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OVERVIEW

1.1 Whatis MCA21?What is the objective of the MCA 21 application?

MCAZ21 is ane-Governance initiativef Ministry of Company Affairs (MCA), Government d¢ridia
that enables an easpdisecure accesd the MCA services to the coguate entitiesprofessionals
and citizens of India

The MCA21 applicationis designed to fully automate all processes related to the proactive
enforcement and compliance of the legal requirements under dhgdbies Act, 1956New
Companies Act, 201&nd Limited Liability Partnership Act, 2008 his will help the business
community to meet their statutory obligations.

The MCA21 application isavailable throughis the single point of contact for all MCA redat
services, which can be easily accessed over the Interreetrpgrate entities and professionals, and
citizens of India.

The MCAZ21 application offers the following

1 Enables the business community to register a company and file statutory documenty quickl
and easily.

Provideseasy accessf public documents

Helps faster and effective resolutiohpublic grievances

Helpsregistration and verification of charges igas

Ensures proactive and effective compliance with rele/iws and corporate governance

= =4 4 -4 A

Enablesthe MCA employees tdeliver best of breed services

1.2 How does the Ministry of Corporate Affairs Website help me?

To access the MC&L application access the URLwww.mca.gov.in The Ministry of Corporate
Affairs Home page is displayed. This page:

1 Provides information about acts and ruléisat govern thevorking of Ministry of Corporate
Affairs

Allows you to a&cess variouMCA user servicesffered by Ministry of Corporate Affairs
Allows you to access various rapooffered by Ministry of Corporate Affairs

Provides contact address of various offices and officials of Ministry of Corporate Affairs
Provides links to various otheMinistry andGovernment Agencies

= =4 -8 9
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1.3 How can | learn to avail the services offered by the Mistry of Corporate Affairs?

To learn to use the services offered by Ministry of Corporate Affairs, youctiak the Help &
FAQS tab and

1 Access th&/ideo Based Tutorial- CBT

1 Read theHelp on Using the MCA21 Application

1 Clarify doubts by reading thieAQs

2 SELF-REGISTRATION

2.1 If I am an External Agency user, how can | get user credentials and login to the MCA21
application?

Users of organizations, such as SEBI, RBI and CBI can request the Ministry of Corporate Affairs ti
provide them with login credentiat§ anExternal Agency User. An External Agency User can view
public documents without any charge from th&w.mca.gov.in

2.2 How canl register myself as a user of mca.gov.in?

You have toselfregisterin the MCA21 appliation available atwvww.mca.gov.in. to availthe MCA
services like filingeFormand vewing public documerst. During successful registration yoare
assigned an USERID and password or given an attempt to registedigdaat Signature Certificate
(DSC).In case you are a Company Director, or a Professional User you have to provide your DS
instead of password during registration.

You can therogin to the MCA21 applicationvith your user ID and passwordA®.
To selfregister, follow the steps given below:
1. Access the MCA21 application availablenatw.mca.gov.in

2. In the topbar of the websitewww.mca.gov.in click the Register link given. The New User
Registration page is displayed.

Welcome Guest Corporate Seva Kendra Forms & Downloads Sitemap Login Register Type here to Search... Q A* A~

M|n|8’[ry Of Corpora’[e /_\ffan’s EMPOWERING BUSINESS, PROTECTING INVESTORS

INTEGRATOR FACILITATOR EDUCATOR

LOX Government of India
:

3 ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELF & FAQS

Home > MCA Services > MCA Login

3. In theUser Detailssection enter your roleelated details. Based on the information provided in
this section, your access leveprovided.

a. IntheUser Categorylist, select the relevamfption Note: If you are not sure, which user
category is applicable for you, clictke What's this? link. The MCA21 User category
message box is displayed that includes a brief about the user cateBased.on the
option selected, theser Rolefield is activated.

b. IntheUsea Role drop-down list, select the relevant option
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1 The Registered Usercategory has one User Role namladividual User. A
Registered User has accessme of the MCA servicesAll users under this
category have a Passwebvdsed login.

1 A Business Usethasaccess tall the MCA servicesUsers undethis category
primarily have &SC-based login and consist of Directors, practicing members of
ICSI/ICAI/ICWAI and individuals associated with companies. TBesiness
User category has the following User Roles:

o Director

o Company UseOthers

o Practicing Professional

o Manager/ SecretahAuthorizedRepresentative

4. In theUser Details section, enter your personal details.

In the Business Usecategory, if you select th@irector option, a section to provide DIN and PAN
detailsis available.

a. IntheDIN field, enter your approved DIN number.
b. InthePAN field, enter youlncome Tax PAN.

OR

In the Business Usecategory, if you select th@éompany UserOthers option, a section to provide
PAN detailsis available.

a. Inthelncome Tax PANfield, enter you Income Tax PAN.
b. In theConfirm Income Tax PAN field, re-enter you Income Tax PAN.

OR

In the Business Usecategory, if you select theéompany UserOthers option, a section to provide
PAN details and professional membership detaivailable.

a. Inthelncome Tax PANfield, enter you Income Tax PAN.
b. IntheConfirm Income Tax PAN field, re-enter you Income Tax PAN.

The Professional Membership Details

In thelnstitute drop-down list, select the institute of which you are a member.
In the Date of enrolmentfield, enter your date of en enrolment.

In theMembership Number field, enter you membership number.

In theCertificate of Practice Numberfield, enter you practice number.

In theMembership Typedrop-down list, selecyour membersipi type.

@ ~oao

OR
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In the Business Usercategory, if you select the Manager/ Secretary/ Authorised Representative
option, a section to provide PAdtailsis displayed

a.

In thelncome Tax PANfield, enter you Income Tax PAN.

5. In thePersonal Detailssection, entergur personal details.

O S <

In theFirst Name field, enter your first name.

In theMiddle Name field, enter your middle name.

In theLast Namefield, enter your surname.

In theDate of Birth field, enter your date of birtim the ddmm-yyyy format.
Selectthe Gender list, select the relevanbption.

6. In the Contact Details section enter your address detailfhis addresss used by MCA for
correspondence purposes.

a.
b.

o

SQ oo

— —

K.

In the Address Linel, Line 2 and Line Jields, specify your address.

In theCity filed, enter youcity.

In the Country drop-down list, select your country. Ttgtatefield is activated only after
selecting theCountry asindia.

In the Statedrop-down list, select your state.

In thePostal Index Numberfield, enter Postal Index Number.

In theTelephoneNo. (Res) field, enter your residence phone number.

In theTelephone No. (Off):field, enter your residence phone number.

In the Whether you wish to avail SMS alert facilityoption list, select th&esoption to
receive SMS from MCA about efilings.

In theMobile field, enter your mobile number.

In theFax field, enter your FAX number.

In theEmail Addressfield, enter your email ID.

In the Confirm Email Address field, re-enter your email ID.

7. In thelLogin Details section fill your detailslogin details. Tis section only needs to be filled, if
in theUser Detailssection,you selected the user categoryRegistered Useror Business User
with user rolesCompany UserOthers.

a.

b.

In theUser ID field, enter a user ID for your account. Specify the ID carefullghétuld

be between-81 characters & should consist ofAaz and 09.

In thePasswordfield, enter your password.

In the Confirm Password field, reenter your password. Specify the ID carefully. It
should be betweenB1 characters & should consist ofZAa-z and 9.

In the Hint Question field, selectthe hint question. In case you forget ygassword

this hint questioris displayed. Make sure you remember your answer to hint question but
it's hard for others to guess!

In the Hint Answer field, enterthe answer to hint question. In case you forget your
password, hint questias displayed and yoareprompted taenterthe hint answer.
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8. In the User Details section, if you select the user categoryBasiness Usemwith any of the
following user rols, you need to fill the following details:

Director/Designated Partner/Authorized Representative
Practicing Professional
Manager/SecretarfithorizedRepresentative

Company user

= =4 -4 A

a) In theUser ID field, enter a user ID for your account. Specify the ID carefullghtiuld be
between 8L1 characters & should consist ofAaz and 09.
b) Based on the user role you selected, fields to provide password or attacrdaiplayed.

In the Passwordfield, enter a password for your account based on the criteria mentoned i
the page. In th€onfirm Passwordfield, re-enter the password for your account.

OR

In the Digital Certificate field, attach your DSC. Click th&8elect Certificate button to
navigate and select your DSC.

c) Click the Select Certificate button to browse andelect yourDSC. The DSC details are
displayed in th@®igital Certificate field.

d) In the Hint Question field, enter the hint question. In case you forget yoassword this
hint questionis displayed. Make sure you remember your answer to hint questiorisbu
hard for others to guess!

e) In the Hint Answer field, enter the answer to hint question. In case you forget your
password, hint questias displayed and you will be prompted to enter the hint answer.

9. Click the Geate My Account button to submit detds for registration. On submission of the
details, a message confirming the successful creation of a new user is displayed.

Note: If the user id entered is already exists in the system, a message stating the user alre&ly exist
displayed in a new windowClick theClosebutton andUser Detailsscreenis displayed to you for
entering a different User ID.
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2.3 How do | Login to the MCA21 application?

If you are aRegistered Useror aBusiness Usemwith user roleCompany UserOthers, follow the
steps given belw:

Access the MCA21 application available at availableatv.mca.gov.in

In theTop barof the Home page, click tHeogin link.

