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MESSAGE

The CPC (TDS) provides an integrated platform to effectively administer TDS

provisions in the country. CPC (TDS) is an amalgamation of modern technology

and optimum human effort, offering enhanced productivity, accuracy and

timelines. The technology driven initiative is a major milestone towards

establishing a non-intrusive, non-adversarial TDS administration.

To enhance effective usage of the new system, change management is critical. It

is, therefore, important to apprise more than 400 TDS Assessing Officers of the

Income-Tax Department about various features of the intranet service of the CPC-

TDS viz. AO Portal. The TDS-Assessing Officers Manual is a document that

provides comprehensive information about various aspects involving TDS

administration. The manual gives an overview of the concepts involved in the

CPC-TDS, its extent of activities, facilities available to the TDS officers including

MIS & Analytics reports etc.

I am confident that the TDS-AOs’ Manual will help the TDS field formations in

enhancing the efficiency & effectiveness of TDS administration leading to

improved TDS collections.

(Promila Bhardwaj)

Director General of Income Tax (Systems)





Centralized Processing Cell – TDS ( CPC-TDS) has been conceptualized to ensure end-to-end e-
enabled services that are accessible on any-time, any-where basis with no cost to the taxpayers /
deductors. The CPC-TDS has taken over bulk office responsibilities of the TDS Assessing Officers
and has introduced transparency in the TDS administration through online display of information.
With the state of art of I.T. platform, using best of the breed technology, the CPC-TDS services
more than 15 lakh deductors, more than 4 crore taxpayers and more than 400 officers of the Income
Tax Department who are administering the TDS across India. CPC-TDS provides an integrated
platform to all the above stakeholders thereby enabling robust reconciliation at different stages.

With the enablement of all functionalities, available to the TDS Assessing Officers through AO
portal, the TDS-officers have been requesting for a comprehensive manual that may act as a
reference document. The TDS-AO’s Manual is an effort in this direction. The manual has been
designed to address the requirements of officers, across the hierarchy, who are associated with the
TDS administration. The manual has been compiled in very simple and easy to read format. The
chapters in the manual give insight on various features of the CPC-TDS project.

Chapter–I gives an insight about the basic philosophy of the CPC-TDS initiative. The chapter
discusses various features, offered through CPC-TDS, that are relevant to different stakeholders
viz., deductors, taxpayers and the TDS officers in the Income Tax Department. This chapter may be
of interest to the senior officers in the Department as it also discusses following values that have
been brought through the initiative –

(i) Re-engineered processes in TDS administration
(ii) Process flow involved in data matching from different sources
(iii) Before – after attributes in the TDS administration
(iv) Concept of e-office on HUB-SPOKE model.

Chapter–II is a description about various functionalities that are available to the TDS officers
through AO portal, available on the intranet. Various functionalities including View of status of
challans, processing of statements, demand, quality cases etc., are discussed in this chapter. Each of
the functionalities have been described, in detail, including the Relevance of the said functionality.
While explaining the functionalities – ‘why’, ‘what’, ‘who’ and ‘how’ aspects have been kept in mind. The
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processes have been explained through screen shots and flow charts. The chapter gives step-wise
details about the functionalities, available on the TRACES portal of the CPC-TDS. This chapter would
be of value to the Commissioners of Income Tax, Range officers and the Assessing Officers who are
administering the TDS provisions.

Chapter–III of the manual is a compilation of the MIS & Analytic Reports that are available through
the AO portal of the CPC-TDS. The chapter discusses the attributes of each of such MIS report
along with relevant screen shots. The reports including Default Reports, Unconsumed Challan Report,
PAN errors, TAN directory, 15CA Report etc., would help the officers in identifying cases and areas
on which focused enforcement / follow up action could be taken.

Chapter–IV is a compilation of the Frequently Asked Questions(FAQs) that may be relevant to
different stakeholders i.e., deductors, taxpayers and Assessing Officers. While comprehensive
FAQs and e-tutorials are available online on the internet as well as intranet, the FAQs in this chapter
would help the officers in addressing common queries that may arise in day-to-day administration of
TDS provisions.

Chapter–V is a compilation of relevant circulars and notifications concerning processing of TDS
statements u/s 200A of I.T. Act 1961.

Chapter–VI gives, in brief, the performance statistics of the CPC-TDS. The statistics reflect the 
ambit of activities being done in the CPC-TDS and the extent of stakeholders that are being serviced
through the facility.

Appendices give Central Action Plan for 2014-15 relevant for TDS and for prosecution of deductors&
reasons for rejection of statements and resolution thereof. This chapter has been added with the
intention that the manual becomes a single reference document for TDS Assessing Officers.

This is the first attempt in bringing such manual. However, I am sure that the field officers would
find the contents meaningful & useful.

The CPC-TDS team, comprising of the officers / officials posted in the CPC and personnel of the
Managed Service Provider, have worked hard to bring out this manual. I am thankful to each of them
for having ensured that we come out with comprehensive manual with minimal errors.

