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— About this Book

Welcome to the “Essentials of Digital Statutory e-Filing” training program. This program is de-
signed to equip participants with the essential knowledge and skills required to effectively navi-
gate the digital landscape of statutory e-filing. With the growing importance of compliance and
digital platforms in today’s regulatory environment, this handbook provides a comprehensive
guide to mastering e-filing processes across various statutory obligations.

Throughout this training, participants will gain a thorough understanding of digital statutory
filing requirements, focusing on topics such as income tax returns, GST filings, corporate com-
pliance submissions and other essential government-mandated filings. Emphasis is placed on
leveraging digital tools, ensuring accuracy and maintaining compliance timelines to foster trust
and transparency in financial and legal reporting.

Aligned with the National Skill Qualification Framework (NSQF), this Participant Handbook inte-
grates relevant National Occupational Standards (NOS)/topics, offering a structured and prac-
tical approach to mastering digital statutory e-filing. Whether you are a professional managing
compliance or an individual seeking to stay informed, this program will empower you with the
knowledge and confidence to efficiently meet statutory requirements.

1. BSC/N8114 — Essentials of Digital Statutory e-Filing

2. DGT/VSQ/N0102: Employability Skills (60 Hours)

- Symbols Used
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- =1 — o

Key Learning Unit Exercise Notes Practical
Outcomes Objectives
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Unit 1 - Goods and Services Tax

- Unit Objectives |@

By the end of this unit, the participants will be able to:
Understand TRN and GSTIN

Master Filing NIL Returns

Learn E-way Bill Generation

File Key GST Returns

Manage Composition Scheme Compliance

ke
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Unit 1.1 - Temporary Registration Number (TRN)

Temporary Reference Number (TRN) in GST

Overview

In the context of India's Goods and Services Tax (GST) system, a Temporary Reference Number (TRN)
plays a crucial role in the process of GST registration. It is a temporary identifier issued by the GST
portal to applicants who wish to register under GST but have not yet completed the entire process. TRN
facilitates applicants to save their partially completed applications and continue the registration
process at their convenience.

Understanding TRN is essential for businesses, as GST registration is mandatory for those whose
turnover exceeds the threshold limits or for entities engaged in inter-state supplies, e-commerce, and
other specified activities.

Temporary Reference Number (TRN)?

A Temporary Reference Number (TRN) is a 15-digit number generated by the GST portal when a new user
initiates the registration process but hasn't completed the entire application. The TRN allows the user to
save the progress and resume the registration later. It acts as a provisional reference for the applicant until
they receive their Permanent GST Identification Number (GSTIN).

How to Obtain a TRN?

Obtaining a TRN is a straightforward process that can be completed through the GST portal. Below are the
steps involved:

Step-by-Step Guide to Obtaining TRN:
1. Visit the GST Portal: Go to the official GST portal at https://www.gst.gov.in.

2. Click on ‘New Registration’: On the homepage, under the ‘Taxpayers’ section, click on the ‘New

Registration’ option.

i aton
New Registration
® indicatel mandatory Hakds
New Regitration @ Temparary Reference Number (TRH)

Temporary Reference Mumbssr [TRN)®
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3. Fill in Basic Details: You will be required to fill in basic details such as:
e Business name

e PAN number

e Email address

e Mobile number
e State/UT

4. Verification through OTP: After filling in the necessary details, you will receive two OTPs (one on

your email and one on your registered mobile number). Enter both OTPs for verification.

Werlfy OTP

Mokl || Emad OTF #

0 TP el D Plastalen ] il

ek baavw 1 rwseed thes TP

5. TRN Generation: Upon successful verification, the GST portal will generate a TRN and display it on
the screen. You will also receive an email and SMS containing your TRN.

6. Complete Registration: You can now use this TRN to log in to the GST portal and continue the
registration process. The TRN is valid for 15 days from the date of generation.

hwa':l @ Engish
My Saved Applcation

i Rscord Found

Track Application Status
AlIN Form be. Farm Description Sndamiivabosi [Rallr SLafus

GET RiG-O1 Appbatien for Regilration s Secron Perdry for rdficatan
191} o Goadn g Sarviin Tax At 30

How to Use TRN?

Once you have generated a TRN, you can use it to access the saved application form. Here’s how to use
your TRN to resume the GST registration process:

1. Login with TRN: On the GST portal, choose ‘Temporary Reference Number (TRN)" under the ‘Taxpayer’
section, and enter the TRN provided.

2. Finish the Application: From this point, complete other sections of your application once logged in and
submit any additional documents requested.
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3. Verification with Service Activate: Now provide all the required information and proceed ahead to
submit. GST application reference number (ARN) is used to check the GST number status of your
registration, once you have successfully submitted it.

Unit 1.2 - GST Registration (GSTIN)

GST registration applies to all individuals and entities supplying goods or services in India. GST
registration becomes mandatory when the aggregate value of supplying goods exceeds Rs.40 lakh. The
Ministry of Finance (MoF) has simplified the GST registration process to ease the tax filing process. If the
entity operates in a special category state, GST registration becomes applicable if the value exceeds Rs.20
lakh p.a.

Eligibility Criteria for GST Registration?

The following mentions the categories and eligibility for GST registration and can go through the procedure
for registration under GST.

Aggregate Turnover

Any service provider who provides a service value of more than Rs.20 Lakhs aggregate in a year is required
to obtain GST registration. In the special category states, this limit is Rs.10 lakhs. Any entity engaged in the
exclusive supply of goods whose aggregate turnover crosses Rs.40 lakhs is required to obtain GST
registration.

Inter-state Business

An entity shall register for GST if they supply goods inter-state, i.e., from one state to another irrespective
of their aggregate turnover. Inter-state service providers need to obtain GST registration only if their
annual turnover exceeds Rs.20 lakhs. (In special category states, this limit is Rs.10 lakhs).

E-commerce Platform

Any individual supplying goods or services through an e-commerce platform shall apply for GST
registration. The individual shall register irrespective of the turnover. Hence, sellers on Flipkart, Amazon
and other e-commerce platforms must obtain registration to commence activity.

Casual Taxable Persons

Any individual undertaking a supply of goods, or services seasonally or intermittently through a temporary
stall or shop must apply for GST. The individual shall apply irrespective of the annual aggregate turnover.

Voluntary Registration

Any entity can obtain GST registration voluntarily. Earlier, any entity who obtained GST voluntarily could
not surrender the registration for up to a year. However, after revisions, voluntary GST registration can be
surrendered by the applicant at any time.

'
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GST Registration Process Online

The MoF has simplified the online procedure for registration under GST. The applicant can process GST
registration through the GST Portal. After submission of the application, the portal generates GST ARN
immediately. Using the GST ARN, the applicant can check the application status and post queries if
necessary. Within 7 days of ARN generation, the taxpayer shall receive a GST registration certificate and
GSTIN. The following GST registration process guides you through on how to do GST registration.

Step 1: Go to the GST Portal

Access the GST Portal ->https://www.gst.gov.in/ > Services -> Registration > New Registration option.

Step 2: Generate a TRN by Completing OTP Validation

The new GST registration page is displayed. Select the New Registration option. If the GST registration
application remains incomplete, the applicant shall continue filing the application using TRN number.

¢ Select the Taxpayer type from the options provided.

¢ Choose the state as per the requirement.

¢ Enter the legal name of the business/entity, as mentioned in the PAN database. As the portal
verifies the PAN automatically, the applicant should provide details as mentioned in the card.

¢ Inthe Permanent Account Number (PAN) field, enter PAN of the business or PAN of the Proprietor.
GST registration is linked to PAN. Hence, in the case of a company or LLP, enter the PAN of the
company or LLP.

e Provide the email address of the Primary Authorized Signatory. (Will be verified in next step)

e Click the PROCEED button.

Step 3: OTP Verification & TRN Generation

On submission of the above information, the OTP Verification page is displayed. OTP will be valid only for
10 minutes. Hence, enter the two separate OTP sent to validate the email and mobile number.

¢ In the Mobile OTP field, enter the OTP.
e In the Email OTP field, enter the OTP.

Step 4: TRN Generated

On successfully completing OTP verification, a TRN will be generated. TRN will now be used to complete
and submit the GST registration application.

Notifications & Circulars « Acts & Rules « Grievance

Home - Registration - Verify @ English

You have successfully submitted Part A of the registration process. Your Temporary Reference Number (TRM) is 291700001721TRN.

Using this TRN you can access the application from My saved Applications and submit on GST Portal. Part B of the application form needs to be completed

within 15 days, i.e. by ' 09/07/2017 ' using this TRN.
PROCEED
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Step 5: Log in with TRN

Upon receiving TRN, the applicant shall begin the process of GST registration. In the Temporary Reference
Number (TRN) field on the GST Portal, enter the TRN generated and enter the captcha text as shown on
the screen. Complete the OTP verification on mobile and email.

Services Notifications & Circulars - Acts & Rules « Grievance

Dashboard @ English

My Saved Application
Creation Date Form No. Form Description Expiry Date Status Action

24/06/2017 GST REG-01 Application for New Registration 09/07/2017 Draft n

Track Application Status

You do not have any submitted applications

Step 6: Submit Business Information

Various information must be submitted to navigate how to do GST registration properly. In the first tab,
business details must be submitted.

¢ Inthe Trade Name field, enter the trade name of the business.

¢ Input the Constitution of the Business from the drop-down list.

e Enter the District and Sector/ Circle / Ward / Charge/ Unit from the drop-down list.

¢ Inthe Commissionerate Code, Division Code and Range Code drop-down list, select the appropriate
choice.

e Opt for the Composition Scheme, if necessary

e Input the date of commencement of business.

e Select the Date on which liability to register arises. This is the day the business crossed the
aggregate turnover threshold for GST registration. Taxpayers are required to file the application for
new GST registration within 30 days from the date on which the liability to register arises.
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Dashboard - Business Details @ English
Application Type Due Date to Complete Last Modified Profile
New Registration 08/07/2017 24/06/2017 24%
L d ——
== 2 & & Q b & )
Bugnes Promoter / Authorized Authorized Frincipal Place Additional Goods and Bank Accounts | State Specific Verification
Details Partners Signatory Representative | of Business Places of Services Information
Business

* indicates mandatory fields

Details of your Business

Legal Name of the Business Permanent Account Number (PAN)
PALSIN SHIRA GDDPS5083K
Trade Name Constitution of Business (Select Appropriate)®
Enter Trade Name I Select b I
Name of the State District® State Jurisdiction
Delhi I Select e I ward
Sector / Circle / Ward /Charge / Unit*®
Select .
Center Jurisdiction ( @ Refer the link B for Center Jurisdiction )
Commissionerate Code® Division Code® Range Code*
[ Select 'I | Select ) | I Select iy

Are you applying for registration as a casual
taxable person? @

ad

Option For Composition @ @

ad

Reason to obtain registration® Date of commencement of Business® Date on which liability to register arises®
I Select v | | From | DD/MM/YYYY =] | DD/MM/YYYY ]

Indicate Existing Registrations

Type of Registration Registration No. Date of Registration

Select v Enter Registration Number DD/MM/YYYY ) + ADD % CANCEL

BACK SAVE & CONTINUE

Step 7: Submit Promoter Information

In the next tab, provide promoters and directors information. In case of proprietorship, the proprietors’
information must be submitted. Details of up to 10 Promoters or Partners can be submitted in a GST
registration application.

The following details must be submitted for the promoters:

e Personal details of the stakeholder like name, date of birth, address, mobile number, email address
and gender.

e Designation of the promoter.

¢ DIN of the Promoter, only for the following types of applicants:

= Private Limited Company

= Public Limited Company

= Public Sector Undertaking

= Unlimited Company

= Foreign Company registered in India
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¢ Details of citizenship
¢ PAN & Aadhaar
¢ Residential address

In case the applicant provides Aadhaar, the applicant can use Aadhaar e-sign for filing GST returns instead
of a digital signature.

Dashboard  Promoter / Partners @ English

Application Type Due Date to Complete Last Modified Profile
New Registration 08/07/2017 24/06/2017 24%
Q@ 4 & @
Promoter / Authorized Authorized | Principal Place Additional Goodsand | Bank Accounts | State Specific |  Verfication
Partners Signatory Representative of Business Places of Services. Information
Business
*® indicates mandatory fields
Details of Proprietor
& Personal Information
Name of Person
First Name® Middle Name Last Name
I Enter First Name l Enter Middle Name Enter Last Name
Name of Father
First Name* Middle Name Last Name
I Enter First Name ] Enter Middle Name Enter Last Name

Date of Birth*®

0 Mobile Number *

Email Address *

| ormmpere & | [ 491 | Enter Mobile Number ] [[Erter emeit adaress ]
Gender* X Telephone Number {with STD Code)
i vale # Female & others s> Enter Telephone Number

= Identity Information
Designation / Status®

Enter Designation

Permanent Account Number (PAN)®

GDDPS5083K

& Residential Address

Buil

ing No. / Flat No.*

Director Identification Number €@

Enter DIN Number

Passport Humber (In case of Foreigner)

Enter Passport Number

Floor No.

[ nter Buitding no. / Fiat . / Door o

] | Enter Fioor .

Are you a citizen of India?

Aadhaar Number @

Enter Aadhaar Number

Name of the Premises / Building

| Enter Name of Premises / Building

Road / Street® City / Town / Locality / Village® Country®
| Enter Road / Street / Lane ] I Enter Locality / Area / Village I |' Select v |
State® District* PIN Code*

I Enter State Name

I | Enter District Name

I | Enter PIN Code

& Document Upload

@ File with JPEG format is only allowed.

@ Maximum file size for upload is 1 MB

Choose File | No file chosen

Upload Photograph (of person whose information has been given above)®

Other Information
Also Autherized Signatory

(D

SHOW LIST

KE PICTUI

@You can use your device camera to take selfie photograph.




— 3 Participant Handbook

Step 8: Submit Authorized Signatory Information

An authorized signatory is a person nominated by the promoters of the company. The nominated person
shall hold responsibility for filing GST returns of the company. Further, the person shall also maintain the
necessary compliance of the company. The authorized signatory will have full access to the GST Portal. The
person shall undertake a wide range of transactions on behalf of the promoters.

Step 9: Principal Place of Business

In this section of GST registration procedure, the applicant shall provide the details of the principal place of
business. The Principal Place of Business acts as the primary location within the State where the taxpayer
operates the business. It generally addresses the books of accounts and records. Hence, in the case of a
company or LLP, the principal place of business shall be the registered office.

For the principal place of business enter the following:

e Address of the principal place of business.

o Official contact such as Email address, telephone number (with STD Code), mobile number field and
fax number (with STD Code).

e Nature of possession of the premises.

If the principal place of business located in SEZ or the applicant acts as SEZ developer, necessary
documents/certificates issued by Government of India are required to be uploaded by choosing ‘Others’
value in Nature of possession of premises drop-down and upload the document.

In this section, upload documents to provide proof of ownership or occupancy of the property as follows:

e Own premises: Any document in support of the ownership of the premises like Latest Property Tax
Receipt or Municipal Khata copy or copy of the electricity Bill.

e Rented or Leased premises: A copy of the valid Rent / Lease Agreement with any document in
support of the ownership of the premises of the Lessor like Latest Property Tax Receipt or
Municipal Khata copy or copy of Electricity Bill.

e Premises not covered above: A copy of the Consent Letter with any document in support of the
ownership of the premises of the Consenter like Municipal Khata copy or Electricity Bill copy. For
shared properties also, the same documents may be uploaded.
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Dashboard - Principal Place of Business @ English
Application Type Due Date to Complete Last Modified Profile
New Registration 08/07/2017 24/06/2017 91%

22 9 ¢ & ©

Authorized Principal Place Additional Goods and Bank Accounts State Specific Verification
Representative of Business Places of Services Information
Business

* indicates mandatory fields

Details of Principal Place of Business

% Address
Building No. / Flat Mo.* Floor Mo. Mame of the Premises / Building
| Enter Building No. / Flat Mo. / Door No. | Enter Floor No. Enter Name of Premises / Building
Road / Street*® City / Town / Locality / Village®

Enter Locality / Area / Village |

I Enter Road / Street / Lane |

State District® PIN Code®

Delln | Select '—l rEnter PIN Code ]
Latitude Longitude

Enter Latitude Enter Longitude

Contact Information
(©) Office Email Address *. Office Telephone Number {with STD Code) 0 Mobile Number

XYZ@GMAIL.COM sTD Enter Telephone Number +91 | 9898989898

18 Office FAX Number (with STD Code)

STD Enter Fax Number
B Nature of possession of premises * & Document Upload *
Please Select Proof of Principal Place of Business®
Select v Select v

@ File with PDF or JPEG format is only allowed.

® Maximum file size for upload is 1 MB

Choase File | Mo file chosen

# Nature of Business Activity being carried out at above mentioned premises *

Bonded Warehouse EOU / STP / EHTP Export

Factory / Manufacturing Import Supplier of Services

Leasing Business Office [ Sale Office Recipient of Goods or Services
Retail Business ‘Warehouse / Depot Wholesale Business

Works Contract Others (Please Specify)

Have Additional Place of Business

BACK SAVE & CONTINUE

Step 10: Additional Place of Business

Upon having an additional place of business, enter details of the property in this tab. For instance, if the
applicant is a seller on Flipkart or another e-commerce portal and uses the seller’s warehouse, that
location can be added as an additional place of business.
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Step 11: Details of Goods and Services

In this section, the taxpayer must provide details of the top 5 goods and services supplied by the applicant.
For goods supplied, provide the HSN code and for services, provide SAC code.

e @
[ Additional Goods and — State Specific Verification
Partners Places of Services Accounts Information
Business Business
Goods Services

Details of Goods / Commaodities supplied by the business
Please specify top 5 Commodities
Search HSN Chapter by Name or Code
| 5208

5208

WOVEN FABRICS OF COTTON, CONTAINING 85% OR MORE BY WEIGHT

OF COTTON, WEIGHING NOT MORE THAN 200 G/M2 - Unbleached :

Sl No HSN Code (4 digit) Description of Goods Action

1 0902 TEA, WHETHER OR NOT FLAVOURED

BACK SAVE 8 CONTINUE

Step 12: Details of Bank Account

In this section, enter the number of bank accounts held by the applicant. If there are 5 accounts, enter 5.
Then provide details of the bank account like account number, IFSC code and type of account. Finally,
upload a copy of the bank statement or passbook in the place provided.
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Dashboard - Bank Accounts @ English
Application Type Due Date to Complete Last Modified Profile
New Registration 08/07/2017 24/06/2017 93%

: & @

Authorized e Additional Bank Accounts State Specific Verification
Representative F Places of Information
Business

Promoter / Authorized
Partners Signatory

Details of Bank Accounts (s)
*® indicates mandatory fields

1t Details of Bank Account

Account Number® Type of Account®

| Enter Account Number I | Select v

Enter Bank IFSC*

Enter IFSC for Bank GET ADDRESS

i Don't know your IFSC?
Click here to find your bank

& Document Upload

Proof of Details of Bank Accounts®

I Select v

@ File with PDF or JPEG format is only allowed.

