs Allowed)

O single Verify (®) Bulk Verify

Click here to Gownload Templiate Download Template Upload File

UDIN Number=

UDIN Number®

UDIN Number*

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.

j)  User needs to verify each OTP individually before proceeding.

Enter Email OTF
Verify OTF \

Enter Mobile OTP
Verify OTP

Flease wait 87 seconds before resending OTP.

Remaining attempts: 4

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

Verify UDIM

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

O Success

4 - UDINs 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.

etk Yenty Lt

DB Numtior « | UDINGencation Da/Tie
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