We, at CPC-TDS, work on the philosophy of more USAGE implies more productivity. Our success lies
in more&more users using the facility. Our endeavor is to continuously improve our services to all
stakeholders. The field officers are requested to send us their valuable feedback about the manual,
including suggestions about any new features that may be added in the manual.

( Ravi Agrawal )
CIT (CPC-TDS)
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Value Addition through CPC (TDS)

Chapter-I

TRACES
TDS Reconciliation Analysis and Correction Enabling System

CPC for End Users
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The Tax Deducted at Source rests on the principle of – Pay as you earn. It constitutes nearly 40%

of the Direct Tax Revenue. In F.Y. 2013-14, the growth in TDS was 17% as against an overall

growth in Direct Tax Collection at 14%.

In the legacy system, the deductee claimed TDS credits based on manual TDS certificates, issued

by the deductors. There was no correlation between tax deductions, tax payments and issuance of

TDS certificates. Verification from the deductors was limited & restricted. Hence, the conventional

practice of giving credit of tax deductions, based on manual TDS certificates, was open-ended

leading to tax frauds.

With enormous volume of transactional information, it was impossible to verify the genuineness of

TDS certificates that were being presented to the Income Tax Department for claiming tax credits.

The Income Tax Department, therefore, faced challenges in giving credit of TDS on the

basis of manual TDS certificates. Tax payers were burdened with high compliance cost.

Delayed refunds were a source of large number of grievances. The discretion, involved in granting

credit for TDS certificates, led to charges of corruption and malpractices in processing of Income

Tax Returns. Further, in case of defaults on part of the tax deductor, loss to the exchequer was

manifold.

CHALLENGES INADMINISTERING TDS – PRE F.Y. 2013
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Bottlenecks/ Constraints

(Pre- CPC-TDS)

The Business Process Reengineering Study, conducted by the Income tax Department, identified

following bottlenecks/ constraints:-

o The department did not have technology-driven capability to handle large volumes of

TDS Statements received.

o There was no mechanism to reconcile ‘Tax Deducted’ with the ‘Tax Credit’ claimed in 

the Income Tax Returns. Annual Tax Credit Statement (Form 26AS) was not

reliable and had to be overridden by manual TDS certificates.

o There was no centralized accounting for either the deductors or the taxpayers.

o There was no integrated platform for the deductors, taxpayers, and Field Assessing

Officers to interact.

o Time lag between deduction of tax by the deductor and giving its actual credit to the

taxpayer was inordinately long. In some cases, the delay was more than 2-3 years. The

business relationship had ended by the time such TDS mismatch was discovered.

Thus, the taxpayer was not in a position to get the reporting of TDS rectified by the

deductor.
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CPC-TDS - BACKBONE OF TDSADMINISTRATION

CONCEPT OF CPC-TDS

One of the important functions in the Income Tax Department is the processing of the Income Tax

Returns (ITRs), filed by the Tax Payers, and the Tax Deducted at Source (TDS) statements, filed

by the Deductors.

The Centralized Processing Centre at Bangalore is the hub for processing of Income Tax Returns,

with a centralized Data Centre and Central Database. To process Income Tax Returns through

technology driven process at Central level, it was imperative that mechanisms be put in place that

ensure 100% on time and accurate centralized processing of the TDS/TCS statements. Since the

information, submitted by the deductor in the TDS statement, forms the basis on which the

deductee is given credit of taxes, therefore, there was a need to have a robust mechanism that

ensures correct, reliable flow of data to the department’s database and its collation on the basis of

taxpayer identifier(s) (PAN).

In the journey of tax administration in the Income Tax Department (ITD), March 29, 2012 was a 

milestone, when the Centralized Processing Cell (Tax Deducted at Source) [CPC TDS, in

short] at Vaishali, Ghaziabad, UP demonstrated a first glimpse into the future of TDS processing.

CPC-TDS has been conceptualized to undertake end to end processing of TDS statements

through a Rule Based Technology enabled system. The rule based automated processing of

‘Statements’ leads to uniform results and faster turnaround time besides ensuring seamless flow

of data for tax credits. CPC-TDS introduces transparency in the processes through online display

of information and provides an integrated platform for tax deductors, taxpayers and the officers of

Income tax department. Thus, it forms the backbone of overall TDS administration in the

Income Tax Department.

CPC-TDS puts in place robust back office automation on an outsourced model for performing non-

core activities. A robust compliance framework for administering TDS and ITRs paves way to

achieve Vision 2020 of the department.

India is one of the very few countries to put in place an initiative of this scale for

reconciliation of Tax Deducted at Source.

o Centralized Processing Cell (TDS) is a technology-driven transformational initiative on ‘Tax

Deduction at Source’ that provides a comprehensive solution through ‘Tax Deduction,

Reconciliation,Analysis and Correction Enabling System (TRACES)’ - its core engine.
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o CPC-TDS undertakes bulk processing of TDS statements to generate ‘Annual Tax Credit’

statements for each taxpayer in Form 26AS, TDS certificates in Form 16 / 16A & identifies 

TDS defaults of short payment, short deduction, interest, etc.

o CPC-TDS reconciles and co-relates information from various sources including banks (tax

payment), deductors (reporting tax deduction), Assessing Officers (mapping no tax / low tax

deductions) and tax professionals (reporting international transactions).

