The Institute of Chartered Accountants of India

(Setup by an Act of Parliament)
ICAIl Bhawan, Indraprastha Marg, New Delhi - 110002

User Manual for “Firms: Form 18(Firm Constitution)

This User Manual IS intended for already registered members who would like to apply for Firm
Constitution (Form 18)

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 (For Partnership Firm > Head In-charge) need to login for applying for Firm Constitution
(Form-18). The Member 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

€ > C (Y @& cdn3.digialm.com/SelfServices/home?urn=38602387 *
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Dashboard
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 1t @ cdn3digialm.com/EForms/loginAction.do?subAction=DisplayListFormProfileiuserid=NRO0151573@icai.org&orgld=16668formld= 567678 checksum=... ©r ¢ Q

Weicome JYOTI Contact Us " Logout
. Member (MRN ; 554519) ‘. U &
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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Following Screen will appear, Click on Firm New Application Tab as Highlighted below
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Firm Module =»

Firm Card / Certificate

Firm Document Download

Firm New Application

Submitted Applications

Following Screen will appear, Click on Firm Constitution (Form 18) Tab as Highlighted below
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Firm New Application

GoodWill Form Demerger Form (Form F}

Following Screen will appear to Member, Select the Type of Firm Constitution.
Propritor/Partnership or Sole Practice.

Click here to view Instructions

Firm Details

Firm Details

Select The Firm Association Type For Constitution®

() Proprietor/Partnership © Sole Practice

Version 13.07.01
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Member (Head in Charge) need to provide temporary Registration no. of firm that the Member has
received at the time of submission of form 117. In case same is not available, refer below steps for
getting the temporary Registration no. of firm

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

- Welcome JYOTI
| " Member (RN :554519) . Contact Us

Firm Module [CY

Firm Card / Certificate

Firm New Application

Submitted Applications For Active Firms Firm Constitution (Form 18) Change Request Form Firm Merger Form (Farm E) Firm For Goodwill Form

For Request of New
FirmiConversion to LLP

System will display all user applications, click on button below action tab as highlighted below:

For Request of New Firm/Conversion to LLP

=
2
5
5

Application Seq No
660202070100038
110417144200055
100927021500020
391471

181028183800021

nnmz!

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

@ Self Services Portal x o+

< C (% ® cdn3digialm.com/EForms/loginAction.do?sub

Change Request Form

D ls

System will display the following screen, Refer the Firm Registration Number as highlighted below.

Action Approved Firm Name % Firm Registration No % Approver Action Date{dd/MMM/yyyy) + Date When Moved ToApp: Qu 'yyyy) + Logged Userld 2 Mapped Members 2 Number of Partners 2 Firm Constitut

u J¥YOTI KAPIL KOCHAR & FNAZ12439 20/A0gf2019 20/Aug/2019 554519 554519 1
o
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Once, Temporary Firm Registraton Number is Avaiable with member. Enter the Details in Form 18

&« > C ﬂ ® cdn3.digialm.com/EForms/loginAction.do?subAction=DisplayListFormProfile8userid=NRO0151573@icai.org8orgld=16668formld=567678check... o € ¥t Q

Welcome JYOTI 4
| Member [MRN : 554515) & Home . Contact Us ) Logout

Firm Module =

Firm Card / Certificate

Firm Document Download

Firm New Application ﬁ
Firm Cansttution (Form 18} Changs Request Form Merger Form (Form E) Firm Closure Form
17)

= B

Good\Will Farm Demergar Farm (Form F)

System will display the following screen, click on Propritor/Partnership

e - C Q (O] cdn3.digialm.com/EForms/loginAction.do?subAction=DisplayListFormProfile@luserid=NRO0151573@ic

Click here to view Instructions

_

Firm Details

Select The Firm A iation Type For Consztitution®

| () Propristor/Partnership () Sole Practice

Once Type of Firm Constitution is selected, System will disply following pop-up for confirmation.
Click ok to proceed.

cdn3.digialm.com says

Drear user you have selected the Partner/Proprietor as firm association
type 50 the other association types are not avaliable for selection
now .If you want to proceed with the same kindly click the on ok.
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Enter Firm Temporary Registration Nuumber and Click on get Details as highlited below

« 3 C {t @ cdn3.digialm.com/EForms/loginAction.do?subAction=DisplaylistFormProfileduserid=NRO0151573@ica

Click here to view Instructions

@ Firm Details

Firm Details

Select The Firm Aszzociation Type For Conztitution™

® Propristor/Parinership

Sole Practice

Temporary Regiztration No™

FMAZ212439

Get Details

System will display Firm Details in Following Screen, Enter Firm Constitution details. Date of
Formation, Partnership Deed, partner Profit Sharing.

Firm Details

Select The Firm Association Type For Constitution®

@ PropnetorParnership Seole Practice
Temporary Regiztration No*
FNA212439
Type Of Firm™* Firm Azzociation Type® Number Of Partners
CA PROPRIETOR 1
Member/Partner Details
e Member Name e et COP Status Date from which certificate of Practize TSR R Iz practicizing in hiz indivizual
held Name
554519 JYOTI Active Active 01/Aug/2019 Yes No

Firm Constitution Details

Date Of Formation Of Proprietory Partnership Firm™
dd/mmiyyyy -]

Whether The Partnerzhip [z Supported By A Deed®

|OYa Oan

Whether All The Partners Are Sharing The Profits Of The Firm™

QO Y= © Mo

Date Of Approval Of Trade/ Firm Name Obtained From The Approval No. Obtained From The Council
Council{ Applicable To Cazes Where The Firmn Was Started On Or
After 1.1.1983) FHAZ12439

200082019 =
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Enter Details which are applicable (Enter Paid Assistant, Head office address, branch office, Second
Office, Partner/Member Engagement Details, Other Details).