In theEnter Usernamefield, enter your User ID.

In thePasswordfield, enter your pasgord.

Click the Sign In button. Your personalized spac&Y DASBOARD is displayed.

arwnpE

Welcome Guest Corporate Seva Kendra Fomms & Downloads Sitemap Login Register Type here to Search... q

M|n|8‘[ry O‘f Corpora‘te Aﬁairs EMPOWERING BUSINESS, PROTECTING INVESTORS

REGULATOR » INTEGRATOR « FAGCILITATOR =+ EDUCATOR

Government of India

3 ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

MCA Services
Home > MCA Services > MCA Login

User Login

B External Agency/Bank/Nodal Officials/Business Users

If you are aBusiness Usewith any of the following roledpllow the steps given below:

Director

Company UsefOthers

Practicing Professional

Manager/ Secretary/ Authiaed Representative

O O O O

Access the MCA21 application available at availableatv.mca.gov.in

In theTop barof the Home page, click tHeogin link.

In theEnter Usernamefield, enter your User ID.

Select theexternal Agency/Bank/Nodal Officials/Business Usersption.

Click theBrowse button. Navigate and select the DSC.

Click the Sign In button. Your personalized spac&Y DASBOARD is displayed.

oOuhrwWNE
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Welcome Guest Corporate Seva Kendra Formms & Downloads Sitemap Login  Register Type here to Search...

M|n|8‘[ry of Corpora‘te Affairs EMPOWERING BUSINESS, PROTECTING INVESTORS
REGULATOR » INTEGRATOR » FACILITATOR = EDUGATOR
Government of India
ﬁ ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

WMCA Services
Home > MCA Services > MCA Login

User Login

B External Agency/Bank/Modal Officials/Business Users

Why should you register with MCA? Browser / System Requirements

Computer with Windows 2000 or |ater installed

JRE {Java Runtime Environment) -JDK1.6u30 and above
Internet connection to access the MCA website

Register today and avail more services

2.4 How can | change my password?

This feature provides facility to change gpasrd for security reason$o update personal profile
follow the steps given below:

1. Login totheMCA21 applicatiorwith your User ID and existing password.
2. In the top left corner of the Home pagédick the user name The Edit profile page is
displayed.

Welcome Anand Corporate Seva Kendra Forms & Downloads Sitemap Signout Type here to Search...

M|n|8try O‘f Oorpora‘te Aﬁairs EMPOWERING BUSINESS, PROTECTING INVESTORS

REGULATOR = INTEGRATOR « FACILITATOR = EDUCATOR

OE Government of India

A ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

MCA Services

Home > MCA Services

w

Click the Change Passwordink at the bottom of the pag&he Change Passwordage is
displayed.

In theOld Passwordfield, type your old password

In theNew Passwordfield, type your new password.

In the Confirm Passwordfield, re-enter your new passwd

Click the Submit button to proceed. A messagedisplayed indicating that the password has
been updated successfully aardemail shall be sent to your mail ID.

No ok
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s e

ICA Service

Home > MCA Services

DSC Services R
DIN Services R
Master Data R
LLP Services R
e-Filing ~
Company Services ~
Complaints R

Document Related Services =~
Fee and Payment Services ~
Investor Services

Track SRN/Transaction Status &

Address for sending physical
copy of G.ARR. 33

Public Search of Trademark &

User Name*:

Full Name*:
Email Id*:
Date of Birth*:
Address 1
Address 2:
Address 3:
City*:
Country*:
State®:

Pin*:

Telephone No. (Res):

Telephone No. (Off):

Fax:

Change Password

Edit your Personal Profile
Personal Details
MUCATESTL
Anand
anand_madhupada@infosys.con
17-12-7983 2 (dd/mm/yyyy)
gachibowli

hyderabad

INDIA
Andhira Pradesh
500096

View/Update mobile number
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2.5

How can | update my address, telephone number or emailid (My Profile) after
registration?

You canupdate your personal details entered at the time of registratoonpdate personal profile
follow the steps given below:

1.
2.
3. TheEdit your Personal Profile page is displayed. The personal details entered during user

Login tothe MCA21 applicatiorwith your User ID and existing password.
Click theuser name mtop left of the page

registration exceptlser ID, NameandDate of Birth are displayed in edit mode.

Click the field you want to modify anedit the details

Click the Update button toupdate the information.A messagas displayed indicating that
the profile has been updated successfully.

Click the view/update mobile numberlink to update the registered mobile humbEne
Register for SMS Alertsscreen is displayed.

In the whether you wish to avail SMS alert facility option list, select thé’es option to
receive SMS from MCA aboutfdings.

In theMobile field, enter your mobile number.

Click the Update button to update the mobile number detaAs.messages displayed
indicating that therofile has been updated successfully.

Home > MCA Services

DSC Services Edit your Personal Profile

Personal Details

DIN Services User Name*: MCATESTL
Master Data Full Name*: Anand

Email Id*: | anand madhupsda@infosys.con
LLP Services Date of Birth*:  77-72-7983 7 (dd/mm/yyyy)
SElinG Address 1*: | gachibowill

Address 2:

Company Services Address 3:

Complaints ~ City*: | fyderabad
Country*:  [NDIA v
Document Related Services - s [ —— ﬂ

Fee and Payment Services Pin*: | 500096
Telephone No. (Res):

Investor Services
Telephone No. (Off):

Track SRM,/Transaction Status & View/Update mobile number
Address for sending physical s

copy of G.AR. 33 Change Password

Public Search of Trademark &

Pagell
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2.6 If | am a Bank Nodal Administrator, how can | get user credentials and login to the
MCAZ21 application?

Bank users can request the Ministry of Corporate Affairs to provide them with login credentials of
Bank NodalAdministrator.

2.7 How can | authorize aProfessional User or Company/LLP Representative

If you are aDirector/ Designated Partngyou can authoriza professional user ed®Company LLP
Representativéo work on behalf of the compahiLP. Oncethe user isauthorized he/shecan be
suspended from working on behalf of the company/ LLP.

To authorizea Professional User or Company/LLP Representatoiew the steps given below:

1. Login toMCAZ21 application with your User ID and the DSC.

2. In the Leftbar, dick the Authorize Professional Userlink. A list of Company/ LLP is
displayed.
Alternatively, in the LeHbar, click theAuthorize Company/LLP Representativelink. A
list of Company/ LLP is displayed.

Welcome girdhar Corporate Seva Kendra: Forms & Downloads Sitemap  Signout Type here to Search.. O\

Ministry of Corporate Affairs EMPOWERING BUSINESS, PROTECTING INVESTORS
SO REGULAT NTEGRATOR + FACILTATOR + EDUCATOR
e ol

# ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

Home > My WorkSpace Upload e-Forms

Government of India

Authorize Professional User
WHAT'S NEW

Suspend Professional User
& Notifications

Authonze Company/LLP
Representative 2 .
o GIRDHAR GOPAL GUPTA has been appointed as the Director of STRONG PLASTICS PRIVATE LIMITED
Suspend Company/LLP (OPQ)
Representative

1™ Notices & Circulars

View Notices & Circulars
MY COMPANIES SUBSCRIBED REPORTS
Company/LLP Name CIN / LLPIN / FCRN Report Name

Companies/LLP's Registered in Last

THE1 LN EAN AANAMY | am -

STRONG PLASTICS PRIVATE
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3. Click theCompany/LLP Name with which you want to ahbrize a user.

Welcome girdha Corporate Seva Kendra Forms & Downloads Sitemap Signout Type here to Search.

Ministry of Corporate Affairs EMPOWERING BUSINESS, PROTECTING INVESTORS
Government of India REGULATOR « INTEGRATOR « FACILITATOR + EDUCATOR
A ASOUTMCA  ACTS & RULES MCASERVICES ~ DATAKREPORTS  CONTACTS HELP &FAQS

Authorize Professional User

Authorize Prcfess@;s User

1 results found :

Suspend Professional User

Authorize Company/LLP Company/LLP Name
Representative T 7 RIUA r D
Suspend Company/LLP

Representative
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4. In the User ID field, enter the user ID of the user to be authorized click theSubmit
button The details of theser are displayed.

(

Corparate Seva f ap Signout Type here to Search., ¢ \

Ministry of Corporate Affairs

Government of India

EMPOWERING BUSINESS, PROTECTING INVESTORS
REGLLATOR » INTEGRATOR » FACILTATOR + EDUCATOR

e o

# ABOUT MCA ACTS & RULES MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

My WarkSnace
orgspace

Authorize Professional User

Suspend Professional User User Id

5 bt :k‘ =
Authorize Company/LLP
Representative I
Suspend Company/LLP
Representative
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Click the Authorize button. An email is sent to the user stating the authorization to work for
thecompany.

>

ndra Forms & Downloads Sitemap Signout Type here to Search... “‘\‘\

Mlnls‘[ry of Corporate Aﬁairs EMPOWERING BUSINESS, PROTECTING INVESTORS
Governmant of indta REGLEATOR « INTEGRATOR + FACILITATCR = EDUCATOR
‘ ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS 1

Home > My WorkSpace \

Authorse Professicral User Authorize Professional User ‘7
User Id JAYASRIZ7

Suspend Professional User : e
Name jaya sri kuricheti

Authorize Cf)mpany/l.LP Email Id jayasri_k&cheti@infosys.com

zepfeszﬂca“"e = Date of Birth 12/05/1991

n

Ruspen ornpa yL Address Address, city, Andhra Pradesh, INDIA

epresentative
Telephone No
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2.8 How can | suspend a Professional User or Company/LLP Representative?