With its inclusive approach, the initiative provides bouquet of services to its stake holders including

deductors, deductees, Principal Accounts Officers of the Central and State Governments & the

officers of the Income Tax Department.

The users / stakeholders interact with the CPC-TDS system and with each other through multiple

channels of communication including Call Centre, e-mail, website, etc.

The CPC-TDS is driven by the following objectives:

o Provide a comprehensive technology platform for all stakeholders

o Enhance TDS processing capabilities

o Streamline tax accounting

o Address TDS mismatch issue through Online generation of TDS certificates

o Minimise TDS frauds

o Improve filing of TDS statements and reporting of correct income

o Release of manpower from bulk functions

o Empower assessing officers with Business Analytics for Risk Profiling and

Enforcement functions

o Provide insights for policy formulation on the basis of data relating to nature & extent of

financial transactions & demographic profile of persons involved in such transactions

The Strategy is to encourage & prompt the stakeholders towards ‘USAGE’ of the facilities. More

‘USAGE’ inherently creates more awareness, transparency & compliance.

o niform – Uniform interpretation of laws & procedures through conversion of laws into

set of mathematical formulae.

OBJECTIVES OF CPC-TDS

APPROACHAND STRATEGY –USAGE

U
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o implification – Simplification and standardization of backend & front end processes.

Redesigning & reduction in number of forms.

o ccessibility – Services at the doorstep of taxpayer –any time/ anywhere & realising

jurisdiction free tax administration for bulk processes.

o ood Tax Governance – Each rupee that is collected is accounted for. Robust

reconciliation of tax collected vis-à-vis credit claimed.

o mpowerment - Empowering the tax payer with information, knowledge of laws &

procedures and status of the proceeding through multiple communication channels.

S

A

G

E

FRAMEWORK OF CPC-TDS
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TECHNOLOGYARCHITECTURE VIEW OF CPC-TDS

COMPONENTS OF CPC-TDS

The diagram below illustrates technology architecture in the CPC-TDS.

o

• Primary Data Centre, Noida

• Disaster Recovery Site, Pune

o

o

• Deductors

• Deductees

• PrincipalAccounts Officers

Data Centre

Document Management Centre, Vaishali

Website-TRACES Portal-for
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o

o

• Inbound

• Outbound

o

• Awareness of Tax Provisions

• Feedback on compliance

o

o

i. Database size – 700 crores transactional data

ii. State of the art Data Centers at NOIDAand Pune

iii. 250 plus operational resources

iv. Processing Capacity

• Processing capacity of more than 1 crore deductee records in 24 hours.

• Average processing time < 5 days from the date of receipt at CPC-TDS

• Processing capacity of nearly 2000 inbound letters in a day

• Processing capacity of nearly 30000 outbound intimations in a day

v. Intimation of defaults is also being sent to the registered email IDs.

The core engine of the CPC-TDS is called TRACES (Tax Deduction Reconciliation, Analysis &

Correction Enabling System). TRACES is a web-based application, developed by the CPC-

TDS that provides an interface to all stakeholders associated with TDS administration. The

application has three important attributes:-

o Reconciliation - On TRACES, Input (OLTAS Challan and Original/Correction

Statement as received from Tax Information Network) and output (Form 16/16A and 

Form 26AS as produced by TRACES) are duly reconciled. Therefore, TRACES

ensures that two sets of records are in agreement.

Portal for FieldAssessing Officers

Call Centre:

Bulk email facilities

Online Feedback Module

Ticket Management System

ATTRIBUTES OF THE CPC-TDS

CPC-TDS - GAME CHANGER
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Analysis - TRACES facilitates compilation of reports that are provided to the officers in

the Income Tax Department for policy making. The reports are available to the CsIT

(TDS), Addl. CsIT (TDS) & TDS Assessing Officers for enforcement of TDS provisions

at the regional levels.

o Correction Enabling System – TRACES enables correction systems to the deductors

for correcting the challans, statements, etc. This facilitates resolution / closure of

defaults. The process flow at the CPC-TDS is depicted below:-

(Re-engineered Processes for CPC-TDS stakeholders)

The processes in CPC-TDS mark a paradigm shift in managing TDS collections with deep

orientation towards stakeholders (Deductors/Taxpayers/PAOs/TDS Officers) and services. The

facility provides effective communication channels to the Deductor and Taxpayer community. The

initiative envisages leveraging technology by achieving economies of scale and working towards

ensuring robust service delivery.

o
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COVERAGE – GEOGRAPHICALAND DEMOGRAPHIC

E-ENABLED SERVICES TO CPC-TDS STAKEHOLDERS

The CPC-TDS services its stakeholders who are spread across the country. It works on the

“HUB-SPOKE” model, with CPC-TDS being the hub for e-delivery of services. The TDS offices

located all over India act as an extended delivery centers through the e-office model.

CPC-TDS brings value to various