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USER MANUAL  
Annual Returns 
 
 
 
 

Objective:  

This document is a step-by-step guide on how to do the 

annual returns submission by eligible members, the 

assigned statutory auditor and net worth auditor. Auditor's 

tagging to Annual Returns journey is done under user 

access management module separately. 
 

 
Intended Users: Members registered with exchange 
 
 
 
Document Owner: NSE 
  



      
 

2 
 

USER MANUAL 
Annual Returns Submission 

 

Confidential 

Table of Content 
(Please Click on the headers below to reach the required section) 

1 Navigate to Annual Returns 3 

2 Annual Return Submission 4 

2.1 Statutory Auditor 4 

2.2 Auditor’s Declaration 8 

2.3 Net Worth Certificate 11 

2.4 OSE details 12 

2.5 Listed in Details 13 

2.6 Financial Details 14 

2.7 Shareholder Details (only Corporates) 15 

2.8 Director Detail (as per the constitution) 16 

2.9 Partner Detail (as per the constitution) 17 

2.10 Proprietor Detail (as per the constitution) 18 

2.11 Application Review & E-sign 19 

3 Statutory Auditor Confirmation 26 

3.1 Landing Screen 26 

3.2 Detailed view of an application 27 

3.3 If deficiencies found, inform the member (offline) to re-upload 28 

4 Net-worth Auditor Confirmation 29 

4.1 Landing Screen 29 

4.2 Detailed view of Application 30 

4.3 E-sign & send certificate to member 32 

4.4 Shortfall or high variation in Net Worth 37 

4 Complete Pending Confirmation 38 

4.5 Landing Screen 38 

4.6 Navigate to status tracker dashboard 38 



      
 

3 
 

USER MANUAL 
Annual Returns Submission 

 

Confidential 

4.7 Actions on ‘Confirmation Pending’ tab 39 

5 Frequently Asked Questions 40 

 
 
  

1 Navigate to Annual Returns 

Navigate through the left menu (Regulatory –> Annually –> Annual Returns) 
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2 Annual Return Submission 

2.1 Statutory Auditor  

2.1.1 Landing Page 

Clicking on the navigation menu, leads to this screen 
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2.1.2 Add details 

 

 
 
Note: 
• Select format for Annual Accounts (IGAAP, IndAs, Bank) 
• Checkbox needs to be selected for the Declaration provided 
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Auditor details are pre-filled based on user created in Access management screen 
User details tagged to AR bundle in access management screen will be pre-filled here.  
User then needs to click on Save & Proceed button 
 

 
Note: 
Post adding statutory auditor, member can start submission process under each tab 
• All tabs are initially yellow and will turn green based on user confirmation defined 

in each tab 

• Post final review, e-sign can be initiated to complete submission 
• Based on member constitution, Partner or Proprietor Details tab will be shown (here 

corporate) 
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2.1.3  Upload Documents 

After clicking Save & Proceed, user lands on Annual Accounts Upload tab screen 
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Note: 

• Download utility to generate XBRL format 

• Upload the below documents as per the guidelines on the screen 
o Financials in XBRL format 

 
o Annual Accounts in PDF format (Annual Accounts to include Balance Sheet, 

Profit & Loss, Schedules & Notes to Accounts, Directors Report and 
Generated PDF Report from Utilities.) 

 
 

o Auditors report in PDF format 
 

• Select all checkboxes 
 

• You can navigate to other tabs (Auditor’s declaration, Net worth certificate etc.) 
without upload or confirmation. However, submission of Annual Return will be 
completed only when all the uploads have been made and all the tabs in the 
application turn green. 

 
 

2.2 Auditor’s Declaration 

2.2.1 Landing Page 

Clicking on Auditor Declaration tab user lands on the below page 
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Note: 

• Annual Accounts to be sent to Statutory Auditor for confirmation 

• Accounts cannot be sent until uploaded  

• Option to Download application in pdf format is available in all the tabs 
 

2.2.2 Send account to statutory auditor 

Click to send Annual Accounts to Statutory Auditor for confirmation 
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Clicking on Send Annual Accounts to Statutory Auditor, the status gets updated  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: 
• The user can reupload the document  
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2.3 Net Worth Certificate 

Clicking on Net Worth Certificate tab, user lands on the below page 
 
Note: 
• User details tagged under the AR N/w bundle in the user access management screen 

will be pre-filled and can certify the networth 
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2.4 OSE details 

