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 UDIN IntroducƟon Manual ݝݜݛݚ  .1

This manual provides a step-by-step guide to each funcƟonality available on the UDIN Mobile app. It 
covers processes such as UDIN generaƟon, revocaƟon of UDIN, list UDIN, and verificaƟon of UDIN. 
 

 ౪౫౬౭౮౯ Home Screen Overview 

The home screen of the ICAI UDIN Mobile app serves as the central hub for users accessing various 
resources and features related to the Unique Document IdenƟficaƟon Number (UDIN).   

 

  
 

Key Elements: 

 Menu bar: Located at the top-leŌ, offering quick access to: 

(i) Announcements 
(ii) What’s New  
(iii) Contact Us 
(iv) About Us 
(v) FAQs 
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 Announcements: Announcements related to the UDIN Portal are displayed here and can be 
viewed by clicking on a specific announcement. 
 

 

 

 What’s New: InformaƟon regarding upcoming webinars, as and when scheduled, is displayed 
here. New features and reports will be available to be download, from this secƟon. 

 



 

ConfidenƟal For ICAI Users 

Pa
ge

5 

 Contact Us: This secƟon includes the details of email and contact number where the 
members can reach out to, for any issues and queries. 
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  ൐൑൒൓ About Us SecƟon: The About Us tab provides users with important background 
informaƟon and organizaƟonal context related to UDIN and its governance. 

                 

 

Available OpƟons: 

1. About UDIN 
Offers an overview of the purpose, significance, and implementaƟon of the Unique 
Document IdenƟficaƟon Number within the ICAI framework. 

2. Terms of Reference (ToR) 
It refers the ToR of UDIN Directorate.  

3. ComposiƟon of the Directorate 
Lists of the members associated with the UDIN Directorate. 

 FAQs: This is a guidance manual for members. If they face any issue or problem, they may 
refer to the FAQs (Frequently Asked QuesƟons). The 5th EdiƟon of the FAQs is available on the 
portal at the link hƩps://udin.icai.org/assets/images/FAQs%20on%20UDIN.pdf  
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 ⡈⡉⡊⡋⡌⡍⡎⡏ Verify UDIN 

The Verify UDIN feature allows external users—such as authoriƟes, regulators, banks, and others to 
authenƟcate a UDIN issued by full Ɵme COP holders.  

 

 
 

VerificaƟon Form Components: 

 Verifier Type 
A dropdown menu for selecƟng the idenƟty of the verifier (e.g., Authority, Bank, Regulator). 

 Name of Verifier 
Enter the full name of the individual or insƟtuƟon performing the verificaƟon. 

 Mobile Number 
Input a valid 10-digit mobile number (+91), essenƟal for OTP communicaƟon. 

 Email ID 
Provide an email address for receiving OTP. 

 Captcha VerificaƟon 
Complete the CAPTCHA text entry to confirm human access. 

 Disclaimer Checkbox 
A mandatory declaraƟon staƟng that the informaƟon provided is genuine and not 
impersonaƟng any authority or insƟtuƟon. 
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 Send OTP BuƩon 
Once the form is filled, click to receive a one-Ɵme password, two different OTPs are sent to 
both mobile and email and same are to be verified and proceed with UDIN verificaƟon. 

 VERIFICATION PROCESS: 

1. The user clicks on the verify menu. 
2. The user has to select appropriate category from the dropdown basis his/her 

eligibility. 
3. The user has to enter their contact details, along with the UDIN they want to verify. 
4. Field level validaƟons will be done for contact details. 
5. AŌer selecƟng the declaraƟon, they click on send OTP. 
6. The OTP is sent to both email and mobile. 
7.  If the OTP expires or is incorrect it has to be resent and a message displaying “OTP 

expired” should be displayed. 
8. Once the OTP is verified, the user clicks to verify the UDIN. 
9. In case the UDIN is incorrect, the error message “Invalid UDIN” pops up. A 

maximum of five aƩempts will be given to the verifier per session. If the session 
expires, it should be reloaded.  

10. In case the UDIN is verified, the issuer gets a noƟficaƟon for UDIN verificaƟon by 
SMS and email. 
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 Member Login Screen ࠣࠪࠩࠨࠧࠦࠥࠤ 

The Member Login Screen is the secure entry point for ICAI members accessing the UDIN plaƞorm.  

 

 

Key Components: 

 Username Field 
Enter the credenƟals used at SSP to login: MRN@icai.org 
(MRN stands for Member RegistraƟon Number) 

 Password Field 
Please enter password linked with the account registered at SSP. 

 CAPTCHA VerificaƟon 
Enter the code displayed to confirm you are a human user. This prevents unauthorized or 
automated access. 

 Forgot Password Link 
Use this link to iniƟate password recovery in case of login issues. The user needs to update 
Password from SSP. 

