
Offline Filings of Annual Forms 

1) What are the steps involved in filing the form in Offline mode? 

Access the form through MCA services – E-filing – Annual forms- kindly note that pop-ups 
are enabled in the Parent form with basic informaƟon e.g. CIN, 
-on Save and submit- The page is divided into mulƟple secƟons, It is mandatory to click on 
save buƩon aŌer each secƟon, to enable ediƟng next secƟon. 
- Accordion/Panel for applicable linked forms will be enabled for the user. 
- Fill up the basic informaƟon of linked forms as applicable (AOC-1, AOC-2, AOC-4 CFS, CSR-2, 
Extract of Auditor’s Report [Standalone], Extract of Auditor’s Report [Consolidated], Extract 
of Boards report) 
- Click on Proceed buƩon to submit Parent and linked forms with basic informaƟon 
- Excel gets generated, and download excel opƟon would be displayed to the user. 
- One Zip file will be downloaded containing all excels with parent and applicable linked 
forms. 
- One complete blank excels set for parent and applicable linked forms (only previous year 
figures if applicable and informaƟon provided in the respecƟve web form secƟon shall be 
prefilled) will be downloaded. In the downloaded excels, web form fields which are prefilled 
will be non-editable. 
- Fill the relevant excels in offline mode. 
- Upload one by one filled excel against each form secƟon and when the first excel is 
uploaded  and successfully validated, then only the next form related ‘Choose file’ buƩon 
will get enabled. 
- In case of excel validaƟon errors, the user will be displayed error messages in a txt file and 
will be required to make necessary changes in the Excel. 
- The user can download individual excel once it is uploaded by clicking ‘Download’ buƩon 
which is corresponding to excel aƩachment. If user is clicking on ‘download’ buƩon the last 
uploaded will get downloaded. 
- Once all excels are successfully validated, click on “Proceed” acƟon buƩon. 
- AƩach required aƩachments of Parent and linked forms. 
- Click on ‘Submit’ acƟon buƩon against each form aŌer aƩaching mandatory aƩachments. 
- System performs all server-side validaƟons on click of each ‘Submit’ acƟon buƩon. 
- SRN is generated upon submission of webform(s) (The SRN can be used by the user for any 
future correspondence with MCA.) 

2) Can I choose Offline mode for parent form and Online mode for linked forms or vice-
versa? 

No. OpƟon to choose between Online and Offline mode is applicable only to the Parent 
form. 
 
If the Parent form is filed in Online mode, all the linked filings must also be submiƩed in 



Online mode. Conversely, if the Parent form is filed in Offline mode, all linked filings must be 
filed in Offline mode. 

3) What are the different Edit form scenarios in Offline mode? 

Scenario 1 – If the user leaves the page aŌer only clicking on ‘Save’ buƩon on the parent 
form Accordion/Panel. 
- Only parent form Accordion/Panel and 1st secƟon before ‘Save’ buƩon on this 
Accordion/Panel will be editable to user. User needs to click on ‘Save’ to enable the 2nd 
secƟon on the page where ‘Submit’ buƩon is displayed. 
- Linked form Accordion/Panels will not be visible to user at this point of Ɵme. 
- AŌer user clicks on “Submit” buƩon, Accordion/Panels for applicable linked forms would 
become visible to the user. 
- AŌer successful submit the form filing process would conƟnue as per normal process 
 
Scenario 2 – If the user leaves the page aŌer clicking on ‘Submit’ buƩon on the parent form 
Accordion/Panel 
- All the forms (Accordion/Panels) applicable to the user will be shown as per last submission 
of parent form, 
- If user updates any details and clicks on “Submit” buƩon in the parent form 
Accordion/Panel, then – 
a complete blank excel set (only previous year figures and informaƟon provided in the 
respecƟve web form secƟon shall be prefilled) will be downloaded. Blank excels are required 
to be generated in this scenario as the enƟre funcƟonality of linked forms web fields 
generaƟon and excel generaƟon is dependent on parent web forms fields. 
Scenario 3 – If user Edits Linked form 
- All the Accordion/Panels applicable to the user will be shown as per last submission of 
parent form 
- User then can open any of the applicable linked form Accordion/Panel and fill in the data 
and submit the linked form. 
- Complete excel set will be downloaded with all excels prefilled with the last uploaded data, 
except for the form for which the web form data is modified. Blank excel shall be generated 
for the relevant linked form for which modificaƟon is carried out. (ExcepƟon to this will be in 
case of Extract of Auditors Report (Standalone) and Extract of Directors Report where blank 
‘Extract of Directors report’ would get generated if any change is done in Extract of Auditor 
Report (Standalone). 

4) Can I edit the web form fields which got prefilled in the excel while filling offline form? 

No. User will not be able to edit any web-form fields in the excel. However, users can edit 
the web form by clicking on ‘Edit’ buƩon on applicaƟon dashboard. 
 
A pop-up message will be displayed when the user expands parent form Accordion/Panel 



depicƟng that if user changes any details in parent form, then all the applicable linked forms 
would get reset. A complete blank excel set (only previous year figures and informaƟon 
provided in the respecƟve web form secƟon shall be prefilled) will be downloaded in this 
case. Blank excels are required to be generated in this scenario as the enƟre funcƟonality of 
linked forms web fields generaƟon and excel generaƟon is dependent on parent web forms 
fields.  

5) What should I do if I click on any offline form and it is not loading? 

The offline form will open in pop up window browser. You have to enable pop up in your 
browser. 

6) What happens if I enter the SRN of ADT-1 in AOC-4, but that SRN is marked as defecƟve 
or not associated with the same financial year for which AOC-4 is filing? Whether I 
required to modify web form and generate fresh excel again? 

If the SRN entered in AOC-4 is not approved, not associated with the company, or the 
financial year end date does not fall within the period of appointment menƟoned in field 4(i) 
of ADT-1, the web form will display an error message during validaƟon. You will not be able 
to submit the web form unƟl the SRN is corrected. Please check and file ADT-1 form for the 
relevant period if not done already. 

 