Clicking on OSE Details tab, user lands on the below page 
 
 
 
Note: 
• Select Yes if member of any other stock exchange 

• Membership Details pre-filled based on previous submission if ‘Yes’ is selected 
above 

• Select the checkbox to proceed 
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2.5 Listed in Details 

Clicking on ‘Listed in Details’ tab, user lands on the below page.  Add details and select 
the checkbox to proceed 

 
Note: 
• Select Yes if member is listed in stock exchange 
• Membership Details pre-filled based on previous submission if ‘Yes’ is selected 

above 
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2.6 Financial Details 

Clicking on Financial Details tab, user lands on the below page 
 
 

Note: 
• Membership Details pre-filled if annual accounts are uploaded 
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2.7  Shareholder Details (only Corporates) 

Clicking on Shareholder Details tab, user lands on the below page 
 
 

 
Note: 

• If details are not accurate, select 'No'. Application can be submitted however 
approval will be granted after updating the accurate values with exchange. 
Complete Pending Confirmations section 

• Details pre-filled as per exchange records 
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2.8 Director Detail (as per the constitution) 

Clicking on Director Details tab, user lands on the below page 

 
Note: 

• If details are not accurate, select 'No'. Application can be submitted however 
approval will be granted after updating the accurate values with exchange. 
Complete Pending Confirmations section 

• N.A. for individuals, Partnership firms, LLP 

• Details pre-filled as per exchange records 
 
 



      
 

17 
 

USER MANUAL 
Annual Returns Submission 

 

Confidential 

2.9 Partner Detail (as per the constitution) 

Clicking on Partner Details tab, user lands on the below page 
 

Note: 

• If details are not accurate, select 'No'. Application can be submitted however 
approval will be granted after updating the accurate values with exchange. 
Complete Pending Confirmations section 

• N.A. for individuals, Corporate & Banks 

• Details pre-filled as per exchange records 
 



      
 

18 
 

USER MANUAL 
Annual Returns Submission 

 

Confidential 

2.10 Proprietor Detail (as per the constitution) 

Clicking on Proprietor Details tab, user lands on the below page 
 

Note: 

• If details are not accurate, select 'No'. Application can be submitted however 
approval will be granted after updating the accurate values with exchange. 
Complete Pending Confirmations section 

• N.A. for Corporates, Banks, Partnership firms, LLP 

• Details pre-filled as per exchange records 
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2.11  Application Review & E-sign 

Clicking on Review tab, user lands on the below page 
 

 
 
Note: 

• Status for each tab displayed & Hyperlinks available to navigate each tab  

• Application can be submitted when all tabs are green (except pending 
confirmations sections like Director/Partner/Proprietor/Shareholder/Networth 
details 
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Clicking on Submit on Review tab, user lands on the e-sign page 
 
 

Note: 

• Select signing authority (list as per constitution) 

• Select mode & Initiate e-sign 

• Details will be sent to email Id of the signatory 
 

• On clicking on ‘Initiate E-sign’ the user will be provided with a link on the email. 
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The user needs click on the ‘Click here’ link. Upon which the user will be provided with 
an OTP on the email Id, entering the same will redirect the user to the E-signing 
portal. 
 

 
 

• On successfully entering the OTP the PDF form of the Application will be 
displayed and user needs to click on ‘Sign Now’ button to proceed ahead. 

 
 

• Clicking ‘Sign now’ will re-direct the user to the screen where the Aadhar 
number needs to be entered. 
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• The Aadhar number needs to be entered and ‘Send OTP’ needs to be clicked. 
Please note OTP will be sent on the mobile number and email id registered with 
the Aadhar card through the medium of a text message and email. 
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• On entering the OTP, the Verify OTP button will be enabled and user can 
proceed further clicking on the same. 