If you are aDirector/ Designated Partner, you can authorize a professional user or a Company/ LL
Representative to work on behalf of the company/ LLP. Once the user isizedhde/she can be
suspended from working on behalf of the company/ LLP.

To suspena Professional User or Company/LLP Representafipliow the steps given below:
1. Login toMCA21 application with your User ID and the DSC.
2. In the Leftbar, click theSuspend Professional Uselink. A list of Company/ LLP is
displayed.
Alternatively, in the Lefbar, click theSuspend Company/LLP Representativéink. A list
of Company/ LLP is displayed.

Welcome girdhar Corporate Seva Kendra- Forms & Downloads Sitemap Signout Type here to Search.. ‘:\{

[tirjistm/ of Corporaﬁe Affairs EMPOWERING BUSINESS, PROTECTING INVESTORS

NTEGRATOR « FACILITATOR +« EDUCATOR

Government of India

# ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

Home > My WorkSpace Upload e-Forms

Authorize Professional User

WHAT'S NEW
Suspend Professional User
Authonze Company/LLP A Notifications
Representative ; :

o GIRDHAR GOPAL GUPTA has been appointed as the Director of STRONG PLASTICS PRIVATE LIMITED

Suspend Company/LLP (OPQ)
Representative

1™ Notices & Circulars
View Notices & Circulars
MY COMPANIES SUBSCRIBED REPORTS
Company/LLP Name CIN / LLPIN / FCRN Report Name

/ Companies/LLP's Registered in Last
STRONG pLASﬂCS pRI\’ATE I HE124 I SN NN TN - n‘.:) - ! g
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3. Click theCompany/LLP Name with which you want to suspend a user.

Jownload t Type here to Search..

Ministry Of Corporate Aﬁairg EMPOWERING BUSINESS, PROTECTING INVESTORS

- REGULATOR + INTEGRATOR + FACILITATOR * EDUCATOR
Government of India

# ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

vy WorkSpace

Suspend Professional User

Authorize Professional User

I 1 results found :
Suspend Pfofess%na User

Authorize Company/LLP Company/LLP Name
Representative STRONG PLASTICS PRIVATE LIMITED (OPC)

Suspend Company/LLP
Representative
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4. The User ID associated with the company/LLP are displayed. Clickksbe ID of the user
to be suspended

wnioads Sitemap Signout Type here to Search.. \

Ministry of Corporate Affairs EMPOWERING BUSINESS, PROTECTING INVESTORS

) REGLLATOR + INTEGRATOR * FACILTTATOR * EDUCATOR
Government of India

# ABOUT MCA ACTS & RULES MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

m

(WAL N

My vworKspace

Suspend Professional User

Authorize Professional User

1 results found :
Suspend Professiona! User

Authonze Company/LLP
Representative JAYASRITT

Suspend Company/LLP
Representative
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5. The details of the user are displayed. Click $luspendbutton. An email is sent to the user
stating the suspension to work for the company.

Corporate Seva Kendra Forms & Downloads Sitemap Signout

Type here to Search.. C{

Ministry of Corporate Affairs EMPOWERING BUSINESS, PROTECTING INVESTORS
Government of India PR SR

* FACILITATCR » EDUCATOR

# ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

Home > My WorkSpace Upload e-Forms

Authonize Professional User Suspend Professional User
. ¢ User Id JAYASRIZ7
Suspend Professional User
Name jaya sri kuricheti
Authorize CQmpany/LLP Email Id jayasri_kuricheti@infosys.com
geprese:fcaﬂve = Date of Birth 2/05/1991
uspend Compan :
pe g pany/ Address Address, city, Andhra Pradesh, INDIA
Representative
Telephone No

3 MY WORKSPACE

3.1 Whatis MY WORKSPACE and what does it display

MY WORKSPACE is a personalized page available for evBiyectors, Certified Professionals,

Company Representatives, Registered Udexsernal Agency Uss andBank Officialsas soon as
you logn. The following sections are displayed to the following users.
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# ABOUT MCA ACTS & RULES MY WORKSPACE MCA SERVICES DATA & REPORTS CONTACTS HELP & FAQS

Home > My WorkSpace

WHAT'S NEW

14 Notices & Circulars

View Notices & Circulars

MY COMPANIES

Company/LLP Name

COSMOS ADVANCED POWERSOLUTIONS LLP
COSMOS ADVANCED DIAGNOSTICS LLP

AGL WORLDWIDE EXPRESS LLP

SARASWATI'S COSMODENT MULTISPECIALITY DE
Deloitte LLP

MDS CORPORATE SERVICES LLP

WISSTERIA ESTATES LLP

TECHFOCUS PROPERTIES LLP

BARFHANI ROADWAYS LLP
KRISH HOUSING LLP

DOCUMENTS
Company/LLP Mame

ARCTIC BIC-PRO LIMITED

CIN / LLPIN / FCRN

AAN-0007

AAN-0009

AAN-0016

AAN-0040

AAN-0123

AAN-0132

AAN-0163

AAN-0199

AAN-0269
AAMN-0300

1

Upload e-Forms

SUBSCRIBED REPORTS

Report Mame

Companies/LLP's Registered in Last 30 Days

CERTIFIED COPIES

Company Mame SRE;EEH
ARCTIC BIO-PRO LIMITED Open
BEST TESTING TEAM Open
SNAPDEAL COSMETICS PRODUCER COMPANY LIMITED Open
ARCTIC BIQ-PRO LIMITED QOpen
BEST TESTING TEAM Open

1

Document I
Name Expiry Time & Date
ALL 17:05 | 01-03-2016

In theNotices & Circulars section, you can access the latest communication from MCA.

In theMY COMPANIES section, you can view the companies/ LLP with which you are associated.
The Direc¢or of company can associate you to a company/ LLP.

On clicking theCIN/ LLPIN/ FCRN link you can view the SRNs for eForms that you had uploaded
at by using théJpload eFormsuser service available attp://www.mca.ge.in/.

In the DOCUMENTS section, you can download the public documents for which you had placed
the requests by using tMeew Public Documentuser service available http://www.mca.gov.in.

In the CERTIFIED COPIES section, you can view the requests you placed for getting certified
copies of public documents by using tliget Certified Copies user service available at

http://www.mca.qgov.ih
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4 DIGITAL SIGNATURE CE RTIFICATE (DSC) SERVICES

4.1 Whydo | need a DSC?

The Information Technology Act, 2000 has provisitmsise theDSC on the documents submitted
in electromc form. Using DSC ensure the security and authenticity of the documents filed
electronically. As such, all filings done by the companies/LLPs utiteMCA21 eGovernance
programme are required to be filed us§C by the persomuthorizedo sign the dcumentsThe
website mca.gov.inprovides information on sources to acquire a DSC. In additionMBa21
applicationallows you to:

9 Associatea DSC

1 Update the registered DSC

4.2 When do | need to associate my DSC with the MCA21 application?

In case you neetb sign aneFormthat need to be filed with MCA, your DSC should be associated
with the MCA21 application.

4.3 How can | associate my DSC with the MCA21 application?

To register a DSC foyourself in theuser roleof Director, follow the steps given below:

1. Click theMCA Servicestab.The list of MCAservices is displayed

2. Under theDSC Servicesclick theAssociateDSC menu The AssociateDSC page is displayed.

3. In theSelect the Roledrop-down list, select theelevantoption. The Associate
Director's/DesignatePartner's/Authorized Representative's DSC page is displayed.

In the Select the Roledrop-down list,if you select théDirector option, a section to provide DIN is
available.

a. IntheDIN field, enter your approved DIN number.
OR

In the Select the Roledrop-down list, if you select theMianager/ Secretaryoption, a section to
providelncome TaxPAN is available.

a. Inthelncome Tax PANfrield, enter you Income Tax PAN.
OR

In the Select the Roledrop-down list,if you select théPracticing Professionaloption, asection to
provide Professional Membership Details is available.

In thelnstitute drop-down list, select the institute of which you are a member.
In theDate of enrolmentfield, enter your date of en enrolment.

In theMembership Number field, enter you meimership number.

In the Certificate of Practice Numberfield, enter you practice number.

aoop
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e. IntheMembership Typedrop-down list, select your membership type.

f. Click the Next button. The page is displayed with additional fields for entering Personal
Details. Eter these personal details as they appear in the Professional Institute of whicl
you are a member.

4. In theFirst Name field, enteryour first name The first name and other particulars on the page

are to beenteredf theDirector designated partner whoB&C is to be registered.

In theMiddle Name field, enteryour middle name.

In theLast Namefield, enteryour last name.

In theDate of Birth field, enteryour date of birth.

IntheFat her 6 s #eldrestdary oNuarmef at her 6s first name

9. IntheF a t Is Middle Namefield,e nt er y omiddle lameé. her 6 s

10.IntheFat her 6s fleld enterydaime flasttndme.r 6 s

11.IntheMot her 6 s Mafield] entery Name mot her 6s mai den name
Note: Mot her 6s mai de n sumnameealsed efore meamaggeo mot her s

12.Click theNext button.The page is displayed with additional fields.

