The Institute of Chartered Accountants of India

(Setup by an Act of Parliament)
ICAIl 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 ICAl.org. Once there, please click on the Service Portal Link on the top right
corner of the screen.
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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
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A ICAI Member Landing Page

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

Members

Self Service Portal (SSP) Digital Learning Portal

« Digital Learning Platform - Dedicated and Enhance Professional
Learning Experience - Click Here New!

Click here to access the Member SSP Portal

Following Screen will appear, Click on My Firms as Highlighted below

@ Self Services Portal x -+

<« > C 1 @ cdn3digialm.com/EForms/loginAction.do?subAction=DisplaylistFormProfilefiuserid=NRO0151573@icai.orgforgld=1666&formld=56767&checksum=... & % Q

Welcome JYOTI Contact Us M Logout
l Member (MRN : 554519) . O Log

Membership Status - Active
Membership Type - ACP
COP Status : Active (Full Time)

Last Membership Fees Paid - 2019-20

Region - North

This Portal facilitates the members, firms and Student activities of ICAL
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My Membership I My Firm I
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Following Screen will appear, Click on Submitted Application-> For Active Firms as Highlighted
below

&« C 1 @ cdn3digialm.com/EForms/loginAction.do?subAction=DisplayListFormProfilefuserid=NRO0151573@icai.org8lorgld=16668formld=56767&ichecksum=allntLqp... ©» ¥ Q

L') Logout

| Welcome JYOTI \. Contact Us
Member (MRN : 554519)

Firm Module =

Firm Card / Centificate
Firm Document Download

Firm New Application
ISubmn:tEd Applications I

5

For Active Firms Firm Constitution (Form 18) Change Request Form Firm Merger Form (Form E}

¥

Firm For Goodwill Form For Request of New
Firm/Conversion to LLP

Following Screen will appear, Click on Firm Name as highlighted below & click on Action Button

Welcome JYOTI A Home L, Contact Us ® Logout
Member (MRN : 554519)

& Last Membership Fees Paid : 2019-20
Region - North

= Firm Module Note : Please click on side menu bar to access various forms

For Active Firms

Action Membership Id $ Firm Association Start Date(dd/MMM/yyyy) & Firm Association End Date(dd/MMM/yyyy) + Firm Name $ Firm Registration No $ Firm Status $ IsBr

[
554519 20/Aug/2019 JYOTI KAPIL 035714N Active
KOCHAR &

[¢]
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Click here on Form 117 and then Firm Name Approval(Form 117).

& c 0 @ cdn3.digialm.com/EFerms/loginAction.do?subAction=DisplayListFormk

Branch Office Details
Change Request Form

Conversion to LLP

Firm Name Approval (Form

Demerger Details P

Firm Closure Details
Form 18

Member Partner Details
Merger Details

Paid Assistant Details

Submitted Applications

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

Firm Module

Form 117

Select Your Filter

Action Approved Firm Name % Firm Registration No & Approver Action Date(dd/MMM/yyyy) % Date When Moved ToApprovers Queue(dd/MMM/yyyy) % Logged Userid %

Details of Existing Firm would be displayed to HO-Incharge

JYOTI KAPIL KOCHAR & 035714N 20/Aug/2019 20/Aug/2019 554519
co

&« C Y @ cdn3.digialm.com/EForms/loginAction.do?subAction=DisplayListFormProfile®userid=NRO0151573@icai.org&orgld=1666&formld=56767&checksum=all.. ©v & Yr Q

[@Firm Name Change Request

Request Status: Approved
Request Id: REQNEWFN
Remarks: | o THE BASIS OF HUSBAND =

NAME AS KAPIL KOCHAR AS b
PER AFFIDAVIT

&

Approved Firm Name: | v o7 kapIL KOCHAR & CO

Firm Details 12 Firm Name App... 12 Branch Office _.. 12 Member Parine. .. 12 Paid Assistant ... 12 Member Declar...
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Following Pop-up Screen will appear, Click ok.

Member Id 554519 is already Head Incharge in Following Firm(s):-

Firm

. . Firm Name Firm Address
035714N JYOTI KAPIL wi/o kapil kochar, nagpal chowk, h.no-183 ward-7,bhiwan basti,
KOCHAR & CO FATEHABAD, HARYANA, INDIA, 125050
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.

FORM - 117
Firm Details
Firm Details
“Firm Name Request For?
Firm Name Change
*Type O Firm *Firm Association Type
ca o Fropristor S
Member/Partner Details €
Srio. Memberzhip Number Member Name Membership Status COP Status I Head Incharge
1 ssas1s avom Active Bctive “
Previous Firm Name Details
Previou: Firm Name Preference Frevious Firm Name Previous Firm Name Suffix
FEe=l I IYOTIKAFIL KOCHAR I aco v
Freference 2 Salect v
Preference 3 Salect v
Preference 4 Salect v
Other Firm Name
Make this Name 2= 1t prioriy
1Address of the Head Office
*Is Firm Address Is Same As Membership Address?
o Yo N
*Firm Address Line 1 Firm Address Line 2 Firm Address Line 3 Firm Address Line §
wio kapil kochar nagpal chowk h.n0-183 ward-7 bhiwan bast
“State Firm State Code “City Branch Code
HARYANA ) = FATEHABAD B IED
*Pin Code Comatry
125050 INDIA
*Firm Email I{ *Mobile Namber *Phone Number With STD Code
Sanjnjvotil §Gmail Com 9512189622 8255127462
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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.