© Maximum file size for upload is 1 MB

Chaose File | No file chosen

‘ BACK ‘ ‘ SHOW LIST SAVE & CONTINUE

Step 13: Verification of Application

In this step, verify the details submitted in the application before submission. Once verification is
complete, select the verification checkbox. In the Name of Authorized Signatory drop-down list, select the
name of the authorized signatory. Enter the place where the form is filled. Finally, digitally sign the
application using Digital Signature Certificate (DSC)/ E-Signature or EVC. Digitally signing using DSC is
mandatory in the case of LLP and Companies.

Step 14: ARN Generated

On signing the application, the success message is displayed. The acknowledgement shall be received at
the registered e-mail address and mobile phone number. Application Reference Number (ARN) receipt is
sent to the e-mail address and mobile phone number. Using the GST ARN Number, the status of the
application can be tracked.

These 14 steps process can help you with how to do GST registration.
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Unit 1.3 - File Nil GSTR-1 and 3B

Nil GSTR-1 return must be filed by all registered taxpayers compulsorily when there are no sales or supplies
during the month or quarter.

How to file Nil GSTR-1 on the GST portal?

Here is a step-by-step guide on how to file Nil GSTR-1 on the GST portal —

Step 1- Login to the GST portal

- & Gooos And Servioes Tax Network [IN] | htitns://services gst gov.inds

Skip to Main Content 3 A% &

# Lagin

Login
¥ ingicates mandatary Nelgs

Usemame*

Passward *

O First tima login: If you are logging in for the frst time, click |
log in

Website Polides Related Sites el Contact Us

osite Policy Centrei Board of Excise and Custo Sywem Reguirements Help De
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Step 2 — Go to services in the drop-down, select returns dashboard.

"“ Goods and Services Tax

Services = Notifications & Clreulars « Acts B Ruyles ~ Search Taxpayar =

Dashboard

Last fogged in on G1/08/21 20036 Currently logges in from 1P 111.93.143,126

Welcome AKHIL RAJAN POTADE to GST Comman Portal N Gt AT (PADE
T Rl -

You can navigate to your chosen page through
navigation panel given below

RETURN DASHBOARD CREATE CHALLAN WIEW NOTICE{S) AND DRDER(SE) »

Sitn St viewresd 82 1024 & 788 resoluftion in Enierreet Explorer 10+, Google Shrome 48+, Pirefes 4%+ and Safori &+

Step 3 - Select the month and year of filing from the drop-down.

File Returns

uarterly return filing a y has
GSTR-2A can now be downloaded in excel/CSV format for your reference and further use

*® Indicates Mandatory Fields

Financial Year® Return Filing Period ®
2013-20 v December v SEARCH
EDIT Please click here to edit your preference for Return Filing
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Step 4 — Click on ‘Prepare Online’ under GSTR-1 tile.

Details of outward supplies of goods Auto Drafted details (For view only)

or services GSTR2A
GSTR1

Monthly Return
GSTR3B

Due Date - 11/01/2020
PREPARE ONLINE PREPARE OFFLINE

Comparison of liability declared and
ITC claimed

Step 5 — Click on ‘Generate GSTR-1 Summary’

Due Date - 20,/01/2020

PREPARE ONLINE PREPARE OFFLINE

Dashboard Services - GST Law Downloads ~ Search Taxpayer ~ Help ~ e-Way Bill System New Return (Trial) ~

Dashboard = Returns = GSTR1

GSTR-1 - Details of outward supplies of goods or services

GSTIN - 27 & 3 H Legal Name - AN '+ Y Trade Name - I oA
FY - 2012-20 Return Period - December Status - Not Fileu
GSTR-1 - Invoice Details ** Importa

Currently EWB data for B2B, B2CL and HSN will be available to import and download

4A, 4B, 41C, 6B, 6C - B2B 5A, 5B - B2C (Large) Invoices

Invoices

Total Value Total Taxable Value Total Value Total Taxable Value
3- I- Z- I-

Total Tax Liability Total Tax Liability

z- -

ipient on supplies attracting reverse charge ho
IMPORT EWBE DATA i}
IMPORT EWB DATA (i}

Step 6 — Select the checkbox and click on ‘Preview’.

@ English

*® Indicates Mandatory Fields

Due Date - 31/01/2020

nt Notice: If the invoices are more than 500 . Please check here

Help

9B - Credit / Debit Notes

(Registered)

Total Taxable value Total Tax Liability

2- -

7 (I P B 18 I N DETCE £ [ DN OF TYST Seeoge ane bebal e
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Step 7 — Click on ‘Submit’. You can file your return by either using DSC or using EVC.

E1 1 schrossigdon tat | have cevereens e Sriscs of | e prevers grat e ifareeton B oot a0 skt dee i putea e cetsite 1 e pwen feat e
Ll e PR

Procedure for Filing NIL GSTR-3B Return

A nil GSTR-3B return can be filed very easily in a matter of minutes through the GST portal directly. Hence,
any person having GST registration should file NIL return before the due date without fail to avoid the
penalty.

Step 1: Login to GST Portal

Login to your GST account through the GST Portal.

% Goods and Services Tax

Netifications & Clrculars « Acts & Rules « Search Taxpayer =

Last logged in on 06092017 19:02 Currently logged in from 1P
Welcome PRIVATE LIMITED w0 GST Commaon
Pornal PRIVATE LIMITED

You can navigate to your chosen page through
nawvigation panel given befow

RETURN DASHBOARD M CREATE CHALLAN VIEW NOTICE(S) AND DRDER(S)

Cluick Links

She best viewed st 1004 x 768 resolution in Intermet Explorer 10+, Googhe Chrome 48+, Pirefox 45+ and Safari &+

Step 2: Select the month of filing

GSTR-3B return must be filed only for the months of July and August. Hence, select July or August from the
drop down and click on continue.
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Skip to Main Content O A" A
¥ Goods and Services Tax + E—

Dashboard Services - Notifications & Circulars -

rd - Retums @ English

File Returns

* Indicates Mandatory Pields

Financial Year* Return Filing Perind *

SRa bant wiewsd 82 1024 x 768 resclution in Intermet Explorer 104, Googhe Chiome 484, Firefox 454 and Safar 6+

Select GST Return Month and Click Search

Step 3: Select prepare GSTR-3B return

Click on prepare online in the section titled Monthly Return — GSTR3B.

Sidp to Main Content 3@ A* &

Goods and Services Tax  —

Dasnboard Services - Notifications & Clrculars: « Acts & Rules ~ Search Taxpayer ~

d - Retums @ English
File Returns
* Incticates Mandatory Fiekls
Financial Year® Return Filing Period*

2017-18 Juily

Details of outward supplies of goods Inward supplies received by

or services taxpayer
GSTR1 GSTR2

PREPARE ONLINE PREFARE DFFLINE PREPARE ONLINE PREFARE DFFLINE

Dueé Date - 10/09,/2017 Due Date - 25/09,/2017

Dus Date - 215/08/2017

PREPARE OMLINE
.

—
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Click Prepare GSTR-3B Return Online

Step 4: Ensure that all fields are NIL in the return

If all fields are Nil in the GSTR3B return summary, click on save. You can save the GSTR3B returns multiple
times during the preparation time to save your progress.

o

3.1 Tax on outward and reverse 3.2 Inter-state supplies 4. Eligible ITC

charge inward supplies

Integrated Tax Central Tax Taxable Value Integrated Tax Integrated Tax Central Tax
0,00 000 .00 .00 .00 000
State/UT Tax CESS StateUT Tax CESS
0.00 00.00 0.00 00.00

5. Exempt, nil and Non GST inward 5.1 Interest and Late fee
supplies

Inter-state supplies Intra-state supplies Integrated Tax Centrad Tax Balance Lability Pasd through Cash
.00 .00 .00 .00 .00 00.00
StatefUT Tax CESS Paid through Credit
.00 ©0.00 ©0.00 L]

Once you fill the details in relevant Tables, please submat the Form. Please be informed that ance
“Submit” button is clicked, ng modification will be allowed. Entries with respect to lizbilties and

Integrated Tax Cantrad Tax input credits will get reflected in the respective ledgers,
¥0.00 %000 Plaase engure that you have sulficient balance in Cash ledger to offset your tax Fabiity. In case it is
Srate/UT Tax not, create challan at GST portal and make payment. Payments 5o made shall get reflected (v cash

.00 ledger. After that do the set off of lisbilities and file GSTR-3B.

1fWee hereby salemnly affiem and declare that the information given herein above IS true and eormect to the best af my knowledge and belief and nothing

has been concealed therefrom.
PREVIEW AMD SUBMIT GSTRIB ‘ LE GSTR-38 WITH DS .. "!-{'-1: 138 WITH d r;

Click on Save GSTR-3B Return

Step 5: Preview and Submit GSTR-3B Return

After preparing with proper details and saving the GSTR-3B return, click on Preview and Submit GSTR-3B.
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3.1 Tax on outward and reverse 3.2 Inter-state supplies 4. Eligible ITC
charge inward supplies

[nl!ﬂrated Tax Central Tax Taxable Value lnl!ﬂraled Tax Integrated Tax Central Tax
0.00 0.00
Sute."UY Tex CESS State/UT Tex CESS
0.00 0.00
5. Exempt, nil and Non GST inward 5.1 Interest and Late fee
_ “
Inter-state supplies Intra-state supplies Integrated Tax Central Tax
0.00 0.00 0.00 0.00 ©0.00
State/UT Tex CESS d ~ ¢
©0.00 ©0.00 o L]

 —a——

Once you fill the details in relevant Tables, please submit the Form. Please be informed that once
“Submit” buttan s clicked, ne modification will be allowed. Entries with respect to llabilities and
input credits will get reflected in the respective ledgers.

v0.0 0.0 Piease ensure that you have sulficient balance in Cash ledger to offset your tax liabilty. Tn case it is
ok, create challan at GST portal and make payment. Payments so made shall get reflected In cash
ledger. After that do the set off of lisbilities and file GSTR-38,

1/We hereby solemnly affirm and ceclare that the information given herein above is true and correct to the best of my knowledge and belief and nothing
has been concealed therefrom.

BACK

Step 6: Accept the return summary

After submitting the GSTR-3B return, a window shall ask for final confirmation. Click on confirm and submit
to file the GSTR-3B return. Once the button is clicked, the taxpayer will not be able to change any of the
information submitted.

Summary of GETR-3B(before submission) GSTIN : JJAADCCO9IICLIEG

Integrated Tax Central Tax State/UT Tax CESS
) L)) m ()

Tatal liability [ Other than reverse charge) (as per 0.00
3.1a + 3.1b) ) k Y

Tetal liability (Reverse Charge) (as per 3.1d) i ! ! 0.00
Total Interest (as per 5.1) K | 0.00

Net ITC available [as per 4(C)] i i 0.00

wes CANCEL and edit

Onvce you click CONFIRM & SUBMIT, your GETR-3B will be sub d and respective liabilities/input credits
will be reflected in the respective ledgers. You will NOT be able to make any further modifications.

|l cConFIRM A S T

Confirm GSTR-3B Filing
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Step 7: Digitally sign the GSTR-3B return

The portal provides an option for the user to click on the ‘Agree’ checkbox after submitting the GSTR-3B
return. The user shall also digitally sign the GSTR-3B return to complete the nil GST return filing.

3.1 Tax on outward and reverse 3.2 Inter-state supplies
charge inward supplies

Integrated Tax Central Tax Taxable Value Integrated Tax Integrated Tax Central Tax
0.00 000 .00 .00 .00 000
State/UT Tax CESS State/UT Tax CESS
0000 0000 .00 0000
supplies
Inter-state supplies Intra-state supplies Inbegrated Tax Centrad Tax Balan ality Pasd through C
0.0 .00 w000 .00 v0.00 .00
Statef/UT Tax CESS Padd through Credit
.00 .00 .00 L

7. TDS/TCS Credit Important Message
Once you Ml the detadls in relevant Tables, please submit the Form. Mease be informed that once
"Submit® button i5 clicked, no modification will be allowed. Entries with respect to llabiltes and

I T C T imput credits will get reflected in the respective ledgers

o o Plepse ensure that you have sulficient balance in Cash ledger to offset your tax labdity. In case it is
mot, create challan at GST portal and make payment. Payments 50 made shall get reflected in cash

ledger. After that do the set off of liabilities and file GSTR-38,

1/We hersby solemmnly affinm and declare that the information given herein above (S true and correct to the best of my knowledge and belisf and nothing
has been concealed therefrom.

Unit 1.4 - Generate E-way Bill

An E-Way Bill (EWB) is an ‘electronic way’ bill for movement of goods which can be generated on the E-
Way Bill Portal. Any supplier or a transporter transporting goods with a value of more than Rs.50,000
(Single Invoice/bill/delivery challan) in a single vehicle should carry a GST e-way bill as per the GST Council
regulations. The supplier or the transporter of the goods must register with GST to obtain GST E-Way bill.
This bill shall come into effect from 1st April 2018.

After generating the E-Way bill on the portal using required credentials, the portal generates a unique E-
Way Bill Number (EBN) and allocates to the registered supplier, recipient, and the transporter. In this
article, we look at the steps to generate an e-way bill on the Government website.

The supplier or the transporter can create the E-way bill through the following ways:

e LEDGERS Software
e E-Way bill portal
e SMS
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e Android App
¢ Site-to-Site Integration (through API)

Generate E-Way Bill through Website

E-way bill can be generated on the GST E-Way Portal. To use the portal, you will need a GST
registration and transporter registration.

Login to E-Way Bill Portal

Step 1: Access the E-Way bill generation portal at https://ewaybill.nic.in/ and enter the login detail to
enter the platform.

e G | & Secure | ntpsy/ewaybillgst govin/Login.aspx r H

| e - Way Bill System Login X |

Please clear the CACHE in the browser once, to have
better E-Way Bill Security.

u Jsername J
n Password .
Br’P aH B

Forgot Password ? Forgot Username ?
Forgot Trans ID ?

s tep-

Step 2: Click on the “Generate New” option from the E-Way bill- Main menu page to create a new E-Way
bill.
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& c |(D https://ewaybillgst.govin/mainmenu aspx o ﬁ‘ ]

GSTIN :18AKLPN2569C1ZZ - Legal Name - WOWCUS OPC PRIVATE LIMITED - User : Tax Payer
] e-waybil

> Generate New

A Latest Updates -18/01/2018

» Generate Bulk

> Update Part BfVehicle

=» Android APK for Tax Payers has been released. Please go io Registration-——»For Android and register your IMEI
» Update Vehicle-Bulk You will receive a link as SMS to your mobile, download the APP by clicking that link and install on your mobile

> Extend Validity
> Update EWB Transporter
» Cancel

> Print EWB

=] Consolidated EWB
J\ Reject

5~ Reports

8, My Masters

ik User Management
B Registration

H update

Generate E-Way Bill

Step 3: A new E-Way bill generation form appears. Fill in the details required similar to creating a GST
invoice.

Select outward, if you are the supplier and inward, if you are the recipient. Enter details of the supplier and
recipient along with GSTIN, wherever applicable. When a registered GSTIN is entered in the field provided
in the form, other details get pulled into the empty fields. Before proceeding to the next step kindly check
the details.

L (% ‘ @ https;/fewaybillgst.gov.in/BillGeneration/BillGeneration.aspx ¥ ‘ )]

GSTIN "18AKLPN2563C177 - Legal Name - WOWCUS OPC PRIVATE LIMITED - User : Tax Payer

- WayBill Entry Form

[* indicates mandatory fields for E-Way Bill and ® indicates mandatory fields for GSTR-1]

Transaction Delails

I Transaction Type® @ Quiward " Inward |Sub'TYp€‘ ®supply Export C'JobWork (JSKDICKD  CRecipient Not Known OForownUse O Exhibition or Fairs OlLine Sales  COthers ‘

Document Type®  Tax Invoice v Document No® DucumemDate'H 03/04/2018 u

Bill From

Despatch From

Address

WOWCUS OPC PRIVATE LIMITED House Number - 03

Railway Bypass RoadKhargaon

Place Kokrajhar,
Pincode® 783370 ASSAM AgL:]
Bill To Ship To
Name Name {210 Address
GSTIN® 2]
State® -State- v Place

. - - j ] ©Powered By National Informatics Centre
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Enter Goods Description

STEP 4: The second half of the page will contain information to be filled as follows:

e Product Name and Description must be completed similar to a tax invoice.

e HSN Code for the Product must be entered. Click here to find HSN code.

e Quantity and Unit of the goods.

e Value of the products along with Tax rate.

e IGST or CGST Rates applicable. IGST would be applicable for inter-state transport and SGST / CGST
for intra-state transport.

e Approximate distance of transport along with Transporter Name and Transporter ID. This shall
determine the validity of the E-Way bill.