13.In theEmail id field, enteryouremail id.

14.1n the Digital Certificate field, attachyour DSC. Click the Select Certificatebutton to browse
and select the certificate.
Note: Please ensure that the selected DSC belongs to the applicant, whose particulars are bel
registered.

15.Click thel agreebutton to agree to the declaration that details furnished are correct.

16. Click the Submit button to register your DSC. Acknowledgement sage is displayed.

© N O

4.4 How can | update a registered DSC for Director, manager, secretary CEO, CFO,
practicing professionalor a bank official ?

To update a registered D3fefore expiry dee of the DSCfor Director, manager, secretarEO,
CFQ, a practicing professionak a bank official follow the steps given below:

Note: If your DSC is expired, then you have teubeAssociateDSC service to update your DSC.

Login to the MCA21 application.

Click theMCA Servicestab. The list of MCAservices is displayed.

Under theDSC Servicesclick theUpdate DSCservice The Update DSC page is displayed
Click the linkUpdate DSC for Business users

Enter the name for whom the DSC needs to be updated along with the registered email id.
Click the Select Certificatebutton next to thé&lew Digital Certificate field. Browse and select
the newDSC.

7. Click theUpdate button. A mesage indicating DSC update will be shawn

og AMwdE

Note: Alternatively, you can follow the steps &ssociatea DSC. On providing the details, the
system will verify if the DSC is already registered and ask if you wanpdata the DSC. Select
6Yesd andeupdated. wi | | b
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4.5 How can | update a registered DSQor external agency useror a bank official?

To update a registered DSC before or after the expiry date of the DSRtdanal agency users or a
bank official follow the steps given below:

Login to the MCAZ application.

Click theMCA Servicestab. The list of MCA services is displayed.

Under theDSC Servicesclick theUpdate DSCmenu The Update DSC page is displayed.
ClickthelinktoUpdat e DSC for EAUG6s or bank officie
The service can be accessedhaiit login to the MCA21 application.

Enter the uselD and name for whom the DSC needs to be updated along with the registerec
email id.

R e o

7. Click the Select Certificatebutton next to thé&ew Digital Certificate field. Browse and select
the new DSC.
8. Click the Update button. A message indicating DSC update will be shown.

5 DIN SERVICES

5.1 Why do Directors need DIN?

Directors of a company need to obtain DIN as per Sectigii3 @) of Companies (Appointment
and Qualification of Directors) Rules, 2014

5.2 How can | enquire status of aDIN?

To enquire status ad DIN allotted through the approval eFormDIR-3, follow the steps given
below:
1. Click theMCA Servicestab.The list of MCA Servicess displayed

2. Under theDIN Services click theEnquire DIN Status service The Enquire DIN status page
is displayed.

3. IntheDIN field, enter the DINof the Directorwhose status you want to enquire

4. Click theSubmit button. The DIN Details are displayed.

5.3 How can | verify DIN PAN details of Director?

MCA has issued a circular wheselncome tax PAN has been made mandatory for all the Indian
Directors. All existingDirectors are expectedo provide their Income tax details or to update their
details as per Income tax PAN Database in case the same are not matching in the DIN database.
facility is provided to the user to verify the details @ifector as per DIN database with PAN
database. This facility shall be available to all public users without need to login to th@IMCA
application

To verify the PAN details for Birectorwith a valid DIN, follow the steps given below:
1. Click theMCA Servicestab.The list of MCA Servicess displayed

2. Underthe DIN Services, click th&erify DIN PAN Details of Director menu The Verify
DIN/DPIN -PAN Details of Director/Designated Partnempage is displayed.

3. In the DIN/ DPIN field, enter the DIN of thdndian Director or the DPIN of thelndian
designated partner.
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Click the Submit button. The Details of Director/Designated Part(i@irector's/Designated
Partner's Name, Father's Name and Date aBirth ) as per DIN/DPIN database appear.

In the Income-tax permanent account numberfield, enter PAN ofDirector or the designated
partner.

Click the Submit button.Any one of the following messagessdisplayed.

T

In case no Income tax Permanent Account Hem(PAN) exist against the entered DIN in
the DIN database, user shall be displayed an error messdga c ome t ax PAN
in the DIN database in respect of the DIN entered. Please file FdRmeXdnd update the
Income tax PAN details. In cas®rm DIR- 6 has already been filed, kindly wait till the
same is Approvedo

If entered PAN does not belong to the entered DIN as per DIN database then following erra
message shall be displayed to the user.
the Income tax PAN existing in respect of the MRINas per MCA dat abas
If entered PAN belongs to the entered DIN as per DIN datatiase the DIN details (i.e.
Name (in any order), Fathero6s name (ithe an
PAN database.

a. In case the DIN details are matching with PAN database, user shall be shown the followin
confirmation message: fADIN details are ma
b. In case the DIN details are not matching with PAN da@baser shall be shown the
details as per PAN database. Only those fields shall be displayed which are not matchir
with the PAN database.

6 MASTER DATA SERVICES

6.1 What is master data?

Details about a company orCarector that are stored in the MCA databaseeferred to as master
data. This data is based on #feorns filed by the company. You can view the details of companies
or Directors by using the master data user services offered by MCA.

6.2

How can | view master details of a ompanyor an LLP ?

To view cetails about a company on BLP, follow the steps given below:
Click theMCA Servicestab.The list of MCA Servicess displayed

Under theMaster Data Services, click th&/iew Company or LLP Master Data menu The
Company/LLP Master Data pageis displayed.

In the CIN/FCRN /LLPIN/FLLPIN field, enter theCIN/FCRN of the company or the
LLPIN/FLLPIN number of the LLP.

1.
2.

Alternatively,follow the stepgiven below:

a. In theCompany / LLP Name field, type the name of the company the LLP to be
searched

b. Click the Searchbutton.

From the search results, select @@mpany/ LLP Nameoption.

d. Click the Selectbutton. The company name arf@N/FCRN /LLPIN/FL LPIN fieldsis
populated

o
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B

6.3

Click the Submit button. TheCompany/LLP Master Details page is displayed h details of
the company/ LLP along witthargedetailsandDirector/Signatory details.

. Click the DIN link .The Director master data for the select&irectovdesignated partnes

displayed.

Click the Export to Excel button to save the master details in an xIs file on your compitter.
File Download box is displayed.

Click the Savebutton to save the xIs in your computer.

How can | view Index of Chargedor a company or an LLP?

To view charge related details of a company or an LLP, follow the steps given below:

1.
2.

3.

4.

Click theMCA Servicestab. The list of MCA Services displayed.
Under theMaster Data Services, click th&/iew Index of Chargesmenu. The Viewindex of
Chargespage is displayed.
In the CIN/FCRN /LLPIN/FLLPIN field, enter the CIN/FCRN of the company or the
LLPIN/FLLPIN number of the LLP
Alternatively, follow the steps given below:
a. In the Company / LLP Name field, type the name of the company or the LLP to be
searched.
b. Click theSearchbutton.
From the search results, select @@mpany / LLP Nameoption.
d. Click theSelectbutton. The ompany name an@IN/FCRN /LLPIN/FLLPIN fields are
populated
Click the Submit button. The Index of Charges pagee displayed with details of the charges.
The satisfied charges are displayed in green color.

o

6.4 How can | view signatory details of a company oan LLP?

To view signatory details of a company orld_P, follow the steps given below:

1.
2.

Click theMCA Servicestab. The list of MCA Services displayed.
Under theMaster Data Services, click th&iew Signatory Detailsmenu. TheView Signatory
Details pageis displayed.
In the CIN/FCRN /LLPIN/FLLPIN field, enter the CIN/FCRN of the company or the
LLPIN/FLLPIN number of the LLP.
Alternatively, bllow the steps given below:
a. In the Company / LLP Name field, type the name of the company or the LLP to be
searched.
b. Click theSearchbutton.
From the search results, select @@ampany / LLP Nameoption.
d. Click theSelectbutton. The company name a@¢tN/FCRN /LLPIN/FLLPIN fields are
populated
Click the Submit button. TheView Signatory Details page is displayed with details of the
signatories of the company or LLP.

o
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6.5 How can | viewlist of LLPs with which a Director is associated?

To view details of Directorassociated with an LLP, follow the steps given below:

1. Click theMCA Servicestab. The list of MCA Services displayed.
1. Under theMaster Data Services, click theView Director Master Data menu. You are
redirected to login page.
2. TheView Director Master Data pageis displayed.
3. IntheDIN field, enter the DPIN of the designated partner of the LLP.
Alternatively, follow the steps given below
a. Click the Search icon next toDirector Name field. The DIN Lookup window is
displayed
b. In the Director/ Designated Partner Name field, type the name of the
DirectorDesignated Partnéo be searched.
c. In theFather's Last namefield, enter thd a t mame & BirectorDesignated Partner
to be searched.
d. In theDate of Birth field, enter the date of birth of the Direcidgsignated Partnéo be
searched.
e. Click theSearchbutton.
f. From the search results, select Bieector Name option. The company/LLP namand
DIN fields arepopulated
4. Click theSubmit button. The list of LLPs with which thRirectoris associated is displayed.
5. Click the Export to Excel button to download the search results in an xlIs format. The File
Download box is displayed.
6. Click theSave button to save the xIs in your computer.

