STEPS FOR UPLOADING FORM 23B TO MCA PORTAL
NOTE : YOU MUST HAVE REGISTERED TO MCA PORTAL
	STEP
	PARTICULARS
	Remark

	
1
	
Download Form 23B From the MCA Portal
> connect Internet
> open this website – “ www.mca.gov.in”
> click on “mca portal” icon
> click on “e form upload” button
> click on “Form 23B” for download
> Close Internet

	

	
2
	
Open Form 23B
> write company's CIN No.
> click on “Pre Fill” button for automatic
   filing of company's data
> now Fill the Form by entering the
   details
> attach the Scan file

> click on "Check Form" button
> connect Internet
> click on "Pre Scrutiny" button
	





The Scanned Document
should be on PDF Format


The Internet should be connected for Pre Scrutiny


	
3
	
Digital Signature
> attach USB Token to USB Driver Slot
> red light will appear on USB Token
> now in Form 23B Click on the “Digital
   Signature Sign” Button
> select your sign and click "OK"
> Enter your Token Password
> Enter secondary authorization password
> now save the file by giving name

	


	
4
	
Open “www.mca.gov.in”
> click on the “mca portal” icon
> click on the “login” button
> enter user id
> (leave password option blank)
> select "business user"
> click on "use certificate" check box
> wait a few moment
> click on the "submit"
> select your certificate
> enter again e Token Password
> click on “OK”
	


 


	
5
	
Click on the "e form" tab
> click on the “offline e form” upload button
> a new window open
> go direct third step by clicking “e form
   upload” button
> select your file which you save in step - 3
> the download window open for 
   downloading acknowledgement
> save that file
> print out
	



P.T.O.