& c |® https://ewaybillgst.gov.in/BillGeneration/BillGeneration.aspx ¥ ‘ [ A
Item Details
Product Name Description HSN® Quantity Unit @ Valug/Taxable Value (Rs.)® Tax Rate{C+S+/+Cess)®
Name Description HSN Quantity Unit | i ]
Total Amount/Tax'ble Amount * CGST Amount * SGST Amount * TGS T Amount® CESS Amount * Total Inv. Value ®

Transporiation Details

Transporter Name | Name Transporter ID 7] Approximate Distance (in KM)*® e
PART-B
Mode ® Road © Rail © Arr © sShip
Vehicle Type ® Regular © Qver Dimensional Cargo
Vehicle No L]
Transporter Doc. No. & Date = 03/04/2018
. ‘_‘ - ©Powered By National Informatics Cenire

Step 5: Generate E-way bill

After filing all the necessary details, click on the “SUBMIT” button to create the EWB. The portal shall
display the E-Way bill containing the E-Way Bill number and the QR Code that contains all the details in the
digital format. A printed copy of the bill should be provided to the transporter who will carry it throughout
the trip till it is handed over to the consignee.
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e-Wavy Bill

I E-Way Bill No: 1610 0000 0518
E-Way Bill Cata: 2810812017

SGenerated By 29AAA CTGOSE 9P1Z32 - Ambuja Cements

SSTIN of Receipent GSTIN : 20AAA CAS44 INSITA
Apolio
asd
asdf
Ada 29-580084

Flace of Delivery

Invoice /CThallan MNo. 123

Invoice "Thallan Date 28/08/2017

Vakue of Goods S00.00

HSN Code 1001

Reasen for Transgortation Outward | Supply
Transpori No. & Name &

Transporn Doc. No. & Date B2B/0BS2017

Fart - B

Wehicle MNo AB12ZAB1234

MNote: Flease update the |atest vehicle number ahvays on E-Way 84 portal beforse start
moving the goods and generate new print OR manualty fillup in Part B

m e Erne m

Step 6: Consolidate E-way Bill Generation

A consolidated EWB can also be created which contains all the details on the transaction and is also easy to
create by providing just the ‘E-Way bill number’ in the required field. Click on “SUBMIT” to generate the
consolidated EWB.
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& - C | ® https/fewaybillgst.gov.in/TripSheet/TripSheetGeneration.aspx QJ

i
GSTIN 18AKLPN2569C177 - al Name - WOWCUS OPC PRIVATE LIMITED - User : Tax Payer

f o ) , |

Mode ®Road  ORal  OAir OShip

From State ASSAM i Vehicle Starts From | Place Vehicle No. | e
E-Way Bill No
L tab afts iterit E-Way Bill Generated .
s _a HEncAng e e Inv. No. and Date Inv. Amount Source Destination Delete
eway bill no to populate Date By
bill details)
- | | | .
‘ ewb no ‘ ‘ | | | 1 I i

@Powered By National Informatics Centre

Step-6 — E-Way Bill Portal

An E-Way bill can be updated once it is created. Details on the transporter, consignment, consignor and
the GSTIN of both parties can be updated in the existing E-Way bill provided the bill is not due on its
validity.
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Unit 1.5 - File GSTR-1
B2B Details

1. 4A, 4B, 4C, 6B, 6C — B2B Invoices

All B2B Invoice details are required to be entered inside this tile.

Step 1 - Click on the 4A, 4B, 4C, 6B, 6C — B2B Invoices tile.

Step 2 — Click on Add Invoice

(3]

B2B Invoices - Receiver-Wise-Summary

No invoice found. 4

BACK ADD INVOICE

| 44, 4B, 6B, 6C - B2B Invoices

Record Detaiis
Recipient Details Trade/Legal Name Taxpayer Type Processed Records Pending / Errored Involces Add Invoice
2TAIEPATISIRIZIN MOHD HAMID ALAM 15D 1 o H
ZAAHLPPEIE2B1ZA GETH Regular taxpayer 2 e} n
2A00ITDESIIDIZIH G5TH Regular taxpayer o ] E
ZAEURWEISASETY GETH Regular taxpayer [} 1 n

Step 3 — The following details should be entered on this page:

e Select the check box for Deemed Exports, SEZ Supplies with Payment or SEZ Supplies Without
Payment, if applicable.

e Enter the receivers GSTIN. Once this is done the Receivers Name, POS and Supply Type will be auto
populated.

e Enter Invoice No., Invoice Date and Invoice Value.
e In case the supply attracts reverse charge, or supply is through e-commerce operator select the
check box.
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e Enter the Taxable Value of supplies made in the taxable value field. Based on inter-state or intra-
state transactions CGST and SGST or IGST will appear in the amount of tax field. The Amount of tax
is auto calculated based on the taxable value entered.

e Click on Save once all the details are entered.

Dashhoard  Refums . GSTR-L  BZB & English

B2B- Add Trvoica

® Indicatics Mandatery Fiaids

Desined Exports SEX Suppiies with payment SET Supplies without payment
Recelyer GSTIN/UIN® Receiyer Name® Envoice No.*

Irredice Diatas s e Tortal Invoice Valug (]

I Dby MY = I Salect L ] I

Sugply Tyme
Inter-GLate

Supply attract Réverse Charge 15 E-Commerte

Tharm Details

Rt (] Taxable Vale (2)* AL of Tax
Integrated Taw (T} CESS (€)

5%
1%
164

8%
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Step 4 — You will be redirected to a page where you can see the summary of all the invoices entered. You
can edit/delete invoices here (under Actions).

44, 4B, 68, 6C - B2B Invoices

Reciphent wise count

Processed Reconds

ZAAHLPPE3GIBIZA | GSTN ]

Display/ Hide Columns: E’ Records Per Page =| 10 'I I Search,. IQ.
Involce Invoice Total involce Total taxable Integrated Central StatefUT  Cess (8)  Source Actions
T date walue (T) walue (T) Tax (€) tax (€) Tax (¢)
b2b222 10062020 9,00,00,000.00 2.00,000.00 24,000.00 0,00 0.00 0.00 S 1|
bab333 104062020 80,00.00,000,00 9,00,000.00 13.500.00 0.00 0.00 B80,000.00 n

Step 5 — Click the BACK button to go back to the Invoices — Receiver-Wise-Summary page. You can add

invoice of a particular receiver by clicking on a receiver detail and clicking on the add invoice button at the
bottom of the page.

B2B Invoices - Receiver-Wise-Summary

Pending Invoices (These will be added after validation)

Receiver Details No. of Invoices

1BAAAASD234A127 2

D INVOICE

Step 6 — Click on the Back button to go back to GSTR-1 page. You will see that the B2B Invoices tile in GSTR-
1 reflects the number of invoices added.
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4A, 4B, 6B, 6C - B2B Invoices

&~ 5

B2C

2. 5A, 5B — B2C (Large) Invoices

All outward supplies made to a consumer and the invoice value is more than Rs 2.5 lakh have to be entered
in this tile.

Step 1 — Click on the 5A, 5B — B2C (Large) Invoices tile.

Step 2 — You will see a summary of the B2C (Large) Invoices. Click on Add Invoice to add a new invoice.

Dashboard - Returns = GSTR-1 - B2CL @ English

B2C(Large) Invoices- Summary

No invoice found.

ADD INVOICE

Step 3 — The following are the details that should be entered on this page:

e Inthe POS field select the state where the goods are delivered in the drop down. The supply type
will be auto populated based on this.

e Enter Invoice No., Invoice Date, Total Invoice Value.

e In case the supply is made through e-commerce operator tick the checkbox ‘Is E-commerce’.

e Enter the Taxable Value of supplies made in the taxable value field. Based on inter-state or intra-
state transactions CGST and SGST or IGST will appear in the amount of tax field. The Amount of tax
is auto calculated based on the taxable value entered.
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e Click on Save once the details are entered.

Dashboard © Returns © GSTR-1 © B20L @ English

B2C(Large) Invoices- Details

*® Indicates Mandatory Fields
POS O* Invoice Mo, ® Invoice Date*

I Select 'I I I I DD, MY Y m I

Supply Type Total Invoice Value (2)*

Inter-State [ |

15 E-Commerce

Itern Detalls

Rate (%) Taxable Value {2)* Amount of Tax

Integrated Tax (€)* CESS (T)

5%

12%

18%

28%

Step 4 - You will be redirected to a page where you can see the summary of all the invoices entered. You
can edit/delete invoices here (under Actions).

44, 4B, 68, 6C - B2B Invoices

R Bl Wise COLnt

Processed Records
J4AHLPPEIE2BIZA | GSTN I

Display/Hide Columns: I:’ Records Per Page | 10 ~| | seatcn.. |a
Involce Invoice Total involce Total taxable Integrated Central StatefUT  Cess (€T)  Source Actions
. date value (€) value (€) Tax () tax [€) Tao (€)
bab222 10062020 9, 0,00, 000,00 200,000,009 24,000.00 0.00 .00 0.00 # I -] I
b2b333 104062020 B0, 00.00,000,00 F.00,000.00 13,500.00 0.00 0.00 B80,000.00 n
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Step 5 — Click the BACK button to go back to the Invoices — Receiver-Wise-Summary page. You can add the
invoice of a particular receiver by clicking on the receiver detail and clicking on the add invoice button at
the bottom of the page.

B2B Invoices - Receiver-Wise-Summary

Pending Invoices (These will be added after validation)

Receiver Details No. of Invoices

18AAAASD234A127 2

BACK ADD INVOICE

Step 6 — Click on the Back button to go back to GSTR-1 page. You will see that the B2B Invoices tile in GSTR-
1 reflects the number of invoices added.

4A, 4B, 6B, 6C - B2B Invoices

&~ 5
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B2C
5A, 5B — B2C (Large) Invoices

All outward supplies made to a consumer and the invoice value is more than Rs 2.5 lakh have to be entered
in this tile.

Step 1 - Click on the 5A, 5B — B2C (Large) Invoices tile.

Step 2 — You will see a summary of the B2C (Large) Invoices. Click on Add Invoice to add a new invoice.

Dashboard - Returns = GSTR-1 = B2CL @ English

B2C(Large) Invoices- Summary

No invoice found.

BACK ADD INVOICE

Step 3 — The following are the details that should be entered on this page:

e Inthe POS field select the state where the goods are delivered in the drop down. The supply type
will be auto populated based on this.

e Enter Invoice No., Invoice Date, Total Invoice Value.

e In case the supply is made through e-commerce operator tick the checkbox ‘Is E-commerce’.

e Enter the Taxable Value of supplies made in the taxable value field. Based on inter-state or intra-
state transactions CGST and SGST or IGST will appear in the amount of tax field. The Amount of tax
is auto calculated based on the taxable value entered.

e Click on Save once the details are entered.
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Dashboard  Returns - GSTR-1 © B2CL @ English
B2C(Large) Invoices- Details
® Indicates Mandatory Fields
POS B* Invoice Na,* Invoice Date®
I Select *I I I I D0 ML YYYY m I
Supply Type Total Inyoice Value (¥)*
Inter-State [ |
Is E-Commerce
Iitermn Detalls
Rate (%) Taxable Value {2)* Amount of Tax
Integrated Tax (€)* CESS (%)

0%

5%

12%

18%

28%

Step 4 — You will be redirected to a page where you can see the summary of all the invoices entered. You
can edit/delete invoices here (under Actions).

Dashboard © Returns - GSTR-1/IFF  B2CL @ English

SA - B2C (Large) Invoices

Processed Records Records Per Page :

Inveice no.  Invoice date  Total invoice value (€} Tatal taxable value (€) Integrated Tax (€)  Cess(€)  Actions

12334 11709/ 2020 12,00,000,00 1,00,000.00 1200000 LR




Essentials of Digital Statutory E-Filing

Step 5 — Click on the Back button to go back to GSTR-1 page. You will see that the B2B Invoices tile in GSTR-
1 reflects the number of invoices added along with Total Invoice value, Total taxable value, and total tax
liability.

5A, 5B - B2C (Large) Invoices
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Documents Issued

Every taxpayer is required to provide details of the total document issued during a month.

Step 1 — Click on the tile Documents Issued

Step 2 — Click on Add Document

Documents issued during the tax period z

Note: Kindly click on save butten after any maodification( add, edit, delete) to save the changes

1. Invoices for outward supply

| No. Sr. No.* Total number* Cancelled* Net issued* Action

From To

No docs found.

ADD DOCUMENT

Step 3 — There will be 12 categories of documents. Enter the serial no. of invoice issued, Total number of
invoices issued and cancelled invoices in respective fields. The net invoices field will be auto populated.

Documents issued during the tax period e

Note: Kindly dlick on save button after any modification( add, edit, delete) to save the changes

1. Invoices for outward supply

No. Sr. No.* Total number® Cancelled* Net issued*® Action

1 111 ] I 1114 ]LE?BQ ] [322 6467 n
’ [&]

ADD DOCUMENT

Step 4 — Click on save once all the documents' details are entered.
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12. Dellvery Challan in cases other than by way of supply (excluding at S no. 9to 11)

No. Sr. No.* Total number* Cancelled* Net issued* Action

From To

No docs found.

ADD DOCUMENT
(3

BACK SAVE

CDN
9B - Credit / Debit Notes (Registered)

As the heading suggests, this tile is to add the Credit and Debit Note issued to registered dealers.

Step 1 — Click on the 9B — Credit / Debit Notes (Registered) tile.

Step 2 — On the summary page click on Add Details to add Credit or Debit Note.

Dashboard - Returns - GSTR-1 = CDNR @ English

Credit / Debit Notes (Registered) - Summary

Uploaded by Receiver Modified by Receiver Rejected by Receiver

No Motes found. x

BACK ADD DETAILS

Step 3 — In this page the following details need to be entered:

e Enter the Receivers GSTIN. The name will get auto populated.

e Enter the Debit/ Credit Note no. and Date.

e Inthe Original Invoice No. and Date field enter the date and number of the invoice against which
the debit notes or credit note is issued.

e Inthe Note Type drop down select whether the details added are for a debit note, credit note or
refund voucher.

e Enter the Note Value and the Reason for Issuing Note.

e |If the original invoice was issued before 1st July 2017 tick on the check box Pre- GST Regime.
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e Enter the Taxable Value of goods or services in the taxable value field. Based on inter-state or intra-
state transactions CGST and SGST or IGST will appear in the amount of tax field. The Amount of tax
is auto calculated based on the taxable value entered.

e Click on save once the details are entered.

pastboard - Returns. GSTR-E - CONR @ English

Credit/Dabit Notes (Registersd |- Add Note

* lrfcated Mandatury Falds

Rateiver GETIN/UIN® Raganeat Mgz DeberfCredt Note Ne.
I | | J
Debit/Cnedit Rote Doge* Ormgassl Bowonce: Marabes * Onigiread Irwoics Dete *
e =] | | = £]
Hete Typa™ Bt ks Susply Trpe®
I Select 'I I I | s== 9
Ressan Far Issiing Nok=*
l Coerection i Fnveee 'I Fee G5T Regirme
Term Details
Rate (W) Taxalee Valwe (1) Asmaunt of Tas
Central Vam (€)" State T Vax ()~ CESS (¥)

0%

5%

12%

18%

ZH%

Step 4 — Click on the back button to go back to GSTR-1 page. You will see the summary of all the debit
notes/ credit notes/ refund vouchers added.
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Dashboard | feturns - GSTR-I - COMR @ English

Reguest accapbed successhully,

Cradit / Debit Notes (Registered) - Summary

Uplanoed by Reoeiver Modified by TReosmer Rejected by Receiver

Processed Involoes

c/D c/DMote  Original  Original  Note Tanable Inteqrated  Central  State/UT CESS Action  Status Actions
Hote Date Inwaboe Date Type  Value (€) Tax (t) Tax (t) Tax (T} (%) Taken

Mo

AlEL1 | 2SA4/E0I7 A3ZI2  OS/MR0IF € 26852100 0.00 2306860 23068.60 000 eprT Processed -n

o

GETR-1 - Invelce Detalls 072 434 View Datais i Particede Tukle Pleasa Ok i the Burpacties Tatle

4n, 48, 4C, o, 6C - B28 SA, 58 - B2C (Large) Tnvoboes ] dit [ Debit Notes

Involces egistered)

Tatal Invaice Valuz Tatal Taxahle \alue Tatal Imvalce Value Tatal Taxanle Walue Tatal Taxable Walus 2, Totad Tax Liabdliby
4,44 449400 FI500. 767,00 437,77, 727000 #.47.66,776.00 F0.00 000

8. Totad Tax Liabdiby B. Totad Tax Liabdiby

#13,75,769,50 FO311,352,06

9B - Credit / Debit Notes (Unregistered)

This tile is to add the Credit and Debit Note issued to unregistered dealers.

Step 1 — Click on the Credit / Debit Notes (Unregistered) tile.

Step 2 — On the summary page click on Add Details to add Credit or Debit Note.

Dashboard Returns - GSTR-1 - CDNUR @ English

Credit / Debit Notes (Unregistered) - Summary

ONo Notes found x
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Step 3 — The following are the details that should be entered on this page:

e Choose the right type from the drop down like B2CL, export without payment, etc.

e Enter the Debit/ Credit Note no. and Date.

e Inthe Original Invoice No. and Date field enter the date and number of the invoice against which
the debit notes or credit note is issued.

e Inthe Note Type drop down select whether the details added are for a debit note, credit note or
refund voucher.

e Enter the Note Value and the Reason for Issue of Note.

e If the original invoice was issued before 1st July 2017 tick on the check box Pre-GST Regime.

e Enter the Taxable Value of goods or services in the taxable value field. Based on inter-state or intra-
state transactions CGST and SGST or IGST will appear in the amount of tax field. The Amount of tax
is auto calculated based on the taxable value entered.

e Click on save once the details are entered.

DRshéoard - Hefurns- GSTR-1 - CONUR B English

Credit/Debiit Notes (Unregisterad)- Add Mot

® [nde gt Mardsbory Felds

Tyoe® De=hit/Credit Mat= MNa. * Debit/Credr Note Date®

I A2 -I | | = |
Origenal Irivioica Mamber . orginal [nuolce Dates Mota Typa®

| I I OO YT "3‘ I I Ealact % I
Mote Valls® Supply Typs fle=son For [ssuing Note®

| #.00 I [ntar-Slate I Saject 'I

Pre G5T Regime

I Item Dietails
Rate (W) Tawahle Value (€] * Amaunt of Tax
Integrated Tax (€)* CESS (¢
0%
5
12%
155
2%

Step 4 — You can see the summary of all the debit notes/ credit notes/ refund vouchers issued to
unregistered dealer added here.
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9B - Credit [ Debit Notes BA - Exports Invoices (1]
[ Unregistened )

Bhod 3 Taxabie value

Tatal Taxale valise &, Tonad Tax Liakehly

.00 100

Unit 1.6 - File CMP-08 (Composition)

CMP-08 filing must be done by all composition taxpayers. The GSTN has, after much delay, opened the
facility to declare and submit GST liability in CMP-08 (payment of self-assessed tax) for all the composition
dealers on 29 July 2019. The composition dealers have to pay tax in CMP-08 challan-cum-statement every
quarter by the 18th of the month following the quarter. The form replaces GSTR-4 with effect from FY
2019-2020. In turn, composition dealers must file GSTR-4 annually from April 2020 for the annual year
2019-2020.

The following are the steps to file GST CMP-08 (payment of self-assessed tax) on GST portal:

Step 1: Log in to GST portal and navigate to the CMP-08 tile on the return dashboard.

e Select the relevant financial year and choose the return filing period for the relevant quarter.
Proceed by clicking on ‘SEARCH’. Click on ‘PREPARE ONLINE’ for the CMP-08 form (payment of self-

assessed tax).

Step 2: Fill up the tax liability details in table 3 of the CMP-08 form

e Fill in the summary figures of the value of supplies and tax payable for the period of three months.
Enter the interest amount in case of delay in submission of CMP-08 beyond the due date
applicable. Tick marks the checkbox on ‘File Nil GST CMP-08’ in case the taxpayer:

e Has no outward supplies during the selected return period and accordingly no tax payable.

e Has no output tax liability due to not having inward supplies on which tax is payable on reverse

charge basis (including import of services).

Does not have any other tax liability.

Click on ‘SAVE’ to save the details entered.