 LOGIN BuƩon 
Click to proceed aŌer entering valid credenƟals and verifying the CAPTCHA. 
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 Forgot Password Procedure ࠯࠮࠭ࠬ 

If UDIN members forget their UDIN password, they are redirected to the ICAI Self Service Portal 
(SSP) to complete the password update or reset process. 
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Steps to Follow: 

1. On the UDIN app login screen, click the “Forgot Password” link. 

2. A pop-up message will appear staƟng: 
“Request you to kindly visit ICAI Self Service Portal (SSP) for Update/Reset Member 
Password!” 

3. Click “OK” on the prompt. This will redirect you to the SSP. 

4. On the SSP site: 

 Use your MRN-based credenƟals to log in. 

 Navigate to the password management or account seƫngs secƟon. 

 Follow the instrucƟons to reset or update your UDIN password. 

AddiƟonal Notes: 

 It is important to keep your email and mobile number updated on the SSP to receive OTPs 
or noƟficaƟons during the reset process. 

 For further help, users can refer to the Helpdesk secƟon on the UDIN portal or contact ICAI 
support via the Contact Us tab. 

 

 ЗИЙК Member Profile Display 

Member Profile Panel presents a concise overview of the logged-in ICAI member’s details fetched 
from SSP. This informaƟon ensures all the registered details of the members are displayed. 

 



 

ConfidenƟal For ICAI Users 

Pa
ge

12
 

 ⧿⨀⨁⨂⨃ Generate UDIN  

A member may generate UDINs under three main categories. The details appearing in a grid layout 
are pre-filled, directly fetched from the SSP. 
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🧾 Generate UDIN – CerƟficate-Specific Screens 
When a member selects "CerƟficate" as the Document Type, the UDIN app dynamically displays 
addiƟonal opƟons and fields tailored to the nature of the cerƟficate. Each selecƟon under “Type of 
CerƟficate” modifies the input fields accordingly, especially the Figures/Values secƟon. 

  

 
 

Process:  

Under CerƟficate category, the member can generate UDIN across 40 different types 
of documents: 

(i) Select CerƟficates to generate a UDIN under the cerƟficates category 
(ii) Select the subcategory from drop down 
(iii) Select the date of signing from the calendar. 
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(iv) Fill in all the requirement parameters and their corresponding values and 
figures. 

Dynamic Input Fields Based on CerƟficate Content: 

  

The fields are dynamic for parƟculars and figures based on choice that member opts for: 

1) Numeric and Alphanumeric 
i) By default, the form will display the below: 

ii) First two mandatory fields with denominaƟon field for capturing numerical values 
iii) A third field for capturing the alphanumeric values, without denominaƟon field. 
 

2) If the SelecƟon is Numeric  
(i) Two numerical input field will be displayed along with a corresponding denominaƟon field. 
(ii) Upon clicking Add more, each newly added row will follow same paƩern as above. 
 

3) If the SelecƟon is Alphanumeric 
(i) First two alphanumeric input field (without denominaƟon) will be shown  
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(ii) Upon clicking Add more, each newly added row will follow same paƩern as above 

 

  

 

Document DescripƟon:  

Under Document DescripƟon, enter text between 5 to 250 characters from some porƟons of the 
report. This field is mandatory. The remaining word count will be displayed to assist in entering the 
text. Special characters are not allowed except for a few such as full stop (.), comma (,), underscore 
(_), hyphen (-), and semicolon (:) are allowed. 

 

The Remarks field is opƟonal and is meant for the member’s internal reference. The remaining 
character count will be displayed to assist in entering the text. 
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OTP ValidaƟon 

AŌer validaƟng the OTP, preview opƟon will appear on the screen. 
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Preview 

 On clicking the Preview, the filled details will be displayed on the screen to ensure that the 
informaƟon entered is correct. The same dynamic fields will appear preselected.  

 If there is any change/error in the content, click “Edit/Back” buƩon, or else, click “Submit”. 
 By clicking ‘Ok’, UDIN has been generated, and you can view the same in List UDIN. 
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📑 Generate UDIN – GST and Tax Audit 
The process to generate UDIN is as similar as CerƟficates except a few more addiƟonal funcƟonaliƟes 
have been introduced: 

Capturing the PAN of the Assesee/auditee 

As per the Council decision the PAN of the assessee/auditee has been introduced as an addiƟonal 
(fiŌh) parameter for UDIN validaƟon at the e-Filing Portal, in addiƟon to the exisƟng parameters, 
namely MRN, UDIN, Assessment Year/Financial Year, and Form ID. The PAN field is mandatory and has 
been incorporated solely for validaƟon purposes at the e-Filing Portal. Members are advised to 
ensurethat the UDIN generated is mapped to the same PAN as used at the e-Filing Portal. It is clarified 
that the PAN entered for validaƟon shall not be visible to the verifier.  
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Auditor’s Opinion on Financial Statements  

Auditor’s Opinion on financial statements is a compulsory field. This funcƟonality has been introduced 
under two categories: GST & Tax Audit and the Audit & Assurance FuncƟons The details captured in 
this funcƟonality will not be visible to the verifier. 