Alert X
Firm Mame Firm Mame Status|Reason
Y OTI KOCHAR. & COlAvailable This name is available,

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

Plemse exter the brtters deaplan od m fhe mage below
1€ the unage o o0t clear. chiek on Get New lmage”

TP

o .0 i

' pplait s o e
: > m ——

" v o inage smae R

S ? oot o ot
eSS m
eon 13,07 08

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 ICAl 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.

Firm Detais

Member Applicaticn Status

Fiourn Status oY ipSubmitied
OTP Deciaration Status w* Compleisd
Fonmn=117 PDF Upload Status b4 Frr-‘.[ ng
Appiication moreed o Rk X Pending

Appicreesd Action X Pending
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After OTP verification (by all partners of Firm), download the Form 117 and Upload as highlighted
in below screen.

o 107

Preleiwnres 1 ST AP, WOCHAR L Y]
Address of the Head Office

T4 PP ABONE o RAFh B AR hgE A0SR
wes

[Firm Radrens Ling 1 Firm Adcren Lins 2 [Firm Radress Line 3

o R U DA i HE S T D B

Firmn Casrary S SO /P B Fiem Gity

O L HARTRNA FATEHADAD
L] Phoce Numbed with S$TD Code Firm Email 18 Mobile Humbaer
A0 STIAITSED IO 1T com 12 BRI

Farm 117G Docurments

Eerwrdasa Farm 117

“Upioad Foem 1T Cogy

Select the Form 177 Downlaoded in user Machine.

Fomm¥T_FRA N pal
- b Oy a5 Drcp Fild Ml Srowie

Fila Bk B dutcaiifully uplosded

=

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

Farm 117G Documents

Dezwmbad Foim 17 ]
Sk fere B0 Gownicad Form 11T

“Wipioad Form 11T Cogy

=

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:

& (¢ 0 ® cdn3.digialm.com/EForms/loginAction.do?subAction=DisplayListFormProfile8tuserid=NRO0151573@icai.org&orgld=1666&formld=567678&check.. ©v Q % Q

- Welcome JYOTI
! Member (MRN : 554519) &, Contact Us 0 Logout

Firm Module

Submitted Applications

Click on “For Request of New Firm/Conversion to LLP” Tab as highlighted kited below

&« c @ cdn3.digialm.com/EForms/loginAction.do?subAction=DisplaylistFormProfile&userid=NRO0151573@icai.org&orgld=16668formld=567678&check... ©or @ ¢ Q
9 o [ElEY 4 9

Welcome JYOTI
| ™ Nember RN : 5545191 L. Contact Us

Firm Module CJ

Firm Card / Centificate

Firm Document Download

Firm New Application

Submitted Applications For Active Firms Firm Constitution (Form 18] Change Request Form Firm Merger Form (Form E} Firm For Goodwill Form

For Request of New
FirmiConversion to LLP
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System will display all user applications, click on button below action tab as highlighted below:

Welcome JYOTI
| Member (RN :554519) X, Contact Us

Membership Status : Active

Membership Type : ACP

COP Status : Active (Full Time)

Last Membership Fees Paid : 2019-20

Region : North

= Firm Module Note : Please click on side menu bar to access various forms

For Request of New Firm/Conversion to LLP

Application SeqNo 2

660202070100038

oooo|oli

110417144200055
100927021500020
391471

181028183800021

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

& Self Services Portal x +

<« C 1 @ cdn3digialm.com/EForms/loginAction.do?sub

Branch Office Details

Change Request Form

- ™
Conversion to LLP —

Firm MName Approval (Form

Demerger Details 17)

Firm Closure Details

Form 117

Form 18

Member Partner Details
Merger Details

Paid Assistant Details

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

Form 117
Select Your Filter Criteria
Refresh
Action Approved Firm Name 7 Firm Registration No 7 Approver Action Date(dd/MMM/yyyy) < Date When Moved ToAppi Qu 'yyyy) = Logged Userid T Mapped Members ; Number of Partners - Firm Consti
J¥YOTI KAPIL KOCHAR & FNAZ212439 20/Aug/2019 20/Aug/f2019 554519 554519 1
co

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

Form Status v Submitted
OTP Declaration Status ' Completed
Form-117 PDF Upload Status ' Completed
Application moved to RO v Yes

Approver Action v Approved