Step 3: Preview draft CMP-08 before making the tax payment .

e Click on ‘PREVIEW DRAFT GST CMP-08’ to review the accuracy of details entered.
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Step 4: Make the payment towards the liability and file CMP-08.

e Make payment either using the cash balance left in the electronic cash ledger OR click on ‘Create
Challan’ to choose either the Net Banking or NEFT in case there is insufficient cash in the cash
ledger. Confirm the details submitted by checking the box against the declaration statement.
Submit the CMP-08 using electronic verification code (EVC) or digital signature (DSC). You will get a
message confirming the filing of CMP-08 (payment of self-assessed tax). GSTN generates an ARN on
the successful filing of CMP-08. Further, an SMS and an email are sent to the taxpayer on his
registered mobile and email ID.

Unit 1.7 - File GSTR-3B

Filing GSTR-3B

Step 1 — Login to GST Portal and on the homepage, you can find the return filing status for the last five tax
periods.

Step 2 — Go to ‘Services’ > ‘Returns’ > ‘Returns Dashboard’.

Dashboard GST Law Downloads ~ Search Taxpayer ~ Help and Taxpayer Facilities e-Invoice

Registration Ledgers Payments User Services Refunds e-Way Bill System Track Application Status

Returns Dashboard View Filed Returns

Track Return Status Transition Forms
ITC Forms Annual Return
TDS and TCS credit received Tax liabilities and ITC comparison

Opt-in for Quarterly Return

Step 3 — This displays the ‘File Returns’ page. Select the ‘Financial Year’, ‘Quarter’ & ‘Return Filing Period -
Month or Quarter’ for which you want to file the return from the drop-down list. Click the ‘SEARCH’
button.

Dashboard Services - GST Law Downloads ~ Search Taxpayer -~ Help and Taxpayer Facilities e-Invoice

Dashboard - Returns @ English
File Returns

Nil return for GSTR-1, GSTR-3B and CMP-08 can now be filed through SMS.
*® Indicates Mandatory Fields

Financial Year® Quarter® Period*®

2021-22 hd Quarter 4 (Jan - Mar) A March v SEARCH

If you are Micro, Small or Medium Enterprise {(MSME) Click here to submit your interest for availing Mudra Loan upto 10 Lacs or MSME Loan upto 5 Cr. under
respective loan schemes.
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Note that if you submit quarterly returns, you must also file Form GSTR-3B for the last month of that
quarter. If you choose Month 1 or Month 2 of the quarter, the form GSTR-3B tile will not be usable.

Note: If you get covered as a Micro, Small enterprise or MSME and want to submit your interest for taking
the Mudra Loan up to Rs.10 lakh or MSME loan up to Rs.5 crore filling up a consent form, you can click on
the hyperlink ‘click here’, given at the bottom of your screen, as given in the above image.

Step 4 — On ‘Monthly Return GSTR-3B’ tile, click the ‘PREPARE ONLINE’ button.

Auto Drafted details (For view only) Auto - drafted ITC Statement for the
GSTR2A month

Details of outward supplies of goods
or services

GSTR1 GSTR2B

Status- Filed

N

Monthly Return
GSTR-3B

Due Date - 20/02/2021

PREPARE ONLINE PREPARE OFFLINE

Step 5 - Answer a list of questions and click on ‘NEXT".

In any other case, answer all the questions as ‘Yes/No’. Accordingly, the respective tables/fields shall be
made available while entering information in the next step.
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Please answer the following questions to enable us to show relevant sections

* Indicates Mandatory Fields
A, Do you want to file Nil return?*® Help
Nil Form GSTR-3B for a tax period can be filed, if you:
« Hasve NOT mads any Outward supplies and Yes (@) NO Based on your
o Have NOT received any inward supplies and answers, relevant

» Do NOT have any lisbility for the particular tax period, tables of GSTR-3B

will be visible on

B. Have you made any supply of goods/services (including nil rated, exempt and non-GST supplies) or o Yes NO the next page. You
received any supplies liable to reverse charge during this tax period? (Table 3.1)* may go back to

. . ) -~ previous screen by
C. Have you made any inter-state supplies to unregistered persons, composition taxable persons or UIN o Yes NO dicking on Back

holders? (Table 3.2)* button.

D. Do you have any claim/reversal of Input tax credit{ITC) on purchase of goods or receipt of services 7

(Table 4)* e Yes NO
E. Have you received any nil rated, exempt or non-GST supplies during this tax period? (Table 5)* e Yes NO
F. Do you have any interest or late fee (induding carry forward late-fee) liability? (Table 5.1)* o Yes NO
G. Do you have any tax liability due to GST TRAN-1?(System-populated) (Table 6)* es NO

If details in GSTR-3B return are auto-populated from Forms GSTR-1 or GSTR-2B, then the questionnaire
page displays the first question alone. This page gives the details of tables 3 and 4 as auto-populated from
form GSTR-1 into form GSTR-3B. Thereafter, click on the “CLOSE” button to proceed.

System generated summary for GSTR-3B:

GSTR-3B Table Source Form Summary Advisory
Form status status
3.1(a, b, c, ), 3.2 ) System has generated summary of Table 3.1
Liability GSTR-1 Filed Yes (a, b, ¢, e) and Table 3.2 of FORM GSTR-38

based on your GSTR-1 filed by you for the
current return period. System has generated

3.1(d) GSTR-2B Generated Yes summary of Table 3.1(d) and Table 4 of FORM
Reverse Charge GSTR-3BE based on your GSTR-2B generated
for the current return period. To view the
system generated details, you may click on
System generated PDF button available in the
GSTR-3B dashboard page. You may continue
to save or file your FORM GSTR-3B.

4A(1, 3, 4, 5),
4B(2) GSTR-2B Generated Yes
Input Tax Credit

CLOSE

Step 6 — Enter values in each tile displayed as may be applicable. You need to enter totals under each head.
Fill in interest and late fees, if applicable.
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However, you can verify GSTR-3B’s auto-generated details in the tab “SYSTEM GENERATED GSTR-3B”. Click
on that button to download and view system-computed details from forms GSTR-1 & GSTR-2B (monthly or
quarterly) in form GSTR-3B. Subsequently, the taxpayers can edit the auto-populated values if needed. But
the taxpayers can continue with their filing based on the edited values, and the system will not restrict in
any way.

Note: If you have opted into filing of both GSTR-1 and GSTR-3B quarterly and have filed GSTR-1 and opted
to/out to file the IFF for first two months of the quarter, the details in PDF are generated on monthly basis.

One or more of the following pieces of information is required to be entered in the tiles while filing GSTR-
3B return:

1. Summary details of outward supplies and inward supplies liable to reverse charge with taxes. Note
that only table 3.1 (d) is auto-populated from GSTR-2B.

Dashboard - Returns - GSTR-3B = Outward and Reverse Charge Inward @ English

3.1 Details of Outward Supplies and inward supplies liable to reverse charge (other than those covered by

Table 3.1.1)

Nature of Supplies Total Taxable value (%) Integrated Tax Central Tax (%) State/UT Tax (%) CESS (%)
)

(a) Outward taxable supplies
(other than zero rated, nil 1,34,100.00 1,38,734.00 5,372.50 5,372.50 0.00
rated and exempted)

(b) Outward taxable supplies

(zero rated ) 3,20,300.00 49,040.00 0.00
() Other outward supplies

(Nil rated, exempted) 2,78,900.00

(d) Inward supplies (liable to 0.00 0.00 0.00 0.00 0.00

reverse charge)

(e) Non-GST outward

" 34,900.00
supplies

4 A

2. Details of interstate supplies made to unregistered persons, composition taxable persons and UIN
holders and taxes, out of sales entered at sl. no. 1 above to be entered according to the place of
supply. Although the data for this table is auto-populated from GSTR-1, it can be edited later on.

3. Summary details of eligible input tax credit claimed, input tax credit reversed and ineligible input
tax credits.
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Dashboard - Returns - GSTR-3B - Eligible ITC @ English

4, Eligible ITC (2]

Last Save request has been processed successfully,
@ Tables 4{A)(1), (3), (4), (5) and 4(D)(2) are auto-drafted based on the values in GSTR-28B.

A The input tax credit values have been auto-populated on the basis of the GSTR-2B generated for you, Kindly ensure that the values entered by you
are correct before proceeding.

Details Integrated Tax Central Tax (8)  State/UT Tax (¢) CESS (¢)
()

(A) ITC Available (whether in full or part)

(1) Import of goods -7,85,768.00 -8,976.00
(2) Import of services -98,786.00 0.00
i:)oiz;uard supplies liable to reverse charge (other than 1 & 2 47,76,387.00 -8,760.00 -5,760.00 .876.00
(4) Inward supplies from ISD -8,767.00 -8,767.00 ~8,767.00 ~897.00
(5) All other ITC -87,756.00 -987.00 -987.00 -357.00
(B) ITC Reversed

(1) As per rules 38,42 & 43 of CGST Rules and section 17(5) & 0.00 0.00 0.00 0.00
(2) Others @ 0.00 0.00 0.00 0.00
(C) Net ITC Available (A) - (5) -17,58,064.00 -18,514.00 -18,514.00 -11,106.00
(D) Other Details

(nt)”:rct:c:x: which was reversed under Table 4(B)(2) in 0.00 0.00 0.00 0.00
(2) Ineligible ITC under section 16(4) & ITC restricted due to .876.00 i | .876.00 -876.00 ‘ .876.00 |

PoS rules

4. Summary details of exempt, Nil and Non-GST inward supplies as either intra-state or inter-state
supply.

5. Details of Interest and Late fee under each tax head -IGST, CGST, SGST/UTGST and Cess. The late
fee is system-computed based on the number of days passed after the due date of filing.

Step 7 — Click the ‘SAVE GSTR-3B’ button at the bottom of the page after all details are added. You can also
click on the ‘SAVE GSTR3B’ button on the GSTR-3B main page to save the data entered at any stage and
come back later for edits.

Step 8 — Scroll down the page. You can view the draft GSTR-3B return by clicking on ‘PREVIEW DRAFT
GSTR-3B'.

Step 9 — You will also see that the ‘Payment of Tax’ tile is enabled after successful submission of the return.
To pay the taxes and offset the liability, perform the following steps:
e Click the ‘Proceed to payment’ tile.

Tax liabilities as declared in the return along with the credits are updated in the ledgers and are reflected
in the ‘Tax payable’ column of the payment section. Credits get updated in the credit ledger and the
updated balance is seen when hovering on the specific headings in the payment section.
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Dashboard - Returns -~ GSTR-3B = Payment of tax @ English

6.1 Payment of tax 2]

© The cash available as on date and ITC available {considering ITC of current tax period) are shown in this table.

O Late fee for the month includes late fee charged due to delay in filing of GSTR-1 and previous month's late fee charged due to delay in filing of
GSTR-3B. The computation is based on the formula: [Date of Filing - Due date of Filing] * ¥25/day (in case of any liability) or ¥10/day (in case
of nil liability)] per Act (CGST/SGST). To view the details of late fee click on “Click here to view break-up of late fee.”

Description Cash Ledger Balance Cred
Integrated Tax Central Tax (%) State/UT Tax (%) CESS (%) Total (%) Integrated Tax Cent|
) (€9
Tax 12,00,00,000.0( 12,00,00,000.0C 12,00,00,000.0( 60,00,000.00 36,60,00,000.0( 57,090.00
Interest 50,00,000.00 50,00,000.00 50,00,000.00 50,00,000.00 2,00,00,000.00
Lata Fess 60,000.00 60,000.00 1,20,000.00
B | [ T’,;.

e Click the ‘CHECK BALANCE’ button to view the balance of cash and credit. This functionality enables
the taxpayers to check the balance before making the payment for the respective minor heads.

e Click the ‘OK’ button to go back to the previous page.

e Provide the amount of credit to be utilised from the available credit (in separate heads) to pay off
the liabilities.

e While providing the inputs please ensure the utilisation principles for credit are adhered to,
otherwise, the system will not allow for the offset of liability.

e Click the ‘OFFSET LIABILITY’ button to pay off the liabilities. A confirmation message is displayed.
Click the ‘OK’ button.

e If the cash balance in Electronic Cash Ledger is less than the amount needed to offset the liabilities,
click on the ‘CREATE CHALLAN’ button.

Reverse charge  Interest Payable Interest to be Late Fee Payable Late Fee to be utilizable Cash Additional Cash
Tax to be paid in ) paid in cash (T) () paid in cash (T) balance(¥) required(¥)
cash(%)
9 10 11 12 13 14 15

0 20 20 749,400.00 33,71,825.00
0 20 %0 20 20 ¥50,600.00 74,60,513.00 |
20 20 20| 20 20 ¥50,600.00 %4,60,513.00 |
20 20 20 20.00 20.00 |

4

CREATE CHALLAN MAKE PAYMENT/POST CREDIT TO LEDGER

BACK PREVIEW DRAFT GSTR-3B

e If the cash balance in electronic cash ledger is more than the amount needed to offset the
liabilities, click on the ‘MAKE PAYMENT/POST CREDIT TO LEDGER’ button.
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e If the cash balance in electronic cash ledger is more than the amount needed to offset the
liabilities, but due to ITC utilisation principle, offset is not allowed, then click on the ‘MAKE

PAYMENT/POST CREDIT TO LEDGER’ button.
Step 10 — Select the checkbox for declaration. From the ‘Authorized Signatory’ drop-down list, select the
authorized signatory. Click the ‘FILE GSTR-3B WITH DSC’ or ‘FILE GSTR-3B WITH EVC’ button.

==

Breakup of tax llability
emc,asememmmmInInecurremm,mmmlmdmmmmuwmmmndmmmlw.

Period Integrated Tax () Central Tas {(€) State/UT Tax (€) cESS () Action
December 2020 965.00 oo 0.0 o.00
5.00 0.00 0.00 coo | B

[ ]

30.00

Apedl 2020
August 2020 - A ©.00

warification
E 1'we hereby solemnly affirm and declare that the nfonmation given herein above is trse and comect to the best of my knowledge and belief and nothing

has been concealed therefrom.

Autharised Signatory =
ANGAD ARORA
D video tutomal for filing with DSC

© User Manual for filing with DSC

Step 11 — Click the ‘PROCEED’ button.
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A Temporary Reference Number (TRN) is a 15-digit number generated by the GST portal when a new
user initiates the registration process but hasn’t completed the entire application. The TRN allows the
user to save the progress and resume the registration later. It acts as a provisional reference for the
applicant until they receive their Permanent GST Identification Number (GSTIN).

GST registration applies to all individuals and entities supplying goods or services in India. GST registra-
tion becomes mandatory when the aggregate value of supplying goods exceeds Rs.40 lakh. The Min-
istry of Finance (MoF) has simplified the GST registration process to ease the tax filing process. If the
entity operates in a special category state, GST registration becomes applicable if the value exceeds
Rs.20 lakh p.a

An E-Way Bill (EWB) is an ‘electronic way’ bill for movement of goods which can be generated on the
E-Way Bill Portal. Any supplier or a transporter transporting goods with a value of more than Rs.50,000
(Single Invoice/bill/delivery challan) in a single vehicle should carry a GST e-way bill as per the GST
Council regulations.

CMP-08 filing must be done by all composition taxpayers. The GSTN has, after much delay, opened the
facility to declare and submit GST liability in CMP-08 (payment of self-assessed tax) for all the compo-
sition dealers on 29 July 2019. The composition dealers have to pay tax in CMP-08 challan-cum-state-
ment every quarter by the 18th of the month following the quarter.
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Noukwphe

8.
9.

21

— Exercise

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

N

1) How many digits are there in TFN?
a. 15

b. 12

c. 11

d. 10

2) Any service provider who provides a service value of more than Rs aggregate in a
year is required to obtain GST registration.

a. 20 lakhs

b. 15 lakhs

c. 50 lakhs
d. 5 lakhs

3) The supplier or the transporter can create the E-way bill through the following ways.
E-Way bill portal

Android App

Site-to-Site Integration (through API)

All of the above

o0 oo

.4) The composition dealers have to pay tax in ------- challan-cum-statement every quarter by
the --—--- of the month following the quarter.

.a. CMP-08, 10th

.b. CMP-08,18th

.c. GSTR1, 18th

.d. GSTR3B, 10th
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Unit 2.1 — E-PAN and Complete Filing
Unit 2.2 — Register PAN on the New Income Tax E-Filing Portal
Unit 2.3 —File ITR on the Income Tax Portal (ITR-1)

BFSI|

BFSI Sector Skill Council of India
“An Initiative of NSDC”

\ 2. Income Tax
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Unit 2 - Goods and Services Tax

- Unit Objectives |@

By the end of this unit, the participants will be able to:

1. Understand the process of obtaining an E-PAN

2. Navigate the Income Tax E-Filing Portal to register a PAN
3. Understand the steps to file an ITR-1 form online
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Unit 2.1 - E-PAN and Complete Filing

The income tax department has introduced a new initiative called e PAN card (electronic PAN). It is a digital
version of the traditional PAN card, which can be used for financial and tax-related transactions. Users can
instantly obtain an e-PAN card by applying online, with an Aadhaar card mandatory due to an Aadhaar
number being required for e-PAN issuance. Individuals already possessing a PAN are not eligible for an e-
PAN card. Also, e-PAN cannot be obtained by company or LLP or partnership firm.

Eligibility to Apply for an e-PAN Card

To engage in the process of e PAN card apply with Aadhar, you must fulfill the following requirements:

¢ Indian Residents: You must be a resident of India to be eligible for online e-PAN.

¢ Individual Taxpayers: This applies to individuals, not entities like companies or Hindu Undivided
Families (HUF).

e No Existing PAN: You cannot apply for an e-PAN online if you already have a regular PAN card.

e Aadhaar Card Holder: You must possess a valid Aadhaar card with updated and correct details.

e Linked Mobile Number: Your Aadhaar card must have a registered and active mobile number to be
eligible for e-PAN online.

Apply for an e PAN Card via Income tax e-filing portal

The following steps have to be followed for the process of online e-PAN card apply with Aadhar:

Step 1: Log on to the website

e The applicant has to log on to the income tax India e-filing website.

Step 2: Mobile number linked to Aadhar

e The applicant has to possess the registered mobile number that is linked to the Aadhar card.