6.6 How can | view the masterdetails of aDirector/Designated Partnerof a company/LLP ?

To viewthe details of a Director of a compargllow the steps given below:
1. Click theMCA Servicestab. The list of MCA Seliges is displayed.

2. Under theMaster Data Services, click the/iew Director/Designated PartnerMaster Data
menu. TheDirector Master Data page idisplayed.
3. In theDIN field, enter the DIN of th®irectorDesignated Partnein the Director/ Designated
Partner Namefield, the name is autblled.
Alternatively, follow the steps given below:
e. In theDirector Name field, type the name of the Directa/t her 6 name anc
searched.
f. Click theSearchbutton.
g. From the search results, select Bieector Name option.
h. Click the Selectbutton. TheDirector name andIN fields are populated.
4. Click theSearchbut t on. The | i st of entecedPld is assosidtdd asPad s
Directorwill appear.
5. Click thePrint button to print the search results.
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6.7 How can | search for a company or an LLP, if | know the partial company or LLP
name?

To search for a company or an LLP, follow the steps given below:

1. Login to the MCA21 application.

2. Click theMCA Servicestab. The list of MCA Services is displayed.

3. Under theMaster Data Services, click thédvanced Searchmenu. TheAdvanced Search
page is displayed.

4. IntheCompany CIN/FCRN/LLPIN/FLLPIN drop-down list,select the search criteria of the
LLPIN/FLLPIN. There are tree available optionStarts With, Contains andEnds With.

Note: Select the search criteria based on whether you know the partial starting
CIN/FCRN/LLPIN/FLLPIN, some part of the LLPIN/FLLPIN dine end part of the
LLPIN/FLLPIN of the LLP you are searching for.

5. In theCompany Namedrop-down list, select the search criteria of the name. There are tree

available option$ Starts With, Contains andEnds With.

Note: Select the search criteria basedvehether you know the partial starting name, some part

of the name or the end part of the name of the LLP you are searching for.

In the Country option, selectndian or Foreign.

In case you selected thedian option in theCountry field, in the State ap-down list, select

the state of incorporation of the LLP.

8. In case you selected ti®reign option in theCountry field, in the State dregdown list, select
the country of the LLP.

9. Select theOR option to search for the LLP based on any one of the sedateha specified by
you. Select thénd option to search based on combination of the search criteria specified by
you.

10. Click the Searchbutton. The Company or LLP Details are displayed.

~N o

6.8 How can | view list of CompaniesLLPs registered in last 30 day?3

To search for I ndian and foreign Companies/ L
below:
1. Login to the MCA21 application.

2. Click theMCA Servicestab. The list of MCA Services is displayed.

3. Under theMaster Data Services, click th€ompanies/LLPs registered in last 30 days

4. The system will generate a@xceldetailingdown thelist of all Indian aunl Foreign Companies
and LLP6s registered in | ast 30 days.

5. The same report can be accessed fronMp&/ ORKSPACE section after login to the MCA21
application.

7 LLP SERVICES

7.1 How can | view the names of LLPs already registered?

To view the names dfLPs already registeredollow the steps given below:
1. Click theMCA Servicestab.The list of MCA Servicess displayed

2. Under thelLLP Services click the Check LLP Name menu The Check LLP Name pageis
displayed

3. In the Company or LLP Name field, enter the name to be search¥du can enteup to six
names to be searchékb add another name, click theld More Namesbutton. A blank fields
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populatedunderthe Company or LLP Name field. Enter a second name that you want to
search. Similarly, you can add up to six names to be searched by usihddtiMore Names
button functionality.

4. In the Activity Names field, enter the main business of the company or khPe searched.
Some example of activities are agriculture, construction and consulting. Entering activity
narrows the search results.

5. Click theSearchbutton.The company/ LLP names are displayed with brief registration details.

7.2 How can | search for LLPIN an LLP?

To search fotLPIN of anLLP, follow the steps given below:
1. Click theMCA Servicestab.The list of MCA Servicess displayed

2. Under theLLP Services click theFind LLPIN menu
3. TheFind LLPIN pageis displayed
4. To search formLLP based orexistingLLP name
a. Select thesearch based orexisting company/LLP nameoption.

b. Select one of the followingearch criteria from the dropdown list:

T AEnds witho
M1 i so
T AnStart withbo

T AContains anywhereo
c. Enter the existing company/ LLP name.

5. To search for a aopany/LLP based on old name:
a. Select theésearch based on Old Name of Company/LLBption.
b. Select one of the followingearch criteriafrom the dropdown list:

T AEnds witho
1T Ai so
T AStart withbo

T AContains anywherebo
c. Enter the old LLP name.

6. Click the Submit button. Based on theLP name, the system finds out theP name from the
databasend displays the same.

8 COMPANY SERVICES

8.1 How can | Check Company or LLP Name?

To view the names of companies already registéodidyv the steps given below:
1. Click theMCA Servicestab.The list of MCA Servicess displayed

2. Under theCompany Services click theCheck Company Namemenu The Check Company
or LLP Name pageis displayed

Page28



MCAZ21 Application- Online Help

3.

5.

In the Company or LLP Name field, enter the name to be searched. You can enter up to six
namedo be searched. To add another name, clickAtite More Namesbutton. A blank field is
populated under th€ompany or LLP Name field. Enter a second name that you want to
search. Similarly, you can add up to six names to be searched by usiddtivore Names
button functionality.

In the Activity Names field, enter the main business of the company or LLP to be searched.
Some example of activities are agriculture, construction and consulting. Entering activity
narrows the search results.

Click theSearchbutton. The company/ LLP names are displayed with brief registration details.

8.2 How can | search for CIN of a company?

To search for CIN/GLN of a companillow the steps given below:

1.
2.

5.

Click theMCA Servicestab.The list of MCA Servicess displayed

Under he Company Servicesclick theFind CIN menu The Find CIN/GLN/LLPIN pageis
displayed

To search for a comparpased on Registration number:

a. Select theésearch based on Ro&Registration No.option.
b. Select theRoC namewith which company is registered fraime dropdown list.
c. Enter the registration number.
To search for a company based on existing company name:
a. Select theésearch based on existing company/LLP nameption.
b. Select one of the followingearch criteriafrom the dropdown list:

T AEnds witho
1T Ai so
T AStart withbo

T AContains anywhereo
c. Enter the existing company name.

To search for a company based on inactive CIN:
a. Select thesearch based on Inactive CINoption.
b. In thelnactive CIN field, enter the inactive CIN.

6. To search for a company/ based on old name

d. Select thesearch based on Old Name of Company/LLBption.
e. Select one of the followingearch criteria from the dropdown list:

T AEnds withbo
M1 fni so
T St art withbo

T AContains anywhereo
f. Enter the old company/ LLP name.
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7. Click the Submit button. Based on thesgistration number and the RoC code or the company
name or inactive CIN, the system finds out the CIN and company name from the database al

displays the same.

9 E-FILING

9.1 What is the process of efiling?

Download an eform
along with Instruction
Kit from mca.gowin

Download and

Fill the eform

Click the Check Form
button in the eform,
to check if information
is filled in the
mandatory fields

Validate the filled

Fill the downloaded
eform as per the
guidelines given in
Instruction Kit

Sign the eform using a
valid DSC

Fees is auto-

Attach the necessary
documents

Click the Pre-scrutiny
button to check the
validity of information
filled in the eform,
w.rt MCA21 database

A unigue Service
Request Number

Click the Prefill button
to fill the infarmation
already available in
the MCA21 database

Save the eform on
your computer

Enguire the status of
the eform by using

Upload the eform Uplead the eform the Check SRN /
Transaction Status

user service

calculated. Pay the (SRM) is generated and
feas. eform is sent to Back
Office for approval

and pay the Fees

9.2 How can | download aneForm? How can | get help tofile eForms?

To download theForm follow the steps given below:

1. Click theMCA Servicestab. The list of MCA Serviceis displayed
2. Undere-Filing, click theLLP Forms Download or Company Forms Downloadmenu.

3. All the forms categorized into different groupsedisplayed. In each group tiiEescription of
form is followed by the name of eForm under the categories eFormingittuction Kit and
eForm

4. Click the link undeiwith Kit option to download the form along with the instructionthdt is

helpful foryou to fill the form.

Click the link undeeForm option to download the form without any instruction Kit.

You can open the form by clicking ti@pen button.

Click the Savebutton, to save the form at your local computer.

8. Click theCancelbutton, in case you now do not want to downloacdetfherm

No o

9.1 How can | check for errors in theeForm that | have filled?

To check for completeness and correctness iefoens, follow the stepsigen below:

1. Login to the MCA1 application.

2. Click theMCA Servicestab. The list of MCA Services displayed

3. Undere-Filing, click theLLP Forms Download or Company Forms Dowrload menu.

4. All the forms categorized into different groups are displayed. In each groupetwgiption of
form is followed by the name of eForm under the categories eFormingittuction Kit and
eForm
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5. Click the link undelith Kit option to download # form along with the instruction kibat is
helpful for you in filling theeForm

6. Click the link undeeForm option to download the form without any instruction Kkit.

You can open the form by clicking ti@pen button. Fill theeForm

Click the Check Form button in theeFormto check if information is filled in the mandatory

fields. Error messages displayedf any of the mandatory fields are not filled.