 

 
On completion of the E-signing process the same shall be updated on the respective 
application as well. Please note the update on the application will take a few 
moments.  
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After successful e-sign, submission is complete 
 

 
 

 
Note:  

• If there are any pending confirmation's, then Application Status will show 
Application Submitted else Application Approved 
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Application status screen after successful submission 

Note:  

• Instant Approval if there are no pending confirmations 

• Pending approval if there are pending confirmations 
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3 Statutory Auditor Confirmation 

3.1 Landing Screen 

Clicking on the navigation menu, leads to this screen 

  
 
Note: 

• Click on App.ID to view members annual accounts 
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3.2 Detailed view of an application 

Clicking on the App.ID menu, leads to this screen 

 
Note: 
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• View/download annual submissions by member 

• Tick the declarations to ‘Confirm’ else If deficiencies found, inform the member 
(offline) to re-upload 

3.3 If deficiencies found, inform the member (offline) to re-upload 

 
Note: 
Member can view/download e-signed auditor declaration  
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Statutory Auditor can track the application status 
 

 
 

 
 
 
 
Note: 

• Accounts related documents available for view/download 

• Approval tab turns green post member submission else stays yellow 

4  Net-worth Auditor Confirmation 

4.1 Landing Screen  

Clicking on the navigation menu, leads to this screen 

 
Note: 

• Click on App.ID to view members annual accounts 
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4.2 Detailed view of Application 

Clicking on the App.ID menu, leads to this screen 
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Note: 

• Select the method and Enter audited data 

• Enter UDIN and generate net worth certificate 
 

  



      
 

32 
 

USER MANUAL 
Annual Returns Submission 

 

Confidential 

4.3 E-sign & send certificate to member 

After e-sign successful, send certificate to member 
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Re-send certificate if comments received from member 
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Note: 

• Members can send back to auditor for revision 

• Auditor can re-enter revised numbers to generate new certificate or send back 
original certificate 
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4.4 Shortfall or high variation in Net Worth 

After member submits to exchange, comments by member are shown in case of 
shortfall or high variation  

 
 
If shortfall is detected, then Auditor must generate revised certificate and complete 
Pending Confirmations section 
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4 Complete Pending Confirmation 

4.5 Landing Screen 

After member submits to exchange, lands on Dashboard 
 

 
Note: 
Click on App.ID to navigate to status tracker 

4.6 Navigate to status tracker dashboard 

Note: 
If there any sub-tabs with confirmation pending, then this tab is displayed and in 
yellow colour. 
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4.7 Actions on ‘Confirmation Pending’ tab 

Sub-tabs with confirmation pending are listed. Submit accurate details to exchange via 
separate application like change in director, SHP etc. Click on the button ‘Click here’ 
to view revised values for e.g., Director details as per the latest exchange records are 
displayed. Click on ‘confirm’ button to complete pending submission 
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Approval granted after all open actions are complete 

 

 
 
Note: 
View/Download Submitted document, Revised application and Approval letter. 

5  Frequently Asked Questions 

Q. How do I begin Annual Return process? 
 
A. Member need to register Statutory Auditor and Net worth Auditor under ‘Annual 

Return Bundles’. Once registered Member can login to Parivartan portal and initiate 
Annual Return request from  

    Annual - >Regulatory Menu > Annual Returns 
 
 
Q. Member user is a bank, how does member user indicate the same considering annual 

return format is different 
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A. Member need to select ‘Annual Account format’ from dropdown with options – 

IGAAP, IndAs, Bank 
 
 
Q. Do member need to sign details submitted? 
 
A. Yes E-sign is mandatory for the member application, along with Statutory auditor 

declaration and networth certificate which are e-signed by the respective auditor. 
 
 
Q. Do I need to submit the annual accounts in XBRL format only? 
 
A. Yes, Member can download utility from ‘Annual Account Upload’ section and enter 

the financial details to generate the XBRL output. Member can import existing XBRL 
as use as input for XBRL utility. 

 
 
Q. Is navigation between tabs allowed without submitted entire content? 
 
A. Yes user can navigate between multiple tabs 
 
 
Q. how do I check status of account submitted to Auditor? 
 
A. In ‘Auditor Declaration’ tab status of accounts submitted is captured 
 
 
Q. Partner/Director/Shareholder details were not accurate and annual accounts were 

submitted but exchange has not approved them? 
 
A. Member needs to get the details updated with exchange through the respective 

process, and once approved by exchange the annual account will be approved 
 
 
Q. As a statutory auditor, how do I access the member submitted application 
 
A. From Dashboard, Auditor need to navigate to Regulatory > Annually > Annual 

Returns – Click on Application Id to view details  
 
 
Q. As a statutory auditor, Do I have option to download submission by member on local 

system or only viewing rights 
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A. Auditor has option to download submission on local system 
 
 
Q. As an Auditor, How I do track current status of application? 
 
A. Auditor can click on application ID which will redirect to ‘Status Tracker page’ 

which will reflect current stage of application 
 

 
 
 