Step 3: Click on Instant e-Pan. The applicant has to click on the Instant e-Pan option.
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(&) eFiling oweesone L] oo e | Foosbck| Acasibity Opions | Coriat s ivaran i |

e FT
0o Search

List of Income Tax Return
and Forms avallable for e
Filing

News & Updates Download
0200712018 New: © Offiine tiies ( Updated on
CBDT further extends the time for Linking PAN with Aadhaar from 30th June. N

2018 to 315t March 2013, For details Click here 21 2¢ ks) 29/06/18) New:

© Update PAN/Aadhaar Details -
© Fiing of Income Tax Retum & instant e-PAN allotment (Beta version) in near to real time is availble free of  Stafistics

SOU— © Schema

cost for limited period. Individuals (other than minors) with a vaiid Aadhaar
© Submik Retma/Forms: & number (with updated Mobile number) can avail the e-PAN allotment facility.
© e-Verfy Retum & S

Indivicual Registered
s st IR
© View Form 26A3(Tex Credit) & AlTRs for AY 201619 are now availebe for o-Filng

Rogistored and F
Aadhaar Linked + REEEEERE

© Outstanding Tax Demand & NotRegistered but

© MRSt Aadnan Unked ¢ EEEMEEEE]

© Know Your PAN | TAN | AO More  -erified TRs (18-19) : [EREEERE]

© Tax Calcultor | Tax Catengar |1V EVGFSiic GG Wak GSablisHed, SUbHling rtufs Gilna has Becoms Tmich More
‘easier. Particularly for those like me who are seniors can sit at home and do it.

© e-Pay Tax | Challans

© Check Refund Dispatch Status

21.06-2018.

Unit 2.2 - Register PAN On New Income Tax E-Filing Portal

Individuals have the option to electronically submit their income tax returns and fulfill other tax obligations
using the government's e-filing portal. To log in, it is important to register your PAN on the e-filing portal

Here's a step-by-step guide on how to register your PAN on the new e-filing portal.

Step 1: Visit the income tax portal

Step 2: Click on ‘Register’. The following window will open.

Step 3: Enter your PAN under the taxpayer tab and click on ‘validate’. Then, select ‘Yes’ and click on
‘Continue’.

Step 4: Provide the basic details.

e Here you will have to provide your basic details such as first name, middle name, last name as per
the PAN records, date of birth, gender, residential status and then click on ‘Continue’.

e Note that the first name, middle name and last name combination is crucial in this step.

e A quick tip to identify the ‘Last Name’ is the 5th character in your PAN no. It represents the starting
letter of your last name.

e If the name combination does not match PAN records, you will receive an error message shown as
— ‘Name entered is not as per PAN. Please retry’. Correct the same and click on ‘Continue’.

Step 5: Provide the contact information for receiving the OTP.

e To validate the registration process, you will need to provide the following information:

e Mobile no, Email ID, Postal address details

e Itis advisable to provide the taxpayer’s contact details. Do not provide the contact details of CA or
the tax consultant or Tax Return Preparer (TRP).

Step 6: Enter OTP.

'
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e Upon clicking on ‘Continue’, you will be prompted to enter the OTPs you have received on your
mobile no. and email ID.

Step 7: Verify details and make required corrections.
e Once the OTP is validated, you must verify the details you have entered.

e In case of corrections, you can always go back to the previous screen, make the necessary changes,
and validate the same with OTPs received.

Step 8: Set password.
e After verifying the data, you will have to set a password for your account and a secure login

message. The password needs to be a combination of lowercase letters, uppercase letters, and
special characters.

Step 9: Click on ‘Register’.

e Click on the ‘Register’ button once you have set the password. You will get the following
acknowledgement screen.

Unit 2.3 - File ITR on the Income Tax Portal (ITR-1)

Step 1: Login

e Visit the official Income Tax e-filing website and click on 'Login'.
e Enter your PAN in the User ID section.

e Click on ‘Continue’.

e Check the security message in the tick box.

e Enter your password

e Continue

Step 2: Go To ‘File Income Tax Return’

® Click on the 'e-File' tab > 'Income Tax Returns' > ‘File Income Tax Return’
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Step 3: Select The Right ‘Assessment Year’

e Select ‘Assessment Year’ as ‘AY 2024-25’ if you file for FY 2023-24. Similarly, select ‘AY 2023-24’ if
you are filing for FY 2022-23 and use the mode of filing as ‘Online’. Select the filing type correctly as
original return or revised return.

Dashboard Authorised Partners ~ Services ~ Pending Actions ~ Grievances ~

Dashboard > efile > Income Tax Retur » File Income Tax Retumn

Income Tax Return (ITR)

* Indicates mandatary fields

Select Assessment year * Information

2024.25 (Current AY.) . ] 1# you select offline mode, you will need 1o upload the
o ITR form prepared using offline utility in the next step

Select Mode of Filing *
(@) Online (Recommended) () offline

Note: The user can select type of ITR applicable Later

Step 4: Select the Status

e Select your applicable filing status: Individual, HUF, or Others.
e For filing of persons like you and me, select 'Individual' and 'Continue'.

Step 5: Select ITR Type

o Now, select ITR type. The taxpayer must first ascertain which ITR form they must fill out before
filing returns. There is a total of 7 ITR forms available, of which ITR 1 to 4 is applicable for
Individuals and HUFs. For example, individuals and HUFs without income from business or
profession but with capital gains can use ITR 2.
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Step 6: Choose the Reason for Filing ITR

¢ Inthe following step, you will be prompted to specify the reason for filing your returns. Select the
appropriate option that is applicable to your situation:

e Taxable income is more than the basic exemption limit

e Meets specific criteria and is mandatorily required to file ITR

e Others

Income Tax Allowances and Deductions Allowed to Salaried Individuals

Salaried employees form the major chunk of the overall taxpayers in the country and the contribution they
make to the tax collection is quite significant. Income tax deductions offer a gamut of opportunities for saving
tax for the salaried class. With the help of these deductions and exemptions, one could reduce their tax
substantially.

Exemption of Allowances

House Rent Allowance

A salaried individual having rented accommodation can get the benefit of HRA (House Rent Allowance).
This could be totally or partially exempt from income tax. However, it will be taxable if you don’t live in
any rented accommodation and continue receiving HRA. If you couldn’t submit rent receipts to your
employer as proof to claim HRA, you can still claim the exemption while filing your income tax return. So,
please keep rent receipts and evidence of any payment made towards rent.

You may claim the least of the following as an HRA exemption:
a. Total HRA received from your employer
b. (Rent paid) (-) (10% of basic salary +DA)

c. 40% of salary (Basic salary+DA) for non-metros and 50% of salary (Basic salary+DA) for metros

Note:

Employees need to submit the PAN details of the house owner if the rent payment exceeds 1 lakh
per annum.

This exemption can be claimed by the individuals who choose to pay taxes under the old regime. If
he opts for the new regime, the entire HRA received is taxable and cannot avail any exemption.
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Leave Travel Allowance (LTA) or Leave Travel Concession (LTC)

e The income tax law also provides for an LTA/LTC exemption to salaried employees, restricted to
travel expenses incurred during their leaves by them. Please note that the exemption doesn’t
include costs incurred for the entire trip such as shopping, food expenses, entertainment and
leisure among others. You can claim LTA/LTC twice in a block of four years. In case an individual
doesn’t use this exemption within a block, he/she could carry the same to the next block. Below are
the restrictions which are applicable to LTA:

e LTA/LTC only covers domestic travel and not the cost of international travel

e The mode of such travel must be either railway, air travel, or public transport through the shortest
route to the destination.

Children Education Allowances

e The employer may provide you with an education allowance for your children as part of your salary.
Such allowance received by the employee towards children's education is exempt from tax.

e However, the employee can claim a maximum of Rs.100 per month as an exemption or Rs.1200 per
annum. The exemption is allowed for a maximum of 2 children.

Leave Encashment

As per labour law, every salaried person is entitled to a minimum number of paid leave every year.
However, it is not necessary for an individual employee to utilise all the leave he is entitled to in a year. In
fact, most employers allow employees to carry forward such unutilised paid leaves.

This would invariably leave the employee with an accumulated unutilised leave balance at the time of
retirement or resignation from the company, as the case may be. This compels the employer to
compensate the employees for unutilised paid leave. This concept is better known as leave encashment.

Exemption in respect of leave encashment:

e Leave encashment received during the service:

e |If leave encashment is received during the service by any employee (either government or non-
government), it is fully taxable.

e Leave encashment received during the time of retirement:

e |If leave encashment is received at the time of retirement by a government employee, it will be fully
exempted.

'
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e |f leave encashment is received at the time of retirement by non-government employees, the least
of the following will be exempted: Rs. 25 lakhs

e Actual leave encashment received

e 10 months’ salary (on the basis of average salary of last 10 months preceding retirement)

e Cash equivalent of unavailed leave (Based on last 10 months average salary) to his credit at the
time of retirement.

e Salary = (Basic salary + DA if provided in terms of employment + commission as a fixed percentage
of turnover)

Income from House Property and Taxes

A house property could be your home, an office, a shop, a building or some land attached to the building
like a parking lot. The Income Tax Act does not differentiate between commercial and residential property.
All types of properties are taxed under the head ‘income from house property’ in the income tax return. An
owner for the purpose of income tax is its legal owner, someone who can exercise the rights of the owner
in his own right and not on someone else’s behalf. Income tax classifies the properties in two ways:

a. Self-Occupied House Property
A self-occupied house property is used for one’s own residential purposes. This may be occupied by the

taxpayer’s family — parents and/or spouse and children. A vacant house property can also be considered
self-occupied for the purpose of Income Tax.

b. Let out House Property
A house property that is rented for the whole or part of the year is considered a let-out house property for
income tax purposes. A house property in excess of 2 self-occupied properties, as mentioned above, is also

deemed a let-out property (treated as a let-out even if vacant).

Note: Income from letting out of vacant land is taxable under the head “Income from Other Sources” or
“Profits or gains from business or profession”.

Calculate Income from House Property

Here is how you compute your income from a house property:




Essentials of Digital Statutory E-Filing

a. Determine Gross Annual Value (GAV) of the property: The gross annual value of a self-occupied house is
zero. GAV for let out property is rent for a let-out property. In case of deemed let out property GAV is the
market value of the rent received.

b. Reduce Property Tax: Property tax, when paid, is allowed as a deduction from GAV of the property.

Note: The property taxes which the owner pays during the previous year are only to be deducted to arrive
at NAV.

c. Determine Net Annual Value (NAV): Net Annual Value = Gross Annual Value — Property Tax

d. Reduce 30% of NAV towards standard deduction: 30% on NAV is allowed as a standard deduction from
the NAV under Section 24 of the Income Tax Act. No other expenses such as painting and repairs can be
claimed as tax relief beyond the 30% cap under this section. You can claim 30% expense deduction even if
you have not actually incurred the expenses.

e. Reduce home loan interest: A deduction under Section 24 is also available for interest incurred on a
housing loan used to purchase or construct a property. In the case of construction, however, the interest
deduction is available only after the completion of the construction.

f. Determine Income from house property: The resulting value is your income from house property. This is
taxed at the slab rate applicable to you. In case you are opting for the new regime interest deduction on
housing loan is available only in case of let out property.

g. Loss from house property: When you own a self-occupied house, since its GAV is Nil, claiming the
deduction on home loan interest will result in a loss from house property. This loss can be adjusted against
income from other heads.

Note: There is no limit for set-off of house property loss with house property income. However, there is a
limit of Rs. 2 lakhs against the set-off of house property loss to income from other heads.

If the loss exceeds Rs.2 lakhs in a year, the excess loss can be carried forward for 8 years. However, in the
subsequent years, it could be only set off under the same head “Income under Head House property".

When a property is let out, its gross annual value is the rental value of the property. The rental value must
be higher than or equal to the reasonable rent of the property determined by the municipality.
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Tax Deduction on Home Loans

a. Tax Deduction on Home Loan Interest: Section 24
Homeowners can claim a deduction of up to Rs.2 lakh on their home loan interest if the owner or his family
resides in the house property. The same treatment applies when the house is vacant. If you have rented

out the property, the entire home loan interest is allowed as a deduction.

However, your deduction on interest is limited to Rs.30000 instead of Rs.2 lakhs if any of the following
conditions are satisfied:

A. Condition |
The loan is taken on or after 1 April 1999, and

The purchase or construction is not completed within 5 years from the end of the FY in which loan was
availed.

B. Condition I

The loan is taken before 1 April 1999.

C. Condition 11l

The loan is taken on or after 1 April 1999 for the purpose of repairs or renewal of the house property.
When is the deduction limited to Rs.300007?

As already mentioned, if the construction of the property is not completed within 5 years, the deduction
on home loan interest shall be limited to Rs.30000. The period of 5 years is calculated from the end of the

financial year in which the loan was taken. So, if the loan was taken on 30th April 2017, the construction of
the property should be completed by 31st March 2023.

Note: Interest deduction can only be claimed, starting in the financial year in which the construction of the
property is completed.

b. Tax Deduction on Principal Repayment

The deduction to claim principal repayment is available for up to Rs. 1,50,000 within the overall limit of
Section 80C. Check the principal repayment amount with your lender or look at your loan instalment
details.

'
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Conditions to claim this deduction:
The home loan must be for the purchase or construction of a new house property.

The property must not be sold within five years of the time you took possession. Doing so will add back the
deduction to your income again in the year you sell.

Stamp duty and registration charges Stamp duty and registration charges and other expenses related
directly to the transfer are also allowed as a deduction under Section 80C, subject to a maximum
deduction amount of Rs 1.5 lakh. Claim these expenses in the same year you make the payment for them.

c. Tax Deduction for First-Time Homeowners: Section S8OEE

Section 80EE recently added to the Income Tax Act provides the homeowners, with only one house
property on the date of sanction of loan, a tax benefit of up to Rs 50,000.

d. Tax Deduction for First-Time Homeowners: Section 80EEA

A new section 80EEA is added to extend the tax benefits of interest deduction for housing loan taken for
affordable housing during the period 1 April 2019 to 31 March 2022. The individual taxpayer should not be
entitled to deduction under section 80EE.

Allowable Deductions

Section 80C, 80CCC and 80CCD(1)

Section 80C is the most extensively used option for saving income tax. Here, an individual or a HUF (Hindu
Undivided Families) who invests or spends on stipulated tax-saving avenues can claim a deduction of up to
Rs 1.5 lakh. The Indian government also supports a few tax-saving instruments (PPF, NPS, etc.) to
encourage individuals to save and invest towards retirement. Expenditures/investment u/s 80C isn’t
allowed as a deduction from income arising due to capital gains. It means that if an individual's income
comprises capital gains alone, then Section 80C cannot be used for saving tax. Some of such investments
are given below and are eligible for an exemption under Section 80C, 80CCC, and 80CCD(1) up to a
maximum of Rs 1.5 lakh.

e Life insurance premium

e Equity Linked Savings Scheme (ELSS)
e Employee Provident Fund (EPF)

e Annuity/ Pension Schemes
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e Principal payment on home loans
e Tuition fees for children

e Contribution to PPF Account

e Sukanya Samriddhi Account

e NSC (National Saving Certificate)
e Fixed Deposit (Tax Savings)

e Post office time deposits

e National Pension Scheme

Medical Expenditure and Insurance Premium (Section 80D)

Section 80D is a deduction you can claim on medical expenses. One could save tax on medical insurance
premiums paid for the health of self, family and dependent parents.

The limit for Section 80D deduction is:

e Rs.25,000 for premiums paid for self/family
e Rs.50,000 for premiums paid for senior citizen parents.

Additionally, health checkups to the extent of Rs 5,000 are also allowed and covered within the overall
limit.
Deduction of up to Rs.50,000 with respect to medical expenditure incurred by the senior citizen (60 years

or above) or towards senior citizen parents, provided they are not covered under any Mediclaim policy.

The taxpayer can claim a maximum deduction of Rs.50,000 including the premium amount and medical
expenditure if he is a senior citizen (60 years or above). In addition to that, if he has paid the medical bills
of his senior citizen parents, he can claim an additional deduction of up to Rs.50000.

Interest on Home Loan (Section 80C and Section 24)

Another key tax-saving tool is the interest paid on home loans. Homeowners have the option to claim up to
Rs.2 lakh as a deduction for interest on home loans for self-occupied property. If the house property is let
out, you can claim a deduction for the entire interest pertaining to such a home loan.

The loss from house property that can be set off against other sources of income has been restricted to
Rs.2 lakh.

In addition to the above, one can also claim the principal component of the housing loan repayment as a
deduction under section 80C up to a maximum limit of Rs.1.5 lakh.
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Deduction for Loan for Higher Studies (Section 80E)

The Income Tax Act provides a deduction for interest on education loans. The significant conditions
attached to claiming such a deduction are that the loan should have been taken from a bank or a financial
institution for pursuing higher studies (in India or abroad) by the individual himself or his spouse or
children.

One may begin claiming this deduction beginning from the year in which the loan starts getting repaid and
up to the next seven years (i.e. total of 8 assessment years) or before repayment of the loan, whichever is
earlier. Even a legal guardian could avail this income tax deduction.

Donations (Section 80G)

Section 80G of the Income Tax Act, 1961 offers income tax deduction to an assessee, who makes donations
to charitable organizations. This deduction varies based on the receiving organisation, which implies that
one may avail a deduction of 50% or 100% of the amount donated, with or without restriction.

Deduction on Savings Account Interest (Section 80TTA)

Section 80TTA of the Income Tax Act, 1961 offers a deduction of up to Rs 10,000 on income earned from
savings account interest. This exemption is available for Individuals and HUFs. In case the income from
bank interest is less than Rs 10,000, the whole amount will be allowed as a deduction.

However, if the income from bank interest exceeds Rs 10,000, the amount after that would be taxable.

In the case of senior citizens (age of more than 60 years), Rs. 50,000 will be available as a deduction if he
receives interest on savings account, recurring deposits as well as fixed deposits.

Interest on Home Loan (Section 80EE)

Section 80EE allows homeowners to claim an additional deduction of Rs.50,000 (Section 24) for the
interest component of the home loan EMI. Subject to the following:

e The loan must not be for more than Rs 35,00,000

e The value of the property must not be more than Rs 50,00,000.

o The individual must not have any other property registered under his name at the time the
loan is sanctioned.
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Penalty for Late Filing u/s 234F

As per the changed rules notified under section 234F of the Income Tax Act, filing your ITR
post the deadline can make you liable to pay a maximum penalty of Rs.5,000.

From the financial year 2021 onwards, the income tax department has reduced the
maximum amount of penalty for late filing of returns to Rs 5,000 from Rs.10,000.

To break this down for FY 2023-24; if you file your ITR before 31st July 2024 (30th
September 2024 for audit and 31st October 2024 for transfer pricing cases), no penalty will
be levied.

For returns filed after 31st July 2024, the penalty limit will be increased to Rs.5,000.
However, as a relief to small taxpayers, the IT department has stated that if your total
income is not more than Rs 5 lakh, the maximum penalty levied for delay will only be
Rs.1,000.