9. Click the Pre-scrutiny button to check the validity of information filled in tle€orm w.r.t the
MCAZ21 database. Error messages are displayed.

10.Make necessary changes in the eForm to rectify the errors.

o~

9.2 How can | upload aneForm?

To upload dilled eForm, follow the steps below:

Login to the MCA21 application.

Click theMCA Servicestab. The list of MCAServicess displayed

Under efiling, click the Upload eFormsmenu.TheUpload eFormspage is displayed.

Click theeForm Upload button/link TheeForm Filing page is displayed.

Click onnormal filing or resubmission SRNas the case may be.

Browse theeFormto be upload and click on Upload button.

You can browse upload 10 multiple fAddnmoe i n

eForms dutton

8. The pre scrutiny checks happens and after successful upload the SRN of the wgfoadwdll
be diplayed to the user.

9. The user will have an option to either make a payment soon after form upload or later.

10. Click thee Pay Feebutton.The fee details screen will be displayed.

11. ThePayment Optionspage is displayed.

12. Select the desired payment option makagment of Fee. Make the payment. SRN is generated
and displayed.

Note: Refer thePayment Servicesection to learn to make payment using this payment options.

13. After you make the payment, a transaction receipt/acknguviedt is generated.

S

9.3 How candownload aneForm that has been marked for resubmission andesubmit the
eForm?

At times, MCA may ask for some changes before approving/ registering the eForm that has be

submitted successfully. MCA will notify you about theequirements through email. You will have

to make the changes and resubmitted. The documents that were uploaded during submission

eForm will be again uploaded duringsebmission. To download the resubmitegtbrm follow the

steps given below:

1. Loginto the MCA21 application.

2. Click theMCA Servicestab. The list of MCA Services displayed

3. Underefiling, click theDownload Submitted Form for resubmissionmenu. TheDownload
Submitted Form for resubmissionpage is displayed.

4. IntheEnter SRN field, enter the SRN of theFormthat has been marked for resubmission.
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6.
7.

Click the Submit button. In the Informational Alert dialogue box, a message is displayed. Read
the message carefully.

Click theOk button to close the Informational Alert dialogue box.

TheeFormis displayed. Save thefFormin your computer.

9.4 How can | track status of annual efilings?

To track status adinnualeForns filed, follow the steps given below:

1.
2.

3.

Click theMCA Servicestab. The list of MCAservices is displayed.

Under thee-Filing Services click theCheck Annual Filing Status menu.The Check Annual
E-Filing Status page is displayed.

In the CIN/FCRN/LLPIN/FLLPIN field, enter the CIN/FCRN/LLPIN/FLLPIN of the company
or LLP for whosestatusyou want to check.

Alternatively, follow the stepgiven below:
a. In the Company / LLP Name field, type the name of the company or the LLP to be
searched.
b. Click theSearchbutton.

c. From the search results, select @ampany / LLP Nameoption.
d. Click the Selectbutton. The company name a@dN/FCRN /LLPIN/F LLPIN fields is
populated.
Click the Submit button.In case details do not exist in the system, then the following message is
displayedi n There is no annual f i 10Incage tleFletailgrexidt in | e

the system, then details in respad the annual filing eForms filed by the company shall be
displayed. You can take copy of the challan or receipt by clicking o8dbpg of the challan or
receipt link.

10 COMPLAINTS SERVICES

10.1 How can | file aservice relatedcomplaint?

You can file a sevice related complaint if you are facing technical issues in using any of the MCA
services offerecat www.mca.gov.in Some examples are, you are unable to attach a DSC on an
eFormor you are not able to upload an efofo create &ervice relatedomplaint,follow the steps
given below:

1.
2.

© N OA~®

Click theMCA Servicestab.The list of MCA Servicess displayed

Under the Complaints section, click theCreate Service Related Complaint menu The
Register Your Complaints/Query/Suggestionpageis displayed

In theName of Persorfield, enter your name.

In theCity field, enter your city.

In theCountry field, enter your country.

In theMobile Number field, enter your mobile phone number.

In theEmail Id field, enter your email id.

In theType drop-down list, select theelevant option.

In the Category drop-down list, select the relevant optibased on the problem facdghsed on
the option selected in ti@ategory drop-down list, the options in thBub Categorydrop-down
list is populated.
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10.In the SubCategory drop-down list, select the relevant option based on the problem faced.

11.In theSeverity drop-down list, select the relevant option fratigh, Medium andLow option.

12.1f you are an MCA employee, in th&r MCA Offices drop-downlist, selectyour office type.

13.In the Description of Problembox, enter the description of probledetailed description will
help the technical team resolve the issue more effectively.

14.1n theCompany Namefiled, enter your company name.

15.In the CIN filed, enter your CIN of your company, if the problem is related to a company filing
or service.

16.In case you are facing a technical issue when filingetrgrmdealing with DIN processing, in
theDIN field, enter the DIN.

17.1n case category of complaintagiling, enter the SRN generated in BN field.

18.In theDate field, enter the date of SRN generated.

19.In theFORM ID drop-down list, enter the Form Number of ttEormfiled or for which you are
facing issues.

20.1In theSize of eForm (In MB)field, enter the sizefe@Form that you are trying to upload.

21.ThelLogged Date& Time field is populatedwith current system date and time.

22.Click theSubmit button.A confirmation messag® confirm the details entered is displayed.

23.Click OK to proceedTicket detailsalong withticket numberare displayedin addition, & e
mail is sent to user on email &hd mobile numbementioned in the complaint screen.

10.2 How can | track service relatedcomplaint?

You can track the status of a service related complaint filed without loggtogthe system.
Following is the list of complaint statuses:
1 Under process
1 Waiting for information (i.e. Waiting for response from Complainant)
1 Forwarded (Forwarded to Other Departments)
1 Closed
1 Reopened
1 Resolved
To track a service related complaifajow the steps given below:
1. Click theMCA Servicestab.The list of MCAservices is displayed
2. Under theComplaints section, click thelrack Service Related Complaintmenu The Select
Your Request Typepage is displayed.his page has following four options:
o Status of Ticketi allows you to check the status of ydicket
o Update TicketT allows you to provide additional inputs to your ticket
o0 ReopenTicket i allows you to open a closed ticket
o Close Ticketi allows you to close a ticket
3. Click the Status of Ticketlink. The Enter Ticket Number page is displayed.
4. In theEnter Ticket Number field, enter the ticket number.
5. In Email Id field, enters the Email Id and click tigubmit button. TheStatus of TicketPage is
displayed. The page contains details of the ticket along with solution provided by helpdesk.
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10.3 How can | fil e an Investor related complaint?

To file an Investor related complaint, you need to download and Investor Comiptaimor

Serious CompliarngForm fill the same and upload in the MCA21 application. You compliant will
be assigned to a MCA official who Wwibok into the compliant and work towards its resolution.
Note: Refer thekfiling section to learn to download, fill and uploadesform

10.4 How can | track status of myinvestor related complaint?

You cantrack the status of tinvestorcomplaint filed without logging into the systeifio track

complaint statudpllow the steps given below:

1. Click theMCA Servicestab.The list of MCAservices is displayed

2. Under theComplaints section, click thé&rack Investor/ SeriousComplaint Status menu The
Track Complaint Status pageis displayed

3. In the SRN field, enter the SRN of theFormfiled. Alternatively, in theStart Date and End
Datefield, select the date range (of note more than 7 days) for which you want to find that statu
of SRN.

4. Click theSearchbutton.In case details do not exist in the system, then the following message is
displayedi iNo S RN HMhccase theddetails exist in the system,dtadus of the complaint
is displayed

10.5 How can | give suggestion/ feedbackmoimproving any MCA user service or aneForm?

1. Click theMCA Servicestab. The list of MCA Services is displayed.

2. Under theComplaints section, click theFeedback / Suggestionsnenu. The Register Your
Suggestion page is displayed.

3. IntheName of Persorfield, enter your name.

4. In theCity field, enter your city name.

5. In theCountry field, enter your country of residence.

6. In theMobile Number field, enter your mobile number.

7. In theEmail Id field, enter your Email Id. In the Type field, the value Suggessagmopulated
by default.

8. In the Category drop-down list, select the relevant category for which you want to give
feedback.

9. If you are an MCA employee, in tlier MCA Offices drop-down list, select your office type.

10.In theSuggestiondield, enter the feedlo.

11.Click the Submit button. A confirmation message to confirm the details entered is displayed.

12. Click the OK button to proceed. Ticket details along with ticket number are displayed. In
addition, an e mail and SMS is sent to user on email id and mobilearumentioned in the
Register Your Suggestion page
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11 DOCUMENT RELATED SER VICES

11.1 What is a public document? How can | view them?

Public documents refer to documents that are open for public to view, such as incorporation
documents, annual returns and batasheets of a company or LLP.

11.2 How can | view public documents of a Company?

You can view public document of a company on payment of a fee. To place request for viewing
public documents and pay the requisite fee, follow the steps given below:
Note: TheView Public Documents service with payment options is available only after login.

However, you can search for a company/LLP and view the list of documents available for
companies/LLP before login.

1. Login to the MCA21 application.

2. Under theMCA Servicestab, click theView Public Documentmenu. TheView Public
Documentpage is displayed with search criteria.