The portal displays the quesƟon: “Is Auditor's Opinion on financial statements applicable to this 
audit?” Two opƟons are available: Yes / No. 
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• If “Yes”:  

 Select any one type of opinion from the dropdown (Unmodified, Qualified, Adverse, or Disclaimer) 
and further proceed in the secƟon. 
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• If “No”:  

No details relaƟng to the Auditor’s Opinion on Financial Statements are required to be entered, and 
the member may proceed further. 

 

 

Preceding Year’s Audit Details 

The Council, at its 442nd meeƟng, decided to enable a provision for capturing details by the succeeding 
auditor during UDIN generaƟon on the UDIN portal. This funcƟonality has been introduced under two 
categories: GST & Tax Audit and the Audit & Assurance FuncƟons The details captured in this 
funcƟonality will not be visible to the verifier. 

The system configuraƟon is provided below:  

The portal displays the quesƟon: “Is capturing details of the preceding auditor applicable to this 
audit/form?”: Yes / No. 

 If “Yes” is selected from the drop-down:  
o Following quesƟon “Have you issued the tax audit report to the client previous/last year?” 

will enable with the dropdown opƟons of Yes/ No/ First Year of Audit 
 

 If Yes is selected from the dropdown:  
The UDIN of the previous year is to be entered in the respecƟve field. 
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ConfidenƟal For ICAI Users 

Pa
ge

23
 

 If NO is selected from the dropdown:  

o Enter the MRN (Member RegistraƟon Number) of the previous auditor.  
o Select Yes/No from the radio buƩon to indicate whether communicaƟon has been made to 

the previous auditor regarding the appointment.  

 If Yes: Select the Date of CommunicaƟon from the calendar.  
 If No: Proceed further.  

o Select one opƟon from the drop-down (Yes / No / Not Known) regarding the outstanding 
fees. 

 If First Year of Audit is selected from the drop-down:  

o May proceed further. 

  

If “No” is selected from the drop-down of quesƟon “Is capturing details of the preceding auditor 
applicable to this audit/form?”: No details relaƟng to the Preceding Year’s of Audit is required to be 
entered, and the member may proceed further. 
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 ൐൑൒൓ UDIN GeneraƟon for Audit & Assurance FuncƟons 

This secƟon guides members on generaƟng UDINs specifically for audit and assurance assignments 
under various statutes. The process remains same as above 2 categories. The addiƟonal fields included 
here are  

 

Auditor’s Opinion on Financial Statements  
Explained under the GST & Tax Audit secƟon; please refer to page no. 19 

 

Preceding Year's Audit Details 
Explained under the GST & Tax Audit secƟon; please refer to page no. 21 
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Memorandum of Change 
 

In case of Audit & Assurance FuncƟons for Statutory Bank Audit-Branch, member needs to fill 
in the MOC details,  

(a) User can select if MOC has been submiƩed 
(i) If No, member can proceed further 
(ii) If Yes the following details are to be entered  

 
•The MOC details are mandatory for this subcategory 
•The details filled in MoC form are not visible to any verifier. 
•All the fields are to be filled mandatorily, even if it is 0. 
•The fields can’t be filled with negaƟve values 
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📋 List UDIN  
This module enables ICAI members to view, filter, and manage previously generated UDINs with 
precision. 

User can apply the filter of: 

1. UDIN  

2. Document GeneraƟon Year 

3. Document Signing Date 
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 ⡑⡒⡓⡔⡕⡖⡗⡘ Filter & Search Panel 

 Search: Displays filtered UDIN list 

1) The UDINS generated by the user are displayed in order of date created. 

2) The user having the ability to download all the UDINs in a consolidated file for reference and 
record-keeping. 

3) The user can search for UDIN from the search bar. 

4) The user can copy any individual UDIN, and use it outside the app. 

 

Print 

Details when accessed through Mobile APP: 

• Users can select any UDIN and see the details of the particulars and details 
submitted during generation. 

• The user having the ability to print UDIN individually. 

• Details when the document is printed from Print button: 
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Revocation 

(i) User having the ability to revoke any UDIN generated within 48 hours 

(ii) User needs to provide the reason for revoking the UDIN 

(iii) Users need to validate this by sending an OTP and validating the OTP 

(iv) After the UDIN has been revoked, confirmation of revocation of UDIN is sent 
to user on email and mobile. 

(v) Once UDIN is revoked it can’t be reinstated. 
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