Payment of Interest

If you do not file income tax returns on or before the due date, you would be required to
pay interest at the rate of 1% for every month, or part of a month, on the amount of tax
remaining unpaid as per section 234A. It's important to note that one’s ITR cannot be filed if
one hasn’t paid the taxes. The calculation of the penalty will start immediately after the due
date, which is usually 31 July of the relevant assessment year. So, the longer you wait the
more you will have to pay.
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—Summary ,@

¢ Unit 2.1 highlights the process of obtaining an E-PAN, a digitally issued Permanent Account Number. It
is generated instantly through Aadhaar authentication and simplifies obtaining a PAN, essential for tax
filing.

¢ Unit 2.2 explains how to register a PAN on the New Income Tax E-Filing Portal. This involves creating a
user ID, verifying details, and linking PAN with the portal to access tax services such as filing returns,
tracking refunds, and managing tax-related queries.

e Unit 2.3 provides a step-by-step guide to filing ITR-1 (Income Tax Return) on the Income Tax Portal.
It covers logging in, selecting the appropriate form, filling out income details (salary, pension, etc.),
claiming deductions, and submitting the return. This unit emphasizes the importance of accuracy in
reporting income and deductions to avoid discrepancies.
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— Exercise

1) What is an E-PAN?

A digital version of PAN issued instantly through Aadhaar authentication
A physical PAN card issued by the Income Tax Department

A special PAN card for businesses

A temporary PAN valid for one year

Qo0 oW

2) Which of the following is NOT a step to register PAN on the New Income Tax E-Filing Portal?
a. Creating a user ID

b. Verifying details using OTP

c. Visiting the Income Tax Department physically

d. Linking PAN to the portal

3) What type of income can be reported using ITR-1?

a. Income from business or profession

b. Capital gains

c. Income from salary, one house property, or other sources (like interest)
d. Foreign income

5) Why is it important to file accurate income and deductions while filing ITR-1?
a. To ensure a higher refund from the Income Tax Department

b. To avoid legal penalties and discrepancies in tax records

c. To reduce the time taken for tax filing

d. To receive instant approval for loans
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Unit 3 - Tax Collected at Source & Tax Deducted at

- Unit Objectives |@

By the end of this unit, the participants will be able to:

1. Understand the process of obtaining an E-PAN

2. Navigate the Income Tax E-Filing Portal to register a PAN
3. Understand the steps to file an ITR-1 form online
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Unit 3.1 - Tax Deducted at Source & Tax Collected at

Tax Deducted at Source and Tax Collected at Source are both incurred at the source of income.

TDS is the tax which is deducted on a payment made by a company to an individual, in case the amount
exceeds a certain limit. TCS is the tax which is collected by sellers while selling something to buyers.

A TDS deduction is applicable on payments such as salaries, rent, professional fees, brokerage,
commission, etc. TCS deduction is applicable on sales of goods like timber, scrap, mineral wood, and so on.

TDS applies only to payments exceeding a certain amount. TCS applies to sales of specific goods that don’t
include production or manufacturing material.

TDS stands for Tax Deducted at Source. It is the tax amount that the government collects directly from the
recipient’s income immediately when it is earned. The TDS is deducted at a certain percentage. As per the
IT Act, an individual or any company can deduct this tax at the source of income if the payment for any
goods or services crosses a certain amount.

The Government decides the TDS rates and thresholds for different types of goods and services for a
particular financial year.

The services include the following:

e Royalty

e Technical Services
e |legal Fees

e Consulting

e Rent, etc.

In a transaction where TDS is applicable, the person or firm receiving the payment is called the deductee.
On the other hand, the individual or business deducting TDS from the payment is called a deductor.

Unit 3.2 - TDS Rates

The TDS rate depends on the nature of payment, deductee, and PAN submission. There are different
sections in the Income Tax Act that specify different TDS rates, nature of payment, and threshold limits for
TDS.
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Most Common TDS Rates:

e For payment of salary, the TDS rate is the standard slab rate or the new tax regime slab rate as
opted by the employee.

e Forinterest on securities, the TDS rate is 10%.

e For dividend income, the TDS rate is 10%.

e Forinterest on post office deposits, bank deposits, or cooperative society deposits, the TDS rate is
10% for senior citizens (threshold limit 50000 and others (threshold limit X 40,000).

e For payment to contractors or subcontractors, the TDS rate is 1% for individuals or HUF and 2% for
others (threshold limit Rs. 30,000 for single transactions and Rs. 1,00,000 for aggregate
transactions).

e For rent of plant and machinery, the TDS rate is 2% (threshold limit Rs. 2,40,000).

e For rent of land or building or furniture or fitting, the TDS rate is 10% (threshold limit Rs. 2,40,000).

Calculate TDS on salary U/S 192

TDS Calculation on Salary:

Step 1: Estimate your total taxable income for the particular financial year. This should include your salary,
any other income you earn (such as rental or interest income), and any exemptions you are eligible for
(House Rent Allowance, Medical Expenses, and investment deductions)

Step 2: Calculate payable Income Tax through applicable tax slabs. Read our guide “Income Tax Slabs for FY
2023-24 (AY 2024-25)”

Step 3: Divide your payable income tax by the number of months of employment to calculate the monthly
TDS amount.

For example, if your estimated total taxable income for the current financial year is 10,00,000 and you are
employed for 12 months, your monthly TDS amount would be X10,00,000 X 30% / 12 = X25,000.

Note: This guide will help you calculate TDS on salary under Section 192. Your Actual TDS may vary
depending on the applicable tax slab.

Some additional points to keep in mind when calculating TDS on salary:

If you do not have a PAN card, your employer will deduct higher TDS at a rate of 20% plus 4% cess on other
incomes, such as interest from fixed deposits, dividends, winnings from lottery or games, etc.

'
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If you have submitted a declaration to your employer opting for the new tax regime, your TDS will be
calculated using the new tax slabs and deduction rules.

Quarter ending Deduction Month  TDS Deposit Due Dates Due Date for TDS Return
April 2024 7th May 2024
30th June 2024 May 2024 7th June 2024 31st July 2024
June 2024 7th July 2024
July 2024 7th August 2024
30th September 2024 August 2024 7th September 2024 31st October 2024
September 2024 7th October 2024
October 2024 7th November 2024
31st December 2024 November 2024 7th December 2024 31st January 2025
December 2024 7th January 2024
31st March 2024 January 2025 7th February 2025 31st May 2025

You can claim a refund of TDS if you have overpaid tax.

Calculate TDS for other than Section 192

To calculate TDS under different sections, you need to follow these steps:

Step 1: Identify the nature of income and the relevant section that applies to it.

Step 2: Check the threshold limit for that section. If the income exceeds the threshold limit, then TDS is
applicable. Otherwise, no TDS is required.

Step 3: Apply the prescribed TDS rate for that section on the income amount. If there is no PAN of the
payee, then apply a higher rate of 20% plus cess.

Unit 3.3 - Due dates and remittances of TDS & TCS

Due Date to File TCS Returns for FY 2023-2024

Quarter Quarter Period Quarter Ending Due Date
1st Quarter April - June 30th June 15th July 2024
2nd Quarter July - September 30th September 15th Oct 2024
3rd Quarter October - December 31st December 15th Jan 2024
4th Quarter January - March 31st March 15th May 2024
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Different Types of TDS Forms
The following are the TDS return forms and the purpose for which they are used:

Type of

Description of the Form
Form
Form 24Q This form is used for reporting TDS on salary payments.

This form is used to record TDS on payments such as interest, professional fees, and other

F 26 .
orm 26Q such items.

This form is used to report TDS on payments made to overseas firms or non-residents who

Form 27Q .
are not companies.

Form 27EQ Collection of tax at source

Unit 3.4 - Fill TDS Online

e You can visit the NDSL portal and download the TDS/TCS Return Preparation Utility (RPU) for online
TDS return filings. You must also have a JRE environment downloaded and installed to run this
application.

e Once downloaded, extract the zip file and open the application. It is the TDS_RPU.bat file that can
be found in the extracted zip file.

e From the drop-down menu, select the applicable form number and click on the statement type.
Regular in this case. Click Continue.

o Fill out all the details on the form and repeat this process for the next tabs as well. For example,
deductee details in the Annexure Tab, challan details on the challan tab and so on.

e Next, download the Challan input file by clicking on TAN based view. Enter your required
information and click Download Challan file. It will be a (.csv) file.

e Click ‘Create File’, add the .csv file and click ‘Validate’. It will generate and store a ‘FUV File’ in your
system.

e Next, login to the E-Filing website using your TAN number.

e Under the E-file tab, click Income Tax Forms and then select File Income Tax Forms.

e Click ‘Deduction of Tax at source’. You can find it at the bottom of the page.

e Select the Form number and other details. Attach the ‘FUV file’ that you previously generated.

e Click ‘Proceed to e-verify’ and select a verification option to submit your TDS return.

e You will receive an acknowledgement receipt upon successful submission. If it has been rejected,
you will get a non-acceptance memo.
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e TDSis

the tax which is deducted on a payment made by a company to an individual, in case the

amount exceeds a certain limit. TCS is the tax which is collected by sellers while selling something

to buyers

e The TDS Rate depends on the nature of payment, deductee and PAN submission. There are
different sections in the Income Tax Act that specify different TDS rates, nature of payment, and
threshold limits for TDS.

Due Date to File TCS Returns for FY 2023-2024

Quarter Quarter Period Quarter Ending Due Date

1st Quarter April - June 30th June 15th July 2024
2nd Quarter July - September 30th September 15th Oct 2024
3rd Quarter October - December 31st December 15th Jan 2024
4th Quarter January - March 31st March 15th May 2024

Type of
Form

Form 24Q

Form 26Q

Form 27Q

Form 27EQ

Description of the Form

This form is used for reporting TDS on salary payments.

This form is used to record TDS on payments such as interest, professional fees, and other
such items.

This form is used to report TDS on payments made to overseas firms or non-residents who
are not companies.

Collection of tax at source
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TDS is the tax which is deducted on a payment made by a company to an individual, in case the
amount exceeds a certain limit. TCS is the tax which is collected by sellers while selling something to
buyers

The TDS Rate depends on the nature of payment, deductee and PAN submission. There are different

sections in the Income Tax Act that specify different TDS rates, nature of payment, and threshold limits
for TDS.
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— Exercise

1)What is the use of Form 24Q

a. This form is used for reporting TDS on salary payments

b. This form is used to report TDS on payments made to overseas firms or non-residents who
are not companies

c. Collection of tax at source

d. None of the above

2) When is the Due date for TDS Return for Quarter ending 30th June 20247
a. 7th June 2024

b. 7th July 2024

c. 31st July 2024

d. 31st October 2024

3) TDS applies only to payments exceeding a certain amount. TCS applies to sales of specific
goods that don’t include production or manufacturing material. Is the statement correct

or not?

a. True

b. False
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Unit 4.1 — Register Establishment in EPFO

4. Employee’s
Provident Fund (EPF)
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Unit 4 - Employee’s Provident Fund (EPF)Source

- Unit Objectives |@

By the end of this unit, the participants will be able to:
1. Understand what EPF is and how does it secure the employee.
2. How to register the establishment in EPFO




.
Unit 4.1: Employee’s Provident Fund (EPF)

Employees Provident Fund (EPF) is a scheme controlled by the Employees’ Provident Funds and
Miscellaneous Provisions Act, 1952. It is regulated under the umbrella of Employees' Provident Fund

Organisation (EPFO). PF registration is applicable for all establishments which employ 20 or more persons,
subject to certain circumstances and exemptions even if they engage less than 20 employees. Under the
EPF scheme, an employee has to pay a certain contribution towards the scheme and an equal contribution
is paid by the employer. The employee gets a total amount including self and employer’s contribution with
interest, on retirement or resignation.

It is obligatory that employees who draw less than Rs 15,000 per month become members of the EPF. As
per the guidelines in EPF, employees, whose ‘basic pay’ is more than Rs. 15,000 per month, at the time of
joining, is not required to make PF contributions. Nevertheless, an employee who is drawing a pay of more
than Rs 15,000 can still become a member and make PF contributions, with the consent of the Employer
and Assistant PF Commissioner.

4.2 - Register Establishment in EPFO

Online registration is important for employers as they deduct the TDS from employees' salary. In order to
register online, you will be required to create an account first. PF registration is obligatory for companies
with more than 20 employees. The Central Government can make it compulsory for organization’s with
less than 20 employees to contribute towards EPF by giving them two months' notice. Organizations with
less than 20 employees can also contribute towards EPF on a voluntary basis.

The employee and the employer each contribute 12% of the employee's basic salary towards EPF. In case
the organization has less than 20 employees, the employer's contribution is 10%.

EPF Registration Procedure

For EPF registration procedure, an employer can choose to register either offline or online, with the online
option being the preferred mode for registration today. The registration form can be downloaded from the
website of the Employees' Provident Fund Organization (EPFO). Employers need to provide the following
details to successfully register themselves.

EPF Registration Steps for Employers:

To register the organisation, the employer will need to visit the EPFO portal, which is
https://www.epfindia.gov.in/site_en/index.php and click on the option that says, 'Establishment
Registration'.
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1. Clicking on 'Establishment Registration' will lead you to the next page, which is
https://registration.shramsuvidha.gov.in/user/register, where the manual can be downloaded. The
user manual must be read completely by a new user before registration.

2. Click on 'Sign Up' Button.

T e W

p 0 KL

lome | Know Your LIN | Know Your Minimum Wage | Registration | Download Manual | Contact Us

i Verification Code
51 6106 CHE
Login with Shram Suvidha Portal

If you do not have User Id and Password, Create your LOGIN
Shram Suyidha Portal Account
(Sign Up). Forgot User Id or Password ?

3. Clicking on 'Sign Up' will ask for the Name, Email, Mobile Number, and Verification Code to be

filled. After these details are filled, click on 'SIGN UP' to create your account.

e w A

Home | Know Your LIN | Know Your Minimum Wage | Registration | Download Manual | Contact Us

Name

mmn

Email

| Mobile No

Sign Up With Shram Suvidha Portal e

I you already have User Id and Password. 1 P
et D2 - I

SIGN UP RESET

4. There will be an option called 'Registration for EPFO-ESIC'.
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5. The next page will give you an option called 'Apply for New Registration'. Clicking on that will give
two options called 'Employees' State Insurance Act, 1948' and 'Employees' Provident Fund and

Miscellaneous Provision Act, 1952', which can be checked and then click on the 'Submit' button’

== Home » Registration > Accs Appliad For

Acts Applied For

Act(s)

r gl i Al 1

il Employees’ Prowident Fund and Miscellaneous Provision Act, 1952

Submit Cancel

6. This leads you to a page where the details of the employer such as Establishment Details, e
Contacts, Contact Persons, ldentifiers, Employment Details, Particulars of workers, Branch/Division,
Activities, and Attachments are mentioned. All mandatory details that must be filled under each

section are displayed with a red asterisk.

= Home » Reglitration > Registratian form

Commeon Registration form for EFFO m

ELIEUR BRI TEIEY  eContacts  Contact Persons  ldentifiers Employment Details  Branch/Devision  Activities  Attachments

Mote Reguired fields are ndicated by an (*]
Mame of the Factory/Establishment-*

Work Place Address (Address proof required in attachment)

Address-* Abcd District-* Anmedabad B

Gidc Area Code/Pin Code* 380015

Maroda

Mearest Police Statkon:
State:* Gujarat |E|
Serup Dare:* 01-11-1599 lsxti] PAN*
Establishment Category:*  Factory B Secor (Ownership Typek*  Private Factory EI
If Factory, Specify Factory License Details
Factory Licensed Under 2} 3 Date of License 01.11.2000
Section* £ Regisoration: *
Fauory License Number-* Dave of Trial Production, 06-11-2001
if Factony:*
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7. The summary of the registration form can be viewed on the dashboard.

8. Click on the 'Submit' button to submit the registration.

9. Thisis followed by the employer's Digital Signature Certificate (DSC) registration. For a fresh EPF
registration application, DSC registration is mandatory.

10. On completion of DSC registration, you will receive an email from Shram Suvidha with confirmation
that the registration has been completed.

= Home » Reghseranon

nglsua“ﬂﬂ | Apply for New Regisirat :
2
o Common Registration Submitted Successfully 5
g
S Mo, Establishment Acts Applied For  Status Date  Status £ Action ESIC/EPFOD Status a-
a] 1 Silvertouch Engineering Pyt Lid.  ESIC & EPFO 04052017 £ i Al EPFO - Successhully submitzed
ANTRAITA, Suiary ESIC - Successfully registered
B 2 Siivertguch Technoloegy Pyt Lid,  ESIC & EPFO a2o5-2017 Form Submitied & Lin Allccated  EPFD - Successhully submitied
Porpandar Guisral ESIC - Successfully registered
A 3 Silverppuch Engineering Pyr Lid.  ESIC & EPFO 04052017 Form Submimed & Lin Aliggated  EPFO - Successfully submitred
Anmedatad Guiarst ESIC - Successfully registered

oee P a v
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—Summary 2

Provident Funds and Miscellaneous Provisions Act, 1952. It aims to provide financial security and retire-
ment benefits to employees. To comply with EPF regulations, employers are required to register their
establishment with the Employees’ Provident Fund Organization (EPFO). This involves submitting neces-
sary details such as business information, employee strength, and other statutory documents. Registration
ensures that both employers and employees can contribute to the EPF scheme, facilitating savings for

employees’ future needs and retirement.
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— Exercise |i&
1) What is the primary objective of the Employee’s Provident Fund (EPF)?
a. To provide health insurance to employees
b. To offer financial security and retirement benefits
c. To collect taxes from employees
d. To provide housing loans to employees
2) Which act governs the Employee’s Provident Fund (EPF)?
a. Income Tax Act, 1961
b. Payment of Wages Act, 1936
c. Employees’ Provident Funds and Miscellaneous Provisions Act, 1952
d. Factories Act, 1948
3) Who is responsible for registering an establishment in EPFO?
a. Employees
b. Employers
C. Government agencies
d. Trade unions
4) What is required for registering an establishment in EPFO?
a. Employee salary slips only
b. Only the company’s annual financial report
c. Business details, employee strength, and statutory documents
d. Shareholder information and tax returns
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Unit 5 - ESIC and its applicability

- Unit Objectives |@

By the end of this unit, the participants will be able to:

1. Understand what ESIC is, and the social security scheme
2. What is the ESIC Registration Eligibility?

3. What are the entities covered under ESIC?
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Unit 5.1 - ESIC and its applicability

The ESI scheme is a self-financed comprehensive social security scheme devised to protect the employees
covered under the scheme against financial distress arising out of events of sickness, disablement or death
due to employment injuries.

The ESIC has its headquarters in New Delhi, besides 65 regional and sub-regional offices located in various
states, to support the implementation of the ESI scheme. In addition, the Medical Benefit Council, a
specialized body, is constituted to advise the ESIC on the administration of medical benefits.