3. Select theCompanyor LLP option.

4. Enter the search criteria by selecting the relevant checkbox.

In case of a Company

a) In theCompany Namefield, enter tie company name.

b) In theCompany CIN/FCRN field, enter the company CIN/FCRN.

¢) In theCompany Registration Number field, select theRoC namewith which company/LLP is
registered from the dregown list and enter the registration number.

d) IntheCountry of Origi n option, selectheIndia or Foreign option. India would be selected
by default.

e) In theStatedrop-down list, £lect the state in which the company is registered.

In case of an LLP

a) IntheLLP Name field, enter the company name.

b) IntheLLPIN/FLLPIN field, enter the LLPIN/FLLPIN of the LLP.

c) IntheCountry of Origin option, select théindia or Foreign option. India would be selected
by default.

d) In theStatedrop-down list, select the state in which the company is registered.
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5. Click theSubmit button. Based othe search criteria, the list of company matching the search
criterion is displayed. ThEeompany CIN/ FCRN/ LLPIN/ FLLPIN is a hyperlink. In case you
want to view the documents available for the searched company/ LLP, follow the steps given
below:

a. Click theCompany CIN/ FCRN/ LLPIN/ FLLPIN hyperlink.

b. In theDocument Categorydropdown, seledhe document type.
c. IntheYear of Filing drop-down list, select the year of filing.

d. Click theSubmit button to proceed.

6. Click theAdd this Company toCart button. Moe than one aopany can be added to the cart.
The details of the Cart are displayed.

7. Click the Make Paymentbutton.The payment details are displayed.

8. Click thePay Feebutton.

9. On the payment screen, select the desired Payment Mode and for making pdyfeentAn
SRN is generated and displayed.

Note: Refer thePayment Servicesection to learn to make payment using this payment option.

View Documents after Payment

The viewing of public documents after payment of fiseavailable only after login. You can view

the document only within 7 days after the payment has been confirmed. The documents are availa

for viewing only for 3 hours after you have started viewing the first document of conpamew
public documers of a companyjor which payment has been matt#low the steps given below:

1. Login to the MCA21 application.
2. In MY WORKSPACE, under thBocumentssection, you can view the name of the company or

LLP whose document you wish to view. Notice, the Expiry T&reate of the document is
given. Remember, the document is available for viewing for one week in your Workspace. The
document is available for three consecutive hours from the time, you start viewing it for the first
time.

3. Click theDOWNLOAD button to viev the document.

4. In case you had requested to view multiple documents of the same company or LLP, the
Category List page is displayed to select the category of document to be viewed.

5. Select theCategory of document you want to view.

6. The document details@displayed that include document name, document ID and year of filing
the document.

7. Click theDocument Name

8. The document is displayed.

Page36



MCAZ21 Application- Online Help

11.3 How can | get a certifiedcopy of a public documentfor an LLP ?

Public documents are available for viewing by publh payment of a requisite fee. You can make a
request for required documents, pay the requisite fees and physical certified copy of the requested
document is sent to the user by the respective RoC office. You have to place separate request for
each compay.

To view the documents available under this service, you can accéd€t8ervices > Document
Related Services > Get Certified Copiesienu from theVlCA Home page. On using this service,
you can also enquire about the fee to be paid to get a ceciifpgdof the document. However, to
place a requesb get a certified copy of a document, you need to login to the MCA portal.

To place a request to get a certified copg @ompany/LLRIocument, follow the steps given
below:

1.
2.
3.

Login to the MCA21 applicatn.

Click theMCA Servicestab. The list of MCA Services is displayed.

Click theGet Certified Copiesmenu. TheGet Certified Copiespage is displayed with search

criteria.

Select the relevant check box for the search criteria.

In case of a Company

a) In theCompany Namefield, enter the company name.

b) In theCompany CIN/FCRN field, enter the company CIN/FCRN.

¢) In theCompany Registration Number field, select theRoC namewith which company/LLP is
registered from the dregown list and enter the registrationnmier.

d) IntheCountry of Origin option, select thindia or Foreign option. India would be selected
by default.

e) IntheStatedrop-down list, select the state in which the company is registered.

In case of an LLP

a) IntheLLP Name field, enter the company name

b) IntheLLPIN/FLLPIN field, enter the LLPIN/FLLPIN of the LLP.

c) IntheCountry of Origin option, select théndia or Foreign option. India would be selected
by default.

d) IntheStatedrop-down list, select the state in which the company is registered.

Click the Submit button. Based on the search criteria, the list of compafymatching the

search criterion is displayed. T@B®mpany CIN/ FCRN/ LLPIN/ FLLPIN is a hyperlink.

Click theCompany CIN/ FCRN/ LLPIN/ FLLPIN hyperlink. The page is displayed to select

the document category and year of the puibticument This page lists the different categories

of documents available for companies and LLP undeDtieament Categorydropdown. Some

examples of document categories are Certific&bayge Documen@nd Incorporation

documents.

In theYear of Filing drop-down list, select the corresponding year for which document needs to

be fetched.

Click the Submit button.

Note: In case you have not logged in you are redireotézftn page.
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9. The documents matching the search results are listed. Select the document for which you want
get the certified copies.
10. Click the Continue button. TheEnter Document Detailspage is displayed

Enter Document Details

Company/LLP Name : ACCENTURE CHEMICALS LLP

Category List

Document Name All Pages | Number Of Copies

1 Certificate of LLP Incorporation - 02APR2015 ¥ il
T

*Enter Page Mos. and page ranges seperated by commas, For Example: 1,2,5-9

11. Select thPage Nosoption and the range phge numbers, in case you want to specify the page
numbers of the document. Alternatively, selectAlid?agesoption.

12.In theNumber of Copiesfield, enter the number of copies of the document needed.

13.Click theGet Fee Detaildutton. The~ee Detailspageis displayed with details of the fee.
Notice, there are two types of fddCA fees and stamp duty.

14.Click the Add to Cart button. TheCart Details page is displayed. You can add more documents
at this stage. Click théiew Paymentsbutton.

15.The Fee for Senicespage is displayed. This page displays the total fees for getting the certified
copies of the selected documents. The total fee includes MCA fee and stamp duty.

Fee for Services
Transaction Details
CIN/FCRN/LLPIN/FLLPIN : AAD-6042 Service Type : Fee For Certified Copies

Full Particulars of Remittance

Service Type Description Type of Fees Amount(Rs)

CERTIFIED COPY QF Certificate of LLP Incorporation - 27MAY2015 MNORMAL 00
Court Fee 20
Total 20
Stamp Duty
Service Type Description Type of Fees Amount(Rs)
CERTIFIED COPY OF Certificate of LLP Incorporation - 27MAY2015 STAMP DUTY 50.0
Total 50.0

Make Payment

Kindly make payment of both stamp duty and efiling fee simultaneoulsy and within the specified time
period
16. Click theMake Paymentbutton. ThePayment Optionspage is displayed.
17.Select the desirggayment option making payment of the MCA Fee. Make the payment. SRN is
generated and displayed. This SRN and payment is for the MCA fees.
Note: Refer thePayment Servicesection to learn to make payment using thisnparyt option.
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18.Thelnformation page is displayed with one questiono you want to pay stamp duty fee
now?.

Do you want to pay stamp duty fee now?
[ N |
Click the Yesbutton to continueThe Payment Optionspage is displayed. Select the desired
payment option making payment of the Stamp Duty. Mhkepayment. SRN is generated and
displayed.
Note: Refer thePayment Servicesection to learn to make payment using this payment option.

In case you select thdo button, it will be assumed that you will pay the staspy using the
Pay Later payment option.

Note: Refer thePayment Servicesection to learn to make payment usingRlag Later
payment option.

The Information page is displayed. Notice, there are two redegris forMCA fees and
another for stamp duty.

1) If you want receipt for eForm/service SRMN, you can proceed with clicking on "Copy of eForm/service Receipt” button.
2) If you want receipt for eStamp SRM, you can proceed with clicking on "Copy of eStamp Receipt/Challan™ button.

If you want to view receipt later, it can be viewed through mentioned link "TRACK PAYMENT STATUS™

Copy of eForm/service Receipt Copy of eStamp Receipt/Challan

11.4 How can | request for scanning of some public documents that are not visible through
view public document user service?

You can request for scanning of some public documents that are not visible through view public
document user servicAfter the request is placed, an MCA official scans the document available
with MCA in paper form and uploads it in the MCA repository. Once the document is uploaded in
the MCA repository, you can place a request to view the publicndemt.

To place request for scanning of some public documents, follow the steps given below:
1. Login to the MCA21 application.

2. Click theMCA Servicestab. The list of MCA Services is displayed.

8. Click theOn Demand scanningnenu. TheRequest for Scanned Doamentspage is displayed

with search criteria.

In theCompany / LLP Namefield, enter the company / LLP name.

4. IntheCompany LLPIN/FLLPIN field, enter the LLPIN/FLLPIN. Alternatively, follow the
steps below:
a. Click theSearchicon. TheCIN/LLPIN Lookup pageis displayed.

In theCompany / LLP Namefield, enter the company/LLPIN name.

Click the Searchbutton.

From the displayed results, select @@mpany / LLP Nameoption.

Click the Selectbutton. TheCompany CIN/FCRN field is populated with the company

CIN/LLPIN.