Paid Assistant Details

Do You Have Any Paid Assistant =

Y @ No

Address of the Head Office

Address Line 1* Address Line 2 Address Line 3 Address Line 4
Wi KAFIL KOCHAR HAGPAL CHOWK H.NO-183 WARD-7 BHIWAN SASTI
Country * StateUT * State/UT Cade City*
INDIA - HARYANA - HR FATEHABAD
Pincode Email Address* Mobile Number®
125050 0255127462 sanjujyotil @gmail.com Country Code 9812180622
Head Office Incharge* Head Office Incharge Name*
354519 JroTl

Branch office Address

Do You Have Any Branches*

Tes No
Second office Details

Do You Have Any Second Office*
Yes No

Partner/Member Engagement Details

Whether The Member Is Partner Or Proprieter Or Paid Assistant With Any Other Firm(S) Or Chartered Accoutant In Practise Any Where In India And
Whether Any Of Them Is Engaged In A Full Time Or Part Time Occupation Elsewhere. *

ez No
Other Details

Firm Pan Card Detsils Firm Url Detsils

Declaration

Mobile Namber * Confirm Mobile Number* Email Address

9812180622 9812180622 sanjujyetil@pmail.com

To Change Mobile No, Address Email PAN Click Here.

Verify the Captcha & OTP as displayed in below screen

Pleare exter the brtters deaplay o = the mage below
I£ the unage o o0t Cles. chiek on Get New [mage

Note:

In case of Multiple partners, all partners need to validate OTP. Once all partners verify the OTP, then
the Head Incharge have to login and in submitted application.
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Once application is OTP Verified and Submitted, Following Screen will appear, System will display
the application Status.

Mermbur Appheation $tatun

e Stanm
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Aoorrver Achar M ey

Once OTP is verified by all partners, System will generate Form 18 PDF. Head incharge will
download the PDF Form 18 as highlighted above.
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Once PDF (Form 18, OTP verified) has been uploaded by Head Incharge. Application will move to
Regional Office for Approval.

‘. O O elagemani! o . . . - S A g Al -

Nieonbas Apgla ation St
Ve St v Sutenmes
OTF Datirsnon Sk V' Completed e

Marvitr Ovicaaton Agreserent Unaosd Siatn W Conpieied
ADpscston mived ¥ RO v e

ANowrirvm Adton X Pencseg

ICAI Regional office will review the application and approve the same. Once approved, member
will receive confirmation of same.

Head incharge can see the application status by clicking on Submitted Application-> Firm
Constitution (Form 18), Action Button.

@ Self Services Portal x +
&« C Y @ cdn3.digialm.com/EForms/loginAction.do?subAction=DisplaylistFormProfileduserid=NRO0151573@icai.orgforgld=1666&formld=56767&check..,. o & ¢ Q

| Welcome [YOT! %, ContactUs

Member [MRN :554515)
IT%:::% F
o= :ﬁ

Firm Constitution (Form 18) Change Request Fam Firm Merger Form (Fom E) Firm Far Goadwill Farm

Action Application Seq No 3 Date of formation of firm (dd/MMMfyyyy) = Approval Mo. obtained from the council 5

n FCS1E8440 07U 2018 EE4ETD

Download PDF

Member Application Status

Form Status " Submitted
OTP Declaration Status " Completed
Member Delcaration Agreement Upload Stalus " Completed
Application moved to RO v es

Approver Action " Approved
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Once Application is approved, Member can download the Firm Card & Certificate. Click on Firm
Card/Certificate-> Firm Card or Firm Certificate.

| Welcome JYOT)
Member  [MRM : 554519)

Firm Module C 3

Firrn Card / Certilicate

Firrn Docurment Dovwriload
Firrn New Applcation
Firm Card rirm ccnr-mu:

| Welcome JYOT!
Member (MRN :554515)

= hrm Module Mote ; Please click on side menu

Firm Details

Firm Registration No *

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

21/08/2019

ICAI FIRM CARD
PARTICULARS OF FIRM ON DATE FOR SEEKING CONFIRMATION
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF INDIA - DELHI
FIRM CARD
Firm Regn. Number 035714N
Name of the Firm M/s. JYOTI KAPIL KOCHAR &CO
Init Constitution Proprietor Please verify,update and
send to concerned

Date Cleared 20/08/2019 Regional office of ICAI
Date Constituted 20/08/2019

Head Office and Branch Details:

BRANCH TOTAL
No. CODE ADDRESS OPEN_DATE | CLOSE_DATE INCHARGE TELEPHONE | FAX EMAIL/WEBSITE

w/o kapil kochar,
nagpal chowk,
h.no-183 ward-

1 7 ,bhiwan basti, 20/08/2019 1 L ] o—

FATEHABAD,
HARYANA,

INDIA, 125050

PROPRIETOR/PARTNERS:

OTHER YR OF DISA
MRN NAME COP_STATUS JOIN_DATE LEFT_DATE INCHARGE STATUS FIRMS QUALF