ESIC Registration Eligibility

Any non-seasonal factory or establishment having more than 10 employees (in some states it is 20
employees) who have a maximum basic wages/salary of Rs.21,000 per month (Rs.25,000 per month in the
case of persons with disability) are covered under the ESI scheme and thus, they have to mandatorily
register with the ESIC within 15 days from the date of its applicability.

Under this scheme, the employer needs to contribute an amount of 3.25% of the total monthly wage
payable to the employee whereas the employee needs to contribute only 0.75% of his monthly wage every
month of the year. The only exemption to the employee in paying his contribution is whose daily wage is
less than Rs.176/- per day.

Entities Covered Under ESIC

As per the government notification, under Section 1(5) of the ESI Act the following entities under state
government are covered:

e Shops

e Restaurants or hotels engaged only in sales

e Cinemas including preview theatres

e Road motor transport establishments

e Newspaper establishments (which is not covered under the Factory Act)
e Private medical institutions.

e Private educational institutions

e Casual employees of Municipal Corporation or Municipal Bodies

When the above-mentioned establishments employ 10 or more persons, the owner/employer of the
establishment must compulsorily register it with the ESIC.
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The Central Government has extended the coverage under Section 1(5) of the ESI Act to the following
entities under Central Government:

e Shops

Hotels and restaurants

Road motor transport establishments
Cinema including preview theatres
Newspaper establishments
Establishments engaged in

Insurance business

Non-Banking Financial Companies (NBFCs)
Port trust

Airport authorities

Warehousing

When the above-mentioned establishments employ 20 or more persons, the owner/employer of the
establishment must compulsorily register it with the ESIC.

Unit 5.2 - ESIC Registration Process Online

Earlier, there was manual registration. Now, the ESIC registration is completely online. The following are
the steps involved in ESIC Registration:

ESIC Registration

Step 1: Log in to ESIC Portal
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e An employer needs to get himself registered on the ESIC portal.

® An employer can register on the ESIC portal by clicking on the ‘Employer Login’ option on the home
screen.

New Update 4 T
e I ur Share s 3 s o suToundings ar chun & Wt e, e go R togethr

Tender . X Special Campaign ctober to 31

Swachhata hi Seva

INOTICE INVITING EXPRESSION OF
INTEREST FOR HIRING OF

[oNelee]

Select Offices / Hospitals v Search

)
Q+

o i
(=1
Insured Person /
Beneficiary

Insurance
Medical
Practitioner

5@@00

Employer Login

Last updated / Reviewed : 2023-10-06
Quick Links Mail & Phone Information

Ward of IP Certificate For Information Technology (IT) related Issues/Queries, Employers/IPs

Highlights

e On the next page, click on the ‘Sign Up’ button.

A Td SR HATT
i, Ministry of Labour & Employment
>/  TEA TIHTE (Government of India)

wifardl s dlen foeme
Employees' State Insurance Corporation
(Ministry of Labour and Employment, Government of India) "

Employer Login

Usernamef/LIN

2 Type your username

No physical processing of paper is undertaken by ESIC for registration of Employer. If there is any laint to the
contrary, the same may be made on help-shramsuvidha@gov.in Password
We Are Migrating To One Unit One Identifier & Type your password

Government of India plans to do away with all employer codes being issued by separate labour enforcement

agencies such as ESIC, EPFO, O/O CIC(C) and DGMS etc by replacing them with new Labour Identification Number Captcha F30000F

L9}

(LIN). Your unit has already been allotted a LIN and the same can be obtained online using

http:/itinyurl.com/whatismylin Please verify the information associated with your LIN before the current employer ﬁ

Type your Captcha
Sign Up Forgot password?

LOGIN

e After clicking on the ‘Sign up’ button, the employers need to fill in the details and submit the form.

codes are rendered useless. The procedure to verify the inft

is given in

http:/itinyurl.com/shramsuvidhahowto For any support please contact help-shramsuvidha@gov.in
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SignUp * Required Fields

Company Name *: | |

Principal Employer Name *: | |

State *: [—Please Select— v |
Regions *:
Email(Username) *: |

Phone No.: | |

D Please confirm your establishment/factory under Execlusive Labour Contractor/Man Power
Suppliers,Security Agencies,Contractors Supplying Labour categories. If not please register
through Common Registration Link For ESIC / EPFO

| submit [ Reset | Logi

Step 2: Confirmation Mail

e After submitting the form for sign up to the portal, the employer will receive a confirmation mail
sent to the registered mail ID and mobile number entered at the time of sign up.

e The email will contain the username and password details for registering as an employer and
employee under the ESIC scheme. The sample of the confirmation email is shown below:

Step 3: Employer Registration Form-1

e Next, login to the ESIC portal by clicking on the ‘Employer Login’ option on the home screen and
entering the username and password received in the email. This will redirect to the page having the
option of ‘New Employer Registration’.

e Click on the ‘New Employer Registration’ option.

Last Logged In Saturday, May 19, 2018 at 3:56 PM

EMPLOYER
» New Employer Registration

e Next, select the ‘Type of Unit’ from the drop-down list and click on the ‘Submit’ button.
e The ‘Employer Registration — Form 1’ will appear and the employer needs to fill in the details.
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on » Employer Registration

LAeliC R Employer Details  FactEstt Details Employee Details

Employer Registration - Form 01 - Requred Frets
1. Name of the unit ) Factory @ [[TEST. Company ]
2.Complete Postal Address of the Factory / Establishment
Address [Test | Pin Code: [ 110001
\ | Phone o S
| Mobite No- |

State: Deihi Tv] |Fax Ho: g ]
District: New Dehi E |Emait= nioffS0@gmal.com
3. Police Station:™ Test .
4. Name of

@T1own O Revenue Village 1 @Taluk O Tensit 1

® Hudbast No 1 Municipality: /1

O Revenue Demarcation
5.(a) Whether the Building / Premises of Fact / Estt. is Owned or Hired: Wm
5.(b) If Hired or There is a Change in the Name of Unit / Ownership, Please Indicate Below~
5.(b)(i) ESI Code No. If Covered Earfier: Oves o
5.(b)(i) Date from Which Earlier Fact/Estt. Closed Down: [ ]
5.(c) Terms and Conditions Under Which Property Acquired/Taken on L opy ‘ | Browse... | No fie selected. | _ Upload

e On the Employer Registration Form-1 (ESI Registration Form), the employer needs to enter the
details pertaining to the unit of the employer, employer details, factory/establishment details
and employee details.

e Once, the complete form is filled by the employer, he/she needs to click on the Submit’ button.

Step 4: Payment for Registration

e After submission of the ESI Registration Form, i.e. Form-1, a message will be displayed on the
screen for payment of advance contribution. Click on the ‘Pay Initial Contributions’ link.

Payment Of Advance Contribution
Plase Pay Advance Contibuton Fo § Wonths Through The Link Below To Complte YourRegisraion Procedure.
You have been regisered in ESIC AR realizaion of payment Coverage Lete {orm C11)and password il b sent o your regstered email
Pay nifal Contribution

o

e The initial contribution amount will be displayed. Select the ‘Online’ option and click on the
‘Submit’ button.

e The ‘Challan Number’ will be displayed on the screen. Note down the challan number and click on
the ‘Continue’ button.

e The ‘Payment Gateway' page will open where the employer needs to select the mode of payment
and fill the amount to be paid.
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Step 5: Registration Letter

e On the successful payment of six months advance contribution, the system generated Registration
Letter (C-11) is sent to the employer on email which will contain a 17 digit Registration Number by
the ESIC department.

e The Registration Letter (C-11) is a valid proof of registration of the employer.

e The sample of the Registration Letter (C-11) is provided below:

Ragional Office L1 Fege with a.d.
EMPLOYEES | STATE INSURANCE CORPORATION
ES| Corporation, Panchdesp Bhawan ESIC

T Dabed = 8772011

Subject:- Implementation of the ES.T Act, 1048 snd Registraticn of Employees of
the Factoried and Fstablighments under Section 1(5) of the Act, s

amandod.

Dear Sirfs),

1. 1t B bfomed thet under section 13 of the e ocl, 198 & appicable o of
fectoriesfesinbkshments  covered under the acl within the area where your factorylestablshment is

2 T ois futher informeed Ehat the Bppeapeiste gowertimel P esbended the provisions of the act e
otheer petabiahewnte urder saction 1(5) of the st in thid sré

3 Under section 2 a of the act such B factory/estabishment & required to regiter ibelf under the
act snd  chapber e Shersol casts & redponshilly on the principal  employer theneo! R0 get his
EMpioyess registensd and pay conbritutions in respect of these emioyees coversd under the act.

4. On the bass of Ihe particclers in respect of your Tacloryfesta L by wou, the
report of Ehe  inspection Mmmmmmw,mwm
aftatlbmet on M-, gour calablahment  fall within the purdew of Section L[5} of the Act with
affect frem (8-07-2021.  In cade, howeves, fobbtguent facti mvedl thet your etablibment was
coverie from & dabe prior b5 the date menbioned sbove, you shall make youriel Beble b comply
‘with the prowsione of the Act fromy such sl dabe.

B I s reguested o tske immediste steps for registrabion of your employess by submiting
deckration forms onine, of e, of records et from e date of
covirage O your  MRCOnemadisheent Lncer e BCL  MYYOU Bre a0 requested Lo sebmil
epipyers resistratkn form (fom 0L} an roquired under the provisiors of wcZa of the el act
1948 rabd with n 0 10-b of the esifgeneral), regulitions, 1950

R P the  eses  of  cooverence  pour  establishment  has  besn  allotted  code  No
co - ©owheh may kndy be used i sl mmmunicabions senk b this office &0 on
mlmammlmbﬁeﬂm&mhmmwkmmﬂ

PR L S FRATEES e wh Wl L W sumr L Ll L ol
ruus' ched 10 render i mm.nmwu\uwaw
w]nummwmmmmamwmmmhwn
connection with e Schame you and riquedied 0 Coniact the Manager of the abdwi Branch Office
whe will rencier necesiary Risip i She matter,

ESIC Registration
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The ESI scheme is a self-financed comprehensive social security scheme devised to protect the em-
ployees covered under the scheme against financial distress arising out of events of sickness, disable-
ment or death due to employment injuries.

Under this scheme, the employer needs to contribute an amount of 3.25% of the total monthly wage
payable to the employee whereas the employee needs to contribute only 0.75% of his monthly wage
every month of the year. The only exemption to the employee in paying his contribution is whose daily
wage is less than Rs.176/- per day.

When the mentioned establishments, as per Government regulations, employ 10 /20 or more persons,
the owner/employer of the establishment must compulsorily register it with the ESIC.
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— Exercise

1) The ESI scheme is a self-financed comprehensive social security scheme devised to protect the
?

a. Employees

b. Employer

c. None of these

d. All the above (a & b)

2) What is the maximum wage limit for which the applicability of registration comes?
a. 21,000, and 25,000 (disabled persons)
b. 15,000 and 20,000 (disabled persons)
c. 18,000 and 20,000 (disabled persons)
d. 25,000 and 25,000 (disabled persons)

3) The Employer needs to fill in the details for registration in?
a.Form 1

b. Form 10

c. Form 2

d. Form 15
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6. Digital Signature
Certificate

BFSI

BFSI Sector Skill Council of India
“An Initiative of NSDC”

Unit 6.1 — Digital Signature Certificate
Unit 6.2 — How to get a Digital Signature Certificate?
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Unit 6 - Digital Signature Certificate

- Unit Objectives |@

By the end of this unit, the participants will be able to:

1. To understand the concept and significance of a Digital Signature Certificate (DSC) in ensuring
secure and authenticated digital transactions

2. To identify the role of Certifying Authorities (CAs) in issuing Digital Signature Certificates

3. To learn the process and requirements for obtaining a Digital Signature Certificate, including
necessary documents and verification steps

4. To explore the various uses of DSCs in digital platforms, such as e-filing of tax returns,
company filings, and signing legal or official documents securely

5. To gain knowledge of the format and secure storage of a Digital Signature Certificate,
particularly through USB tokens
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Unit 6.1: Digital Signature Certificate

A Digital Signature Certificate (DSC) is necessary to submit various online forms to the Government of
India. It is used to sign electronic documents, emails and other digitally transmitted documents. They
enhance security using encryption technology. DSCs are predominantly utilised when businesses need to
digitally sign online documents, securely authenticate the signature, and validate the signed copy.

A Digital Signature Certificate (DSC) is a secure digital key that is issued by the Certifying Authorities (CA)
for the purpose of validating and certifying the identity of the person holding this certificate. Digital
signatures make use of public key encryptions to create the signatures.

A DSC contains information about the user’s name, pin code, country, email address, date of issuance of
certificate and name of the certifying authority. The DSCs are usually valid for one to two years. However,
they can be renewed before the expiry period.

Digital Signature Certificate Advantages

Authentication: Helpful in authenticating the personal information details of the individual holder when
conducting business online.

Reduced cost and time: Instead of signing the hard copy documents physically and scanning them to send
them via e-mail, you can digitally sign the PDF files and send them much more quickly. A DSC holder does
not have to be physically present to conduct or authorize a business.

Data integrity: Documents that are signed digitally cannot be altered or edited after signing, which makes
the data safe and secure. Government agencies often ask for these certificates to cross-check and verify
the business transaction.

Authenticity of documents: Digitally signed documents give confidence to the receiver to be assured of the
signer’s authenticity. They can take action on the basis of such documents without getting worried about
the documents being forged.

Importance of DSC for Fulfilling Statutory Compliances

Individuals and entities who are required to get their accounts audited have to file their income tax return
compulsorily using a digital signature. Furthermore, the Ministry of Corporate Affairs has made it
mandatory for companies to file all reports, applications, and forms using a digital signature only.

Under GST also, a company can get registered only by verifying the GST application through a digital
signature. The use of a digital signature is necessary even for filing all applications, amendments and other
related forms.

' 110
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Types of DSCs

1. Sign
A person can use Sign Certificates for signing a document. It can be affixed to a PDF, files or
documents for GST returns submission, income tax returns, MCA online forms and other web-based
services. It validates the integrity of the document and authenticates the user’s identity. It assures
the receiver that the data mentioned is unaltered and the document is untampered.

2. Encrypt
A person can use the Encrypt Certificate to encrypt files, documents or other sensitive and
confidential data. DSC encryption is for confidential documents and data. It helps enterprises and
companies to encrypt and upload documents on web portals. This certificate can also be used to
encrypt personal data and send it securely. Encrypt DSC is suitable for e-commerce documents,
legal documents, e-tender filing documents and other confidential records.

3. Sign and Encrypt
A person can use the Sign and Encrypt Certificate for both signing and encrypting purposes. It is
usually used for filing government documents, forms and applications. It is suitable for those users
who need to maintain and authenticate the confidentiality of the data exchanged.

Unit 6.2: How to get a digital signature certificate?

Visit any of the CA websites, select the DSC Class 3 registration/application on their homepage and
proceed to fill out the form.

You need to fill in the below necessary details on the DSC application form:

e C(lass of the DSC.

o Validity.

e Type: Only sign or sign and encrypt.
e Applicant name and contact details.
e Residential address.

e GST number and identity details of proof documents.
e Declaration.

e Document as proof of identity.

e Document as proof of address.

e Attestation officer.

e Payment details.

Next, upload your recent photograph and e-sign the declaration.
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Upload the required documents. However, if the CAs are offering Aadhaar eKYC-based authentication, you
can select this option. If you select this option, you do not have to upload any supporting documents.

Make the payment for the issuance of the DSC and submit the form.

Steps to Apply for a Digital Signature Certificate

STEP 1: Go to the Certifying Authorities website

There are around 15 CA that are licensed to issue Digital Certificates in India. The list of the Certifying
Authorities, along with their website link, is given here. Visit any of the CA websites, select the DSC Class 3
registration/application on their homepage and proceed to fill in the form.

STEP 2: Fill the necessary details

You need to fill in the below necessary details on the DSC application form:

e C(lass of the DSC.

e Validity.

e Type: Only Sign or Sign & Encrypt.

e Applicant Name and Contact Details.
e Residential Address.

e GST Number & Identity Details of Proof Documents.
e Declaration.

e Document as proof of identity.

e Document as proof of address.

e Attestation Officer.

e Payment Details.

On filling all the necessary details, you must upload your recent photograph and e-sign the declaration.
Check thoroughly for completion of the form. Take a print of the completed form and preserve it.

STEP 3: Proof of identity and address

An attesting officer must attest the supporting documents (proof of identity and address) uploaded to the
DSC application. Ensure the sign and seal of the attesting officer are visibly clear on the supporting
documents.

If the CAs are offering Aadhaar eKYC-based authentication, you can select this option. If you select this
option, you do not have to upload any supporting documents.

You can also directly approach the CAs with original supporting documents and self-attested copies of the
original documents. In such a case, supporting documents need not be attested by an attesting officer.
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You can also upload a letter/certificate issued by a bank and certified by the bank manager containing your
name, PAN and address as supporting documents. In this case, no other attestation is required.

STEP 4: Payment for DSC

Once the DSC application form is filled out and the documents are uploaded, you must make the payment
for the issuance of the DSC. Payment can be made through online modes, such as net banking, credit card,
debit card or UPI payment.

STEP 5: Issuance of DSC

After completing the above-mentioned steps, i.e. filling in the DSC application, providing the necessary
documents and payment, submit the DSC application. The CAs will verify your application and documents
and issue the DSC electronically. They will send an encrypted pen drive containing your DSC by post.
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—Summary 2

A Digital Signature Certificate (DSC) is necessary to submit various online forms to the Government of
India. It is used to sign electronic documents, emails, and other digitally transmitted documents. They
enhance enhance security using encryption technology. DSCs are predominantly utilised when busi-
nesses need to digitally sign online documents, securely authenticate the signature, and validate the
signed copy.

A DSC contains information about the user’s name, pin code, country, email address, date of issuance
of certificate and name of the certifying authority. The DSCs are usually valid for one to two years.
However, they can be renewed before the expiry period

Individuals and entities who are required to get their accounts audited have to file their income tax
return compulsorily using a digital signature. Furthermore, the Ministry of Corporate Affairs has made
it mandatory for companies to file all reports, applications, and forms using a digital signature only.
Under GST also, a company can get registered only by verifying the GST application through a digital
signature. The use of a digital signature is necessary even for filing all applications, amendments and
other related forms.

A person can use Sign Certificates for signing a document. It can be affixed to a PDF, files or documents
for GST returns submission, income tax returns, MCA online forms and other web-based services. It
validates the integrity of the document and authenticates the user’s identity. It assures the receiver
that the data mentioned is unaltered and the document is untampered.

