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Module Brief Description(Page 1/1)

Module Name Module Description

User Registration This module is used for registration or signup in the 
e-Filing system. Without registration, users will not be 
able to access or use the e-Filing application. 

Fresh Appeal Filing The step by step process by which user can file a 
fresh Appeal in the system.

Miscellaneous Application Filing The process of filing different types of miscellaneous 
applications on the existing appeal or Lodging no.

Review Application Filing  The process of filing review applications on the 
disposed appeal.



Module Brief Description(Page 1/2)

Module Name Module Description

Additional Document/Reply Filing Module to submit additional documents such as 
replies, rejoinders, written submissions, etc., in an 
ongoing appeal. 

Defective Cases(Re-filing) Under Defective Cases, the list of Appeals, MAs, and 
RAs for which objections are marked will be available 
for refiling. 

Upload Appearance Under the Upload Appearance module, users can 
upload their appearance. 

Certify Copy Request A module where users can submit a request to obtain 
a certified copy of an orders/documents. 



Module Brief Description(Page 1/3)

Module Name Module Description

Case Tracker Under the Case Tracker module, users can track the 
status of their appeal 
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registered 
usernameEnter password 

associated to the 
username

Click to view 
your entered 
password

Enter valid 
captcha

Click to 
refresh 
captcha

Enter valid 
captcha and 
click on login

Registered User Login



 Disclaimer

Read the 
disclaimer and 
click to agree



User Dashboard
On the dashboard 
user can see the 
different actions 
taken by this user



  Fresh Filing > New Appeal Filing

To file fresh new 
appeal, click on filing 
and then click on “Fresh 
Filing(New Appeal)”



  Fresh Filing > New Appeal Filing: Basic Details

To file fresh new 
appeal, click on filing 
and then click on “Fresh 
Filing(New Appeal)”

To file fresh new 
appeal, click on filing 
and then click on “Fresh 
Filing(New Appeal)”

Based on your filing type select the regulator 
ie. SEBI, IRDAI, PFRDA

Note: By default SEBI will be selected, if you 
are filing under IRDAI or PFRDA then select 
the respective option.



  Fresh Filing > New Appeal Filing: Basic Details

1.select the related acts/rules (Use ctrl+click 
for multiselect)
2.Select order passing authority(based on 
this fees will be calculated on the basis of 
penalty)
3.Enter penalty imposed



  Fresh Filing > New Appeal Filing: Basic Details
Enter impugned order details, by default 45 
days calculation is there to calculate delay, 
If you are filing under SCRA act then 
“Check this for SCRA Act” then 15 days 
calculation will happened and the delay will 
calculate based on the selection.

Click to add 
more impugned 
order details

Click Save to save the basic 
details. After saving, your 
case/appeal will be saved as a 
draft. You can edit or finalize it 
at any time. 



  Fresh Filing > New Appeal Filing: Appellant Details

To add appellant select the 
appellant type ie. 
Organization or Individual



  Fresh Filing > New Appeal Filing: Appellant Details

Enter all the mandatory 
details(*) and click on Add 
Appellant



  Fresh Filing > New Appeal Filing: AddedAppellant Details

Added appellant details 
will be display here you 
cand multiple appellant, 
edit and delete

After adding all the 
appellants click on save 
and next.



  Fresh Filing > New Appeal Filing: Respondent Details

To add respondentt select 
the Respondent type ie. 
Organization or Individual

Enter all the mandatory 
details(*) and click on Add 
Respondent.



Fresh Filing > New Appeal Filing: Respondent Details

If the email id and Mobile no. of 
respondent is not available then untick 
this checkbox.
Note: If possible provide email id it will 
hepl to sned all the communication over 
mail.



Fresh Filing > New Appeal Filing: Added Respondent Detail

Added respondent 
details will be display 
here, you can add 
multiple respondent, edit 
delete

After adding all the 
Respondent click on save 
and next.



Fresh Filing > New Appeal Filing: Advocate/AR/Councel Details
Select this option if 
want to add 
Advocate/AR/Councel

Select this option if 
the appellant file 
In-Person

Select the party for 
which the 
Advocate/AR/Councel 
will be added.

Search the counsel name and 
select, the details will be autofill.

Note: The counsel should be 
registered then it will appear in 
the list

Click to add 



Fresh Filing > New Appeal Filing: Added  Advocate/AR/Councel Details

Added Advocate/AR/Councel 
details will be display here, you 
can add same as well as 
different advocate for all 
appellant

Click to save and 
next

Click to delete if 
added by 
mistakenly



Fresh Filing > New Appeal Filing: MA Details

Enter the no. MA 
want to add

Click to select 
MA nature

Click to save 
and next



Fresh Filing > New Appeal Filing: Fees Details

This the calculated fees 
based on penalty and 
authority

Click to save and 
next



Fresh Filing > New Appeal Filing: Document Upload

2.Select document 
type

4.Select a PDF file to upload 
(Maximum file size: 100 MB, 
maximum 250 pages. Only PDF 
files are allowed.) 

Click to 
agree 
undertaking

3.Enter page 
from-to

1.Select the 
appellant 
name

After providing all mandatory 
details click to add document 
and wait for confirmation

Click to BharatKosh Link 
for payment and 
download receipt and 
upload here.



Fresh Filing > New Appeal Filing: Uploaded Document List

All uploaded document 
list will be visible here

If user add same 
document type multiple 
time the system convert it 
into volume 1, volume2….

Click to view and delete 
the uploaded document

Click to save and 
next



Fresh Filing > New Appeal Filing: Final Preview

This is the final preview of all the details 
filled in previous tabs to cross 
verify.You edit the details anytime 
before final submit.



Fresh Filing > New Appeal Filing: Final Preview



Fresh Filing > New Appeal Filing: Final Preview

If all the details is fine 
then click on save and 
next



Fresh Filing > New Appeal Filing: Payment Details
Select the option of 
payment for filing fees

After entering all details 
click to add amount.



Fresh Filing > New Appeal Filing: Payment Details

User can add multiple 
payment details

Click to final submit your 
appeal will be e-filed



Fresh Filing > New Appeal Filing: Efiling Completed

After final submit the appeal 
will be e-filed user will receive 
the Appeal Lodging No. and 
MA No.

Click to print the 
filing receipt.



Fresh Filing > New Appeal Filing: Print Filing Receipt

This will be a filing 
receipt

Click to 
print



Filed Cases/Appeal List:

To check your e-filed 
cases, click on Filing> 
Filed Cases

Click on Lodging No. 
user can see the case 
details and document User can see the 

Status of Appeal



Filed Cases/Appeal List: Case Preview



Filed Cases/Appeal List: Case Preview



Filing> Draft Case/Appeals
Under Filing > Draft Cases, you can 
find appeals that were left 
incomplete during the filing process. 
The partially completed filings, with 
saved details, are available here. 

To complete filing, click to 
Edit-Final, user will land on 
that tab where he left the 
form



MA Filing : Basic Details

Click to file MA in 
existing appeal

Click to file MA in 
existing appeal
Search the appeal by 
Appeal Lodging no. or 
Appeal/Case No. After providing valid 

AL No. or 
Appeal/Case No. click 
to search

After search, verify 
details and click on 
Save & Next



MA Filing : Party Details

Choose appellant if filing 
the MA on behalf of 
Appellant.

Choose the corresponding 
party name and click to 
svae and next



MA Filing : Party Details

Choose Respondent if 
filing the MA on behalf of 
respondent.

Choose the corresponding 
party name and click to 
svae and next



MA Filing : Party Details
Choose Third Party if 
filing the MA on behalf of 
third party/Intervener.

Choose Organization or 
Individual based on the 
type of intervener.

Fill all the mandatory 
detail and click to add 
party 



MA Filing : Councel/Advocate/AR Details

Choose Advocate/AR if 
want to add Choose In-Person if 

filing by in-person.

Select the party for 
whom the Advocate/AR 
will be added. 

Select the 
advocate/ar name 
from the list 

Click to add



MA Filing : Added Counsel/Advocate/AR Details

Added 
councel/Advocate/AR list 
will be displayed here you 
can delete or add more.

Click to Save & Next



MA Filing : MA Details

Select the MA nature
Note: At a time only 
one MA can be 
added

Click to Save & Next



MA Filing : Document Upload

Select party 
name

Select document 
type Enter from-to 

page no.

Select a PDF file to upload (Maximum 
file size: 100 MB, maximum 250 
pages. Only PDF files are allowed.) 

Click on 
undertaking

After upload click 
to save & next



MA Filing : Uploaded Document List

After upload 
click to save & 
next

Click to view and 
delete uploaded 
document if 
required



MA Filing : Checklist

Fill the 
checklist

Click to save 
and next



MA Filing : Final Preview
This is the final 
preview of all details 
filled in the previous 
tabs



MA Filing : Final Preview

Verify all the details. If you want to 
make any changes, click on the 
respective tab. Otherwise, click on 
Save & Next to proceed with the 
final submission 



MA Filing : MA Filing completed  successfully.

This will be your final MA no.

Click to print the MA 
filing receipt

Click to Home you 
will be land on 
dashboard



MA Filing : MA Filing Receipt

Click to print or download 
the filing receipt



RA Filing : Case Search

1. To file Review 
Application, click on RA 
filing

2. If searching by AL No. 
then choose AL No. and if 
Searching by Appea No. 
then choose Case No.l 

3.Enter the AL 
No./Appeal No. 
then click to 
search

4.Verify the searched 
details and click on save 
& next.



RA Filing : Party Details

1. To file Review 
Application, click on RA 
filing

1.Choose Appellant if RA filling 
on behalf of Appellant, Choose 
Respondent if RA filing on behalf 
of respondent. 2.Click to select party 

name.

3.Click to save & next





RA Filing : Advocate/Cousel/representative Details

Select to add 
advocate details

Select if 
Appellant/respondent 
in-person

Click to Select 
party name 

Search advocate name 
and select to add, all 
details will be 
autofetched

Click to add 
advocate details



RA Filing : RA Details

Click to save & 
next



1.Click to select 
party name

RA Filing : Document Upload

2.Click to select 
document type

3.Click to 
upload pdf

4.Click to check 
undertaking 5.Click to save 

& next



Uploaded 
Document list 
will be visible 
here

RA Filing : Document Upload

Can delete and 
view the 
document

Click to save 
and next



RA Filing : Final Preview
All the details filled in 
previous tabs will be 
visible here on final 
preview. 



RA Filing : Final Preview

Verify All the details 
and clicked on save & 
next to file the RA



RA Filing : Reciept

Your RA successfully 
filed and this your final 
RA No.

Click to print the RA 
filing receipt.



RA Filing : RA Reciept

Click to print the RA 
filing receipt.



Additional Document/Reply Filing : Case Search

Click to file additional 
document, reply, rejoinder 
etc. in the existing appeal.

Search your case/appeal 
by AL No. or Case/Appeal 
No.



Additional Document/Reply Filing : Case Details

Verify case details and 
click to save & next



Additional Document/Reply Filing : Party Details

Select the party on 
whose behalf the 
document is being filed. 

1.Select the party on 
whose behalf the 
document is being filed. 

2.Select the party name 
on whose behalf the 
document is being filed. 

3.Select the document 
type. 

4.Click to save & 
next. 



Additional Document/Reply Filing : Document Upload

1.Select the party 
name. 

2.Select 
document type

2.Select 
document type 
and choose file to 
upload.

3.Click to add 
document

4.Check 
undertaking.



Verify 
uploaded 
document.

Click to Save 
& next.

Additional Document/Reply Filing : Document Upload



Select Add conceal if want 
to add 
advocate/representative

Additional Document/Reply Filing : Add Concel/Representative

Select In-Person, if 
appellant/respondent is 
In-person.

Select advocate 
name all data will 
be autofilled.

Click to add



Check the checklist 
point

Additional Document/Reply Filing : Checklist

Click to save & next



Verify all the details 
on final preview

Additional Document/Reply Filing :Final Preview



If everything is ok, 
click to save & next

Additional Document/Reply Filing :Final Preview



Your additional document, 
reply,rejoinder etc. has been 
filed successfully. This will be 
your reference doc no.

Additional Document/Reply Filing :Receipt

Click to print 
receipt.



Additional Document/Reply Filing : Filed ADditional Documents List

Click to view e 
filed additional 
document list.

Click to view e 
filed additional 
document.



Additional Document/Reply Filing : e-Filed Vakalatnama List

Click to view e 
filed 
vakalatnama  
list.

Click to view e 
filed 
vakalatnama.



1.Click to 
upload 
appearance

Upload Appearance : Case Search
2.Search the 
case by AL No. 
or Case/Appeal 
No.

3.Verify all 
details and click 
to save and next



Upload Appearance : Party Details 1.Select the party type on 
whose behalf the 
appearance will be 
uploaded. 

2.Select the 
party name 

Add remark if 
any

Select 
document type

Click to save & 
next



Upload Appearance : Document Upload

1.Select 
document type

2.Select hearing 
date(Current date will 
be selected only)

3.Choose file to 
upload

4.Check 
undertaking 6.Click to save 

& next

5.Enter 
causelist sr. 
no. of your 
matter.



Upload Appearance : Document Upload

Uploaded document list will be 
visible here you can view/delete 
the uploaded document



Upload Appearance : 

Appearance submitted

Upload Appearance : 

Appearance submitted



Upload Appearance : Uploaded Appearance List

Click to view 
uploaded/submitted 
Appearance

You can search 
by Hearing date

Click view 
uploaded 
document



Certify Copy Request : Case Search

1.Click to File 
certify copy 
request

2.Search the 
case by AL No. 
or Case/Appeal 
No.

3.Verify all 
details and click 
to save and next



1.Select the party type on 
whose behalf the certified 
copy request will be filed. 

2.Select the 
party name Click to save & 

next

Certify Copy Request : Case Search



Select the matter for which 
the certified copy request 
will be filed

Certify Copy Request : Select Matter



1.After selection of 
matter fill up the all 
fields 

Certify Copy Request : Select Matter

2.Click to add 
matter.

3.Clicksave & 
next



Submitted matter 
details will be 
visible here.

Certify Copy Request : Select Matter

Click to save 
& Next



Submitted matter 
details will be 
visible here.

Certify Copy Request : Upload Document



On the Final Preview 
page, all the details 
entered in the previous 
tabs will be displayed. 

Certify Copy Request : Final Preview



Click to save 
and next 

Certify Copy Request : Final Preview



Click to confirm 
and proceed to 
filed certified 
copy request

Certify Copy Request : Final Preview

Click to final 
submit



Your certified copy 
request has been 
submitted successfully 
and this will be your 
reference no.

Certify Copy Request : Receipt

Click to 
print 
receipt



Certify Copy Request : Receipt

This is the acknowledgement 
receipt of e filed certified copy 
request



Certify Copy Request : Receipt

Click to view your 
submitted certified 
copy request

Here you can see the 
e-filed certified copy 
request.



Case tracker: Search Case

Click to view case 
status

Enter the appeal no 
and click to search.



Case tracker: View Status

Click to view case 
status



Case tracker: View Status Here you can see the 
all details of searched 
appeal.



Defective Cases : Appeal Refiling

Click to Appeal 
refiling, to view 
objection raised in 
your e-filed appeal

Click to view 
objection raised in 
your e-filed appeal

Click to remove 
objection and 
refiled the appeall



Defective Cases : Appeal Refiling

In this section, you 
can see the 
objection raised in 
your appeal.



Defective Cases : Appeal Refiling
During appeal 
refiling, you can 
modify any details 
as required. 



Defective Cases : Appeal Refiling After modifying the 
details confirm all 
details on final 
preview.

Click to refile



Defective Cases : Appeal Refiling Your appeal has 
been refiled 
successfully.



Defective Cases : MA Refiling

Click to MA refiling, 
to view objection 
raised in your 
e-filed MA

Click to view 
objection raised in 
your e-filed MA. Click to refile



Defective Cases : MA Refiling

Here you can view 
objection raised in 
your e-filed MA.

Defective Cases : MA Refiling

Here you can view 
objection raised in 
your e-filed MA.



Defective Cases : MA Refiling
In MA refiling, you 
can add/update 
advocate/councel

In MA refiling, you can 
add/delete document 
existing and new document



Defective Cases : MA Refiling

Click to confirm for 
refiling

Click to refile the 
MA.



Defective Cases : MA Refiling

Click to confirm for 
refiling



Defective Cases : MA Refiling

Your MA refiled 
successfully.



Click to MA refiling, 
to view objection 
raised in your 
e-filed MA

Click to view 
objection raised in 
your e-filed RA.

Click to refile

Defective Cases : RA Refiling



Defective Cases : RA Refiling

Here you can view 
objection raised in 
your e-filed RA.



Defective Cases : RA Refiling

In RA refiling, you 
can add/update 
advocate/councel

In RA refiling, 
you can 
add/delete 
document 
existing and new 
document



Defective Cases : RA Refiling

Click to confirm for 
refiling

Click to refile the 
RA.



Defective Cases : RA Refiling

Click to confirm for 
refiling



Defective Cases : RA Refiling

Your RA refiled 
successfully.



User Profile : Edit Profile

Click to edit your 
profile details

Click on your name 
to view profile 
settings



User Profile : Edit Profile

Modify your details 
if required and 
save



User Profile : Change Password

Click to change 
password

Enter old 
password

Enter new 
password Click to submit 

and relogin with 
new password



User Profile : Logout

Click to logout



Thank YouThank You!


