
  
ICAI Bhawan, Indraprastha Marg, New Delhi - 110002 

User Manual for “Firms: Change of Firm name of existing firm (Form 117) 

This User Manual IS intended for already registered members (HO Incharge) who are Partner in 

Existing Firm and Would like to apply for Change in name of Existing Firm. 

Please go the website ICAI.org. Once there, please click on the Service Portal Link on the top right 

corner of the screen.  

 

 
 

 

The following Login Page will open https://eservices.icai.org/ 

 

 
 

 

  

https://eservices.icai.org/
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The Member (HO Incharge) applicant after successful login into the portal with their user id and 

password, below screen appears, click here to access Member SSP Portal as Highlighted below 

 

Following Screen will appear, Click on My Firms as Highlighted below 
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Following Screen will appear, Click on Submitted Application-> For Active Firms as Highlighted 

below 

 

Following Screen will appear, Click on Firm Name as highlighted below & click on Action Button 
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Click here on Form 117 and then Firm Name Approval(Form 117). 

 

Following Screen will appear to user, Click on Action Button. 

 

Details of Existing Firm would be displayed to HO-Incharge  
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Following Pop-up Screen will appear, Click ok. 

 

System will display following screen where Existing Firm Details would be avaialble. Process of 

Firm Name Change would be same as Approval of new Firm Name, Edit the Firm name and 

Proceed for Check Avaiability and Submission. 
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User have to click on validate firm name radio button to check the validity of the entered firm names 

and their availability, system will display the pop-up alert and display the firm name availability as 

below. Click on Ok. 

 

Enter the Address of Head Office, In case of Propritor, System will display the Membership address 

by default. Click on Generate OTP, verify the Captcha and Submit the Form. 

In case, Firm Address is different them membership address, System will display the alert 

  

Verify the Captcha & OTP as displayed in below screen 

  

 

Note:  

Then in case of partners, Member has to login with their credentials for OTP declaration and then 

the Head Incharge have to login and in submitted application he has to click on the submitted 

application and has to click on the same sequence no that he received at the time of submission of 

request and after clicking on that sequence no the member have to upload the signed copy of Form 

117. After completing the activity, the request will move to ICAI member and Student Section. 

Once Form is Submitted Following screen will be displayed to user, where Member need to upload 

the PDF copy of Form 117 Generated from System. 
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After OTP verification (by all partners of Firm), download the Form 117 and Upload as highlighted 

in below screen. 

 

 

 Select the Form 177 Downlaoded in user Machine. 

 

 

 

Once uploaded, System will display the Confirmation of Upload as below. 

 

 

 

After Uploading Form 117, Application will move to ICAI MSS Section for Approval. User will receive 

the confirmation of approval/Rejection. User can check the application Status, refer the below steps. 
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To Open Partial Filled Application or Status of Submitted Application, Click on Submitted Application 

as highlighted kited below: 

 

Click on “For Request of New Firm/Conversion to LLP” Tab as highlighted kited below  
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System will display all user applications, click on button below action tab as highlighted below: 

 

System will display following screen, Click on Form 117 and then Firm name approval (Form 117) 

as highlighted below 
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System will display the following screen, click on eye button as highlighted below: 

 

System will display the following screen, where status of Application would be displayed. 

 

 