A person can use the Encrypt Certificate to encrypt files, documents or other sensitive and confidential
data. DSC encryption is for confidential documents and data. It helps enterprises and companies to en-
crypt and upload documents on web portals. This certificate can also be used to encrypt personal data
and send it securely. Encrypt DSC is suitable for e-commerce documents, legal documents, e-tender
filing documents and other confidential records.

A person can use the Sign and Encrypt Certificate for both signing and encrypting purposes. It is usu-
ally used for filing government documents, forms and applications. It is suitable for those users who
need to maintain and authenticate the confidentiality of the data exchanged.
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N

— Exercise

1) What are the advantages of DSC?
a. Authentication

b. Reduced Cost and time

c. Data integrity

d. All of the above

2) What are the types of DSC?
a. Sign

b. Encrypt

c. Sign and Encrypt

d. All of the above

3) Is Aadhar e-verification mandatory in taking DSC?
a. Yes

b. No

c. Depends

4) A DSC contains information about the user’s name, pin code, country, email address, date of
issuance of certificate and name of the certifying authority. Is the statement correct?

a. Yes

b. No
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Unit 7 - Micro, Small and Medium Enterprises

- Unit Objectives |@

By the end of this unit, the participants will be able to:
1. Understand what Udyog Aadhar Registration is

2. What are the benefits provided to MSME

3. Udyog Aadhaar Registration Process

4. Benefits of Udyog Registration
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Unit 7.1: Udyog Aadhar Registration

In recent times, for boosting small-scale businesses in the country, the Government of India had initiated
the Udyog Aadhaar Registration (UAM) process. However, currently, the Udyog Aadhaar Registration has
migrated to Udyam Registration. The MSME’s (Micro, Small and Medium Enterprises) have to apply for
Udyam Registration to obtain the benefits provided to MSME by the government.

Earlier, if you wished to start a business and get SSI Registration or MSME Registration, you needed to go
through a lot of paperwork. You needed to fill 2 forms:

e Entrepreneur Memorandum-I
e Entrepreneur Memorandum-Il (EM-II).

The Udyog Aadhar Registration was initiated to simply the MSME or SSI registration. Industries registered
with Udyog Aadhar became entitled to receive the benefits of several government schemes such as
subsidies, easy loan approvals etc.

Udyog Aadhaar Registration Process

The SME (Small and Medium Scale Enterprises) owner needed to fill in a one-page form that they could do
either online or offline. For online registration, the applicant has to visit the official website.If someone
wished to register for more than one industry, then they needed to opt for individual registration.

In this form, the MSME had to self-certify its existence, details of the business activity, bank account,
ownership and employment details and other information. Here, during this registration process, the
individuals needed to provide their self-certified certificates. As mentioned above, no registration fees are
required to be paid for this process.

After filling in the details and uploading the same, the registration number would be generated and the
same would be mailed to the email address given in the UAM which should contain unique UAN (Udyog
Aadhaar Number).

Note: The UAM registration does not exist anymore. Any individual wishing to obtain MSME registration
has to apply for Udyam Registration. The Udyam Registration process is similar to the UAM Registration
process. However, now the MSME registration is completely online and there is no offline registration.
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Benefits of Udyog Aadhar Registration

o After registering their MSME, the applicants will receive the benefits of all the government schemes
such as an easy loan, loan without guarantee, loans with subsidised rates of interest etc.

e The applicant will receive financial support for participating in foreign expos to showcase their
products.

e The applicant will also be eligible for government subsidies.

e Registration would facilitate hassle-free opening of current bank accounts in the name of the
business.

e |t would also allow businesses to apply for government micro business loans and other such related
beneficial schemes.
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—Summary /@

¢ Inrecent times, for boosting small-scale businesses in the country, the Government of India had initi-
ated the Udyog Aadhaar Registration (UAM) process. However, currently, the Udyog Aadhaar Registra-
tion has migrated to Udyam Registration. The MSME’s (Micro, Small and Medium Enterprises) have to
apply for Udyam Registration to obtain the benefits provided to MSME by the government

e The SME (Small and Medium Scale Enterprises) owner needed to fill in a one-page form that he could
do either online or offline. For online registration, the applicant had to visit the official website.

e The UAM registration does not exist anymore. Any individual wishing to obtain MSME registration has
to apply for Udyam Registration. The Udyam Registration process is similar to the UAM Registration
process. However, now the MSME registration is completely online and there is no offline registration

o After registering their MSME, the applicants will receive the benefits of all the government schemes
such as an easy loan, loan without guarantee, loans with subsidized rates of interest etc.

e The applicant will receive financial support for participating in foreign expos to showcase their prod-
ucts.
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— Exercise

1) What is MSME?

a. Micro, small and medium enterprise
b. Macro, small and medium enterprise
c. Micro, small and macro enterprise

d. None of the above

2) The MSME had to self-certify its existence, details of the business activity, bank account,
ownership and employment details and other information. Is the statement correct?

a. True

b. False

3) What are the Benefits of Udyog Aadhar registrations?

a. The applicant will also be eligible for government subsidies

b. The applicant will receive financial support for participating in foreign expos to showcase their
products.

c. Registration would facilitate hassle-free opening of current bank accounts in the name of the
business

d. All of the above




— Notes

Essentials of Digital Statutory E-Filing




BFSI|

BFSI Sector Skill Council of India
“An Initiative of NSDC”

8. Ministry of Corpo-
rate Affairs

Unit 8.1 — MCA 21 Service, MCA Registration & MCA V3

Unit 8.2 — DIR-3 KYC — Application for KYC of Directors

Unit 8.3 — Guide to File e-Form DIR-3 KYC

Unit 8.4 — Adding a Director to your Company

Unit 8.5 — Removing of Director from a Company

Unit 8.6 — Submission of Form DIR-11 by the Resigning Director
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Unit 8 - Ministry of Corporate Affairs

- Unit Objectives |@

By the end of this unit, the participants will be able to:
1.

To understand the role and functionalities of the Ministry of Corporate Affairs (MCA),
including the MCA 21 service, MCA registration process, and the latest MCA V3 platform

To learn about the DIR-3 KYC process, which ensures compliance by verifying and updating
the KYC details of directors

To gain knowledge of the step-by-step procedure for filing e-Form DIR-3 KYC for directors’
identification and verification

To explore the process of adding a director to a company, ensuring compliance with legal
requirements under the Companies Act

To understand the procedure for filing Form DIR-12 to report the appointment, resignation, or
change in particulars of directors to the MCA

To provide insights into the submission of Form DIR-11 by a resigned director, enabling proper
communication and compliance with statutory requirements
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Unit 8.1 - Ministry of Corporate Affairs

The Ministry of Corporate Affairs (MCA) launched the MCA 21 portal in 2006, which enables secure and
easy access to MCA services in an assisted manner for professionals, corporate entities and the general
public. The MCA 21 portal aims at interoperability with the National e-Governance Services Delivery
Gateway (NSDG). It will help extend MCA services to businesses through multiple front-end delivery
channels and provide other value-added services above the base services offered by the MCA 21.

Objectives of the MCA 21 Portal
The MCA 21 portal is designed to automate all processes related to the compliance and legal requirements

under the Companies Act, 1956, Companies Act, 2013 and the Limited Liability Partnership (LLP) Act, 2008.
It will help the business community to fulfill their statutory obligations.

Benefits of the MCA 21 Portal

The MCA 21 portal provides the following benefits:

e Enables businesses and entrepreneurs to easily and quickly register a company and file statutory
documents online

e Provides access to public documents online

e Helps effective and faster resolution of public grievances

e Helps to register and verify charges easily

e Ensures effective and proactive compliance with corporate governance and relevant laws

e Enables the MCA employees to give best-of-breed services

MCA 21 Registration Process

Any individual/business user can register on the MCA 21 portal by following the below steps:

Step 1: Visit the MCA website.

Step 2: Click on the ‘Sign In/Sign Up’ button on the top right corner of the homepage.
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Step 3: Click the ‘Register’ button on the next page.

Step 4: Enter the required details and click on the ‘Submit’ button.

The registration will be complete, and an individual/business user can log in to the MCA 21 portal by
entering the username and password and clicking on the ‘Login for V3 Filing’ button.

Unit 8.2 - DIR-3 KYC — Application for KYC of Directors

(DIN) is a unique identification number given to a person wanting to be a director or an existing director of
a company. In this digitized era, application in e-Form DIR-3 was sufficient to obtain DIN. This was a one-
time process for any person who wants to be a director in one or more companies.

However, now with the move of the Ministry of Corporate Affairs (MCA) to update its registry, all directors
with a DIN will have to submit their KYC details annually in e-Form DIR-3 KYC.

Who has to file e-Form DIR-3 KYC?

As per MCA recent announcement, any director who was allotted a DIN by or on 31st March 2018 and
whose DIN is in approved status, will have to submit his/her KYC details to the MCA. Further, this
procedure is mandatory for the disqualified directors too.

From the Financial Year 2019-20 onwards, it is mandatory for every director who has been allotted a DIN
on or before the end of the financial year and whose DIN is in approved status, will have to file form DIR-3
KYC before 30th September of the immediately next financial year.

There are two types of e-Form DIR-3 KYC, which are as follows:

DIR-3 KYC - Any director who is filing e-Form DIR-3 KYC for the first time after allotment of DIN or whose
details are required to be updated/changed must file this form.
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DIR-3 KYC (Web) - Any director who has already filed the e-Form DIR-3 KYC/DIR-3 KYC (Web) in the
previous year can file this form when there is no change in his/her KYC details. In this e-Form, the basic
details of the director will be pre-filled from the MCA data and, thus, cannot be changed.

Unit 8.3 - Guide to file e-Form DIR-3 KYC

Let’s take a look at the steps involved in filing a DIR- 3 KYC:

Step 1: Login to MCA website
Login to the MCA website by clicking ‘Sign In/Sign Up’ button on the homepage. If you have not registered

on the MCA website, you can register by clicking the ‘Register’ button, entering the required details and
logging in by entering the User ID and password.

Step 2: Enter the mobile number and email
After logging into the MCA website, go to ‘MCA Services’ tab, then ‘Company e-Filing’, ‘DIN Related Filings’

and click ‘Form DIR-3 KYC' or ‘Form DIR-3 KYC Web’. On the form, the director must enter the DIN number,
mobile number and email. OTP will be sent to mobile number and email. Enter the OTP and click on ‘Next’.

Step 3: Enter the details in the DIR-3 KYC Form

The director has to enter the below details on the next page:

e Name

e Father's name
e Nationality

e Date of birth
e Gender

e PAN number

e Mobile number

e QTP sent to mobile number

e EmailID

e OTP sent to email ID

e Aadhaar number

e Permanent residential address
e Present residential address

If the director is filling e-Form DIR-3 KYC (Web), the above details will be pre-filled. The details which are
not pre-filled will have to be filled in by the director.
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Note: It is mandatory to declare Permanent Account Number (PAN). After entering PAN details, the
director will have to click on the ‘Verify income-tax PAN’ button. The system will verify the details based on
the PAN card number. If the foreign nationals do not have a PAN, the name mentioned in the form must be
the same as the name mentioned in the DSC for successful validation.

Step 4: Attachments and e-Form certification

Next, the director must upload the required documents. After documents are attached, the director must
make the declaration that the information provided by him/her on the e-Form DIR-3 KYC is correct and
attach his/her DSC. The e-Form should also be digitally signed by a practising CA, CS or Cost Accountant. It

is important to enter the details of the practising professional and then attach their digital signature.

Last, click the ‘Submit’ button to submit the DIR-3 KYC form.

Unit 8.4 - Adding a Director to Your Company

Step 1: The proposed director should obtain a DSC if they do not have a DSC.

Step 2: The proposed director should obtain a DIN in Form DIR-3 if they do not have an active DIN.

Step 3: The company should conduct a general meeting to pass a resolution for appointing the new
director.

Step 4: The proposed director should give consent to the company for their appointment as a director in
Form DIR-2. Once the company obtains the DIR-2 from the proposed director, the person is appointed as a
director.

Step 5: After the director is appointed, the company should issue the appointment letter to the director.

Step 6: After the letter of appointment is issued, the company must file form MGT-14, DIR-2 and DIR-12
with the ROC about the appointment within 30 days.
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Step 7: The company must make necessary entries in the Register of Director and Key Managerial
Personals maintained by the company.

Unit 8.5 - Removal of Director from a Company

Company directors oversee the management and operations of a business, while shareholders own the
company. Situations may arise where shareholders opt to remove a director due to inadequate
performance or other concerns, or a director may choose to resign. Removing a director is a significant
corporate action that requires careful deliberation and strict compliance with the legal framework
provided by the Companies Act 2013 or applicable local laws. Whether initiated by an ordinary resolution,
board resolution, or judicial order, the process must be conducted fairly, transparently, and in the
company's best interest.

Filing of form DIR-12

Form DIR-12, mandated by the Companies Act 2013, must be filled out and submitted to document the
official removal of a director. This form is a crucial part of the legal procedure for removing a director from
their office.

Procedure for Director Removal

The procedure for removing a director from a company involves several steps, which are outlined below:

Director's Voluntary Resignation

Essential Obligations:

A director's resignation becomes effective on the date the company receives the notice or on a later date
specified by the director in the notice, whichever comes later.

Even after stepping down, a resigned director remains accountable for any offences committed during
their term.

A director can step down from their position by submitting a written resignation to the company. Upon
receiving this resignation, the Board is required to acknowledge it formally. The company must notify the
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Registrar of Companies about the resignation and include this information in the directors' report
presented at the next General Meeting, as stipulated by Section 168 of the Companies Act, 2013.

Mandatory Requirements

The effective date of a director's resignation is either the date the company receives the notice or a later
date specified by the director within that notice, depending on which comes last. Additionally, a director
who resigns remains responsible for any legal infractions during their time in office.

The following procedure is to be followed.

e Schedule a Board of Directors Meeting: Following Section 173 and Secretarial Standard-1 (S5-1), a
board meeting should be arranged.

e Notification of Board Meeting: After receiving a resignation letter, the company must send out a
board meeting notice to all directors at their registered addresses no later than 7 days before the
meeting. In urgent situations, a shorter notice period is permissible.

e Preparation of Meeting Documents: The meeting notice should accompany the agenda,
explanatory notes, and a draft resolution.

e Conduct the Board Meeting: The board should convene to acknowledge the resignation letter
submitted by the director.

e Delegation for ROC Filings: Assign the Company Secretary, CFO, or director to submit the necessary
forms and documentation to the Registrar of Companies.

Disclosure Requirements for Listed Companies: Public companies must report the resignation to the stock
exchange promptly, adhering to specific timelines based on the nature and origin of the event or
information, as mandated by Regulation 30 & 46(3) of the SEBI (Listing Obligations and Disclosure
Requirements) Regulations, 2015.

Distribution of Draft Minutes: Within 15 days following the board meeting, draft minutes should be sent
to all directors via hand delivery, speed post, registered post, courier, or email for their review, per the
established procedures for minute preparation and approval.

Submission of Form DIR-12 to the Registrar of Companies (ROC):

Within 30 days following the receipt of the director's resignation notice, the company must inform the ROC
by submitting Form DIR-12, accompanied by the following documents:

e A certified true copy of the Board Resolution.
e The resignation notice from the director.
e Proof of the director's cessation from the board.
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Unit 8.6 - Submission of Form DIR-11 by the Resigning Director

The director who has resigned can send a copy of their resignation to the Registrar of Companies (ROC)
using Form DIR-11 within 30 days from the date of their resignation.

This submission should include:

e The resignation notice that was submitted to the company.
e Evidence of the notice being dispatched.
e An acknowledgement from the company confirming receipt of the resignation.

Updating the Register of Directors:

The company must update the Register of Directors and Key Managerial Personnel to reflect the
resignation and any other necessary changes.

Penalties for Delayed Submission of Form DIR-12

If a company fails to file Form DIR-12 within the stipulated 30-day period following a director's resignation,
it faces escalating penalties based on the extent of the delay:

e 30to 60 days delay: The penalty incurred will be double the standard government fees.

e 60 to 90 days delay: The penalty increases to four times the government fees.

e Beyond 90 days delay: A significant penalty of ten times the government fees is applied.

e Exceeding 180 days delay: The penalty reaches twelve times the government fees, and the
company might also face legal actions for compounding offences.

It's crucial for companies to adhere to the filing deadlines to avoid these penalties and ensure compliance
with regulatory requirements.




Essentials of Digital Statutory E-Filing

—Summary 2

The MCA 21 portal is designed to automate all processes related to the compliance and legal require-
ments under the Companies Act, 1956, Companies Act, 2013 and the Limited Liability Partnership
(LLP) Act, 2008. It will help the business community to fulfill their statutory obligations.

(DIN) is a unique identification number given to a person wanting to be a director or an existing direc-
tor of a company. In this digitized era, application in e-Form DIR-3 was sufficient to obtain DIN. This
was a one-time process for any person who wants to be a director in one or more companies.

As per MCA recent announcement, any director who was allotted a DIN by or on 31st March 2018

and whose DIN is in approved status, will have to submit his/her KYC details to the MCA. Further, this
procedure is mandatory for the disqualified directors too.

DIR-3 KYC - Any director who is filing e-Form DIR-3 KYC for the first time after allotment of DIN or
whose details are required to be updated/changed must file this form.

Company Directors oversee the management and operations of a business, while shareholders own
the company. Situations may arise where shareholders opt to remove a director due to inadequate
performance or other concerns, or a director may choose to resign. Removing a director is a significant
corporate action that requires careful deliberation and strict compliance with the legal framework
provided by the Companies Act 2013 or applicable local laws.

Form DIR-12, mandated by the Companies Act 2013, must be filled out and submitted to document
the official removal of a director. This form is a crucial part of the legal procedure for removing a direc-
tor from their office.

The company must update the Register of Directors and Key Managerial Personnel to reflect the resig-
nation and any other necessary changes.

If a company fails to file Form DIR-12 within the stipulated 30-day period following a director’s resigna-
tion, it faces escalating penalties based on the extent of the delay:
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— Exercise

1) The MCA 21 portal is designed to automate all processes related to the compliance and legal
requirements under the

a. Companies Act 1956

b. LLP Act 2008

c. Companies Act 2013

d. All of the above

2) What are the benefits of MCA21 portal?

a. Provide access to public documents online

b. Helps effective and faster resolution of public grievances
c. Helps to register and verify charges easily

d. All of the above

3) Why is Form DIR-12 Filed?

a. Removing a Director from the company
b. Addition of new directors

c. E-KYC of directors

d. None of the above

4) Who has to sign the E-Certification/ Forms?
a. Practicing CA

b. Practicing CS

c. Practicing Cost Accountant

d. Any one of them
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Employability Skills is available at the following location

https://www.skillindiadigital.gov.in/content/list

Employability Skills
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