
GUIDELINES FOR COOPERATVE SOCIETIES 

 “SAMABAYA SAMEEKSHYA”, DCA, ODISHA. 

Process for Cooperative Societies: 

 To log in to the Samabaya Sameekshya portal use the url :  

https://samabayasameekshya.odisha.gov.in/ 

 

 

 

 Then entering to dashboard part of CS: 

 

 
 Under Profile a page will open like below : 

 

Under Profile menu a page is opened when my account option is clicked: 

https://samabayasameekshya.odisha.gov.in/


 

 By clicking the personal details tab the CS can see its personal information like Email ID, contact 

no. and address 

 When the  edit details tab is clicked the following page is opened : 

 

Here the CS can edit his profile details, also can upload signature of secretary, president and profile 

photo. 

 There is a sub menu of audit process and audit fee payment options under Activity  Menu: 

 



 
 Entering the Audit process: 

 

 
 

 Click on action button: 

 

 User can select any one of the Auditor/CA FIRM corresponding to the year from allotted cs list. 

After that clicking on action button the page will display like: 

 

 
 Document view will display list of document to be uploaded by the CS. Here the CS can upload 

documents by choosing saved files under different heads : 



 

 

 Letter to Secretary: 

 

 Verification of books and records: 

Here the Secretary can see the entries made by the auditor at the time of commencement of 

audit. 



 

 Letter of commencement of Audit: 

A page like below will open after the letter of commencement option is clicked when the auditor 

commences audit of the concerned CS. Here the secretary can see the details entered by auditor 

at the time of commencement of audit.  

 



 Half-margin Memo : 

The half Margin memo option will be found after clicking on the 3dots under the action option:  

 

 Here the CS can see the Half Margin memo issued by the auditor during the course of audit from 

time to time. A PDF copy can be downloaded for record. Any reply pertaining to the subjects in 

the HMM (Half Margin Memo) can be given in the prescribed box. The same can be viewed by 

the auditor in his/her login. 

 After clicking  on Half Margin  button: 

 

 Summon: 

The summon option can be found after clicking on the 3 dots under action option. 



 

Here, summons issued by the auditor during the course of audit can be viewed by the CS in its login. A 
box has been provided for the CS for any remarks. 
To View Summon : 

 

 

 Audit report: 

The CS will be able to view the Audit Report only when the auditor completes the audit and final 

submission has been made. (By locking the report) Here the CS will be able only to  view the 

Audit Report (PDF). He cannot make any alteration to it. 

Important : A period of 7 days has been given to the CS to approve the AR. Within that period it 

can agree or disagree with the report. He can make remarks in the box provided and click on the 

NOD button. If no action is taken by the CS within 7 days of final submission by the auditor then 

it will be assumed that the Audit report is agreed with and will be moved to the circle for its 

approval. 

 



 
 After audit report is submitted by the auditor, the Society can view the audit report in its log in 

but cannot make any alteration/modification to it. 

 

 One notification is found to be scrolling  at  the top in red lines which says to approve the audit 

report submitted by the auditor by clicking the ”agree “ button. 

 After audit report is submitted by the auditor the “agree” button is found when the audit report 

option under the action button  (3 dots) is clicked .  

 When audit report is issued by the circle the PDF  report is  available only to view the report. 

One compliance button is also there next to it for entry of compliance to any defects, detected 

by the auditor in the audit report. 



 

 Then next option (under activity) is  Audit fee : 

 

 

 When the view button in the audit fee payment page is clicked the payment details can be 

viewed: 



 
 

 To make payment of audit fee online the pay button in the audit fee payment page must be 

clicked and the payment gateway is opened. 

 

 
Here audit fee can be deposited .  

 Make fee payment: 
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