5. In theDocument Typedrop-down list, select the relevant category.

6. In theDocument description (for which on demand scanning request is being madm)x,
enter the description of the document to be scanned.

w

®eoo
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7. Click theSubmit button. An acknowledgment regage is displayed containing SRN, details of
request, expected date by when the document shall be available in the view public documents
(subject to approval by the concerned RoC).

12 FEE AND PAYMENT SERVICES

12.1 How can | enquire feedor paid services offeredby Ministry of Corporate Affairs?

You can enquire the fee details &fformns.
1 eForms
1 View public Documents
1 Certified copies

To enquire fees for a servide]low the steps given below:
1. Click theMCA Servicestab. The list of MCA Services is displayed.

2. Under theFee and Payment Serviceglick theEnquire Feemenu. The~ee Calculatorpage is
displayed. Thé-ee Calculatorpage displays the fee applicable for viewing a public document
and getting a certified copy of a public document. The page also altaw® check the fee
relevant to eForms for a company or an LLP.

3. SelectCompanyor LLP option.

Click the Select Formbutton.

5. In case you have selected thempany option, theSelect the Company Forndrop-down list is
displayed. In theéSelect the Company Brm drop-down list, select the eForm for which you
want to enquire the details.

OR

In case you have selected the LLP option,Sbkect the LLP Formdrop-down list is displayed.
In the Selectthe LLP Form drop-down list, select the relevasformfor which you want to
enquire the details.

6. Click theCalculate Feebutton. The fee is calculated basedeGiormspecific parameters. Based
on theeForm some additional parameters to calculate the fee are displayed. Provide inputs in
these parameters.

7. Click theCalculate Feebutton. The fee is calculated and displayed.

H

12.2 How can | track status of my payment?

To track payment statufllow the steps given below:
1. Click theMCA Servicestab. The list of MCA Services is displayed.

2. Click theTrack Payment Statusmenu. The Track Payment Statuspage is displayed with

search criteria.

In theSRN field, enter the SRN of the payment made.

4. Click theSubmit button. The payment details are displayed. If the payment stdtasdisthe
Copy of eForm Challan/Receipt/Acknowledgemenbutton is displayed.

5. Click theCopy of eForm Challan/Receipt/Acknowledgemeniutton to view the eChallan.

w

Paged0



MCAZ21 Application- Online Help

12.3 What are the payment modes available for me?

There are five payment modes:
1 Online Payment Credit/ Prepaid Cards
1 Internet banking
9 Offline Challan
1 Pay Through NEFT
1 Pay Later

Payment Options

Credit/ Prepaid
Making MCA Fees Gt

Or P Online Payments

Making Stamp Duty Internet Banking
Payments |

Or

Making Miscellaneous \ [ Offline Challan
Fees Payments

Offline Pay Through
Payments NEFT

The Pay Later option allows you to make a payment using the Online Payment options as a later date and time. Pay Later

TheCredit/ Prepaid Cards option allows you to make a payment from your debit card or credit
card. When you use this payment option, you
card details and make the paymefiu cannot edit the payment amount when you use credit card
payment option. The payment is made instantly.

Thelnternet Banking option allows you to make a payment from your online banking account
directly. When you use this payment option, youarerece ct ed t o your bank?o:
your user credentials and make the payment. You cannot edit the payment amount when you use
Internet Banking payment option. The payment is made instantly.

The Offline Challan option allows you to generate a daaland make payments at a bank branch.
When you select this payment option, you need to go physicallya®f the banks that accept
offline challan payments, with printed copy of offline challan and makes payment at thd bank.
payment needs to be netlefore the expiry date of the Offline challan

ThePay Through NEFT option allows you to make a payment from your own online account to
one of the MCAOGs bank account .
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ThePay Later option allows you to defer the payment and pay at a later date usimgpaf the
two online payment mode<redit/ Prepaid Cards or Internet Banking.

12.4 What is the payment process for Offline Challan payment option?

- -
Jr
- -

12.5 What is the payment process for Pay Through NEFT payment option?

--
--

After a user has made a NEFT paymeanT his/her banks website, the payment needs to be linked
with the SRN. To link an NEFT payment with your SRN, perform the following steps.
1. Login to the MCA21 application.

2. Click theMCA Servicestab. The list of MCA Services is displayed.

3. Under theFee ard Payment Servicesclick theLink NEFT Payment menu. TheLink NEFT
Paymentpage appears.

Click theDownload NEFT User Guidelink. Save and read the guide carefully.

In the SRN field, enter the SRN of the transaction for which you want to make the payment
In theDate of SRNfield, enter the date on which the SRN was generated.

In the Amount of SRN field, enter the amount of the SRN to be paid.

No ok
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8.
9.

10. Click the Submit button. The Transaction Receipt is generated.

--

In theUnique Transaction Number (UTN)field, enter the unique transaction number that you

received when youmadeh e pay ment

your

banks

websit

In theUser Account Numberfield, enter the account number from which you made the online

payment.

12.6 What is the payment process for Pay.ater payment option?

- : - :

After the payment for an SRN was deferred by selectinf#tyel ater payment option, the payment
needs be made. To make a payniena SRN perform the following steps:

©CoNo,rwWNE

Login to the MCA21 application.

Click theMCA Servicestab. The list of MCA Services is displayed.

Under theFee and Payment Serviceglick thePay Later menu. ThePay Later page appears.
In theSRN field, enter the SRN of the transaction for which you want to make the payment.

Click the Submit button. ThePay Later: Fee For Servicepage appears.

Click thePay Feebutton. The Payment Options page appears.
Select one of the two availabiBnline payment modes.

Click the Submit button. The Online Payment page is displayed.
Click thel Accept button. You willbered r e ct e d

t o

your

After the payment is made the Transaction Receipt is generated.

12.7 How can | pay miscellaneous fee?

bank©os

we

At times, you may need to pay additional fee for certain service requests. This may be penalty or a
fee pursuant to court order.

To Pay Miscellaneous fee, follow the steps given below:
1.
2.

3.

Login to the MCA portal.

Click theMCA Servicestab. The list of MCA Services is displayed.
Under theFee and Payment Serviceglick thePay Miscellaneous Feanenu.The Pay

Miscellaneous Fegage is displayed.

In thePay Fees Fodrop-down list, select the option for which you want to pay the

miscellaneous fee.
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Note: The options available under this drdpwn list are different for compasglated
transactions and LLRelatel transaction.

Pay Miscellaneous Fee

Pay Fees For®: |Select

Penalty

To pay miscellaneous fee for a c¢ Investar_Educatio_n And Protection Fund CA21 portal
Get Cerified Copies

Individual

5. Based on the option selectedhePay Fees Fordrop-down list fields will appear on the page.
Enter the details.

Click thePay Feebutton. ThePayment Optionspage is displayed.
Select the payment optioNote: Refer thdPayment Servicesection to learn to make payment

using this payment option.
8. You wi || be redirected to your bankds webs
the Transaction Receipt is generated.

N o

12.8 How can | pay stamp duty?

You have the facility to pay stamp duty online. To make a payment of stamp duty through MCA21
system, follow the steps given below:

Note: Stamp duty for LLP Agreement should not be paid on MCA Portal. The Stamp Duty
payable for LLP Agreement is a State suject and same may be paid as per the State Stamp
Act. Till the time specific Stamp Duty is prescribed in respective Stamp Act, the Stamp duty on
LLP Agreement may be paid as per the stamp duty payable on partnership agreement in view
of the Finance Bill, 2009.

1. Login to the MCA portal. When you login, select tbempany option.

2. Click theMCA Servicestab. The list of MCA Services is displayed.

3. Under theMCA Servicestab, dick the Pay Stamp Duty menu.

4. The Pay Stamp Duty Feepage is displayed. In th8RN field, enter the SRN for which you
want to make the payment.

5. Click theSubmit button. The SRN details are displayed. If the SRN pertains to additional stamp
duty payment, enter the additional fee details on this page.

6. Click thePay button. ThePayment Optionspage is displayed.

7. Select the payment optioNote: Refer thd?Payment Servicesection to learn to make payment
using this payment option.

8. You wi |l be redirected to your baymkndismage b s
the Transaction Receipt is generated.
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13 INVESTOR SERVICES

13.1 How can | search Unclaimed/Unpaid Amount for an investor?

You can search forunclaimed/unpaid amount of an investor on the MCA portal. To search
unclaimed/unpaid amount of an investotlow the steps given below:

1. Access the MCA21 application.
2. Under theMCA Servicestab, click thelnvestor Servicesmenu. Thdnvestor Education and
Protection Fund (IEPF) pageis displayel.

3. Click the Search Unclaimed/Unpaid Amountlink. The search folnvestor Wise Unclaimed

and Unpaid Amounts page is displayed.

In thelnvestor Namefield, enter the First Name, Middle Name and Last Name of the investor.

In the Father/Husband Namefield, enter the name of father or husband as mentioned in the

company wth which investment is made.

6. In theFolio Number field, enter the folio numbeas given in the share certificate.

7. In the DP id-Client Id-Account Number field, enterthe DP id-Client id-Account number
without any spaces and in the format: DFCitent id-Account number with each number separated
by hyphens.

ok

Note: You can search using any of the following combinations:

1 Investor Name and Father/Husband name
1 Folio Number (should be same as per certificate)
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