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Highlights

Simpler process to modify the details of the company

Track the application process

Faster and systematic method 

Direct upload of documents    

Minimum Error   
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The Purpose 
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CDSL is now pleased to inform you that a functionality has been provided through 
which the Issuers can verify & update their company details themselves.

It is through the ISSUER PORTAL the following details can be modified. 

• Registered Office address
• Correspondence Office address
• Billing Office address
• GST Number
• Contact Email ID
• Contact details
• CIN Number
• PAN Number
• LEI Number
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• Send the request letter on 
masters@cdslindia.com the 
request letter on the company 
letter head mentioning the 
following details for the login.

➢ Issuer id
➢ Contact person
➢ Designation
➢ Email ID
➢ Phone number (mobile no. for 

OTP)
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Requirements

Admin login

Create the admin login to 
access the issuer portal facility 
if not created previously.
• To create/modify  admin 

login contact CDSL on 

masters@cdslindia.
com

Issuer
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User Login
Use the Admin login to 
create a user login . Issuer 
can modify user login details 
through admin login in case of 
change in the same.
To provide the rights 
mentioned below to the user 
login.

Update Issuer Detail

Change Name

Change Registered Address

Change Correspondence Address

Change Billing Address

Change email Address

Change GSTN Number

Modification Issuer Details

ISSUER upload

Change Other Details
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Document Requirements

REGISTERED OFFICE ADDRESS
• Request letter in the provided 

format
• INC 22 form
• Challan of the form
• MCA Master Data

CORRESPONDENCE ADDRESS 

• Request letter in the provided 

format

CONTACT EMAIL ID

• Request letter in the provided 

format
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BILLINGOFFICE ADDRESS
• Request letter in the provided 

format

GST NUMBER
• Request letter in the provided 

format
• GST Certificate
• If GST is not applicable to the  

company,  then the issuer can 
click on the            NA tab and 
declaration on company 
letterhead.
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Document Requirements

CONTACT DETAILS

• Request letter in the provided 

format

CIN NUMBER

• Request letter in the provided 

format  & Latest COI Certificate

PAN NUMBER

Request letter in the provided format  & 

Latest PAN Card 
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LEI NUMBER

Request letter in the provided format  

& Latest LEI Certificate

Issuer
Portal

CONTACT PERSON NAME & 
DESIGNATION 

• Request letter in the provided 
format

OTHER DETAILS
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Procedure to create the user login and 
provide rights:

Use the following link to login issuer centre

https://issuercentre.cdslindia.com/Home/Login

Login with admin login > click on USER MANAGEMENT > Click 

on ADD > Click on the PEN ICON (1st icon)  > Fill in all the details  

& SUBMIT >  Click on the MAIN ICON (4th icon) > Provide the 

privileges as mentioned on pg 6.
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Procedure to create the 
request for updation of details:

Use the following link to login issuer centre

https://issuercentre.cdslindia.com/Home/Login

Login using the newly created User login > Enter 

the OTP received on registered email id and mobile 

number > Click on Update Issuer Details> Click on 

the type of details to be modified > Enter the new 

details > Upload the documents as per the 

documents list mention on pg 6 to 9  >  Submit the 

application post upload of document.
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Procedure to modify the 
request created:

In case the issuer wishes to submit the details later 

they can save the details . 

Later the issuer can go to the MODIFICATION 

ISSUER DETAILS tab > Search for the request using 

the date range & status range > Click on the PEN 

ICON (1st icon) > Modify the pending detail > 

Submit the request by clicking on submit.
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Thank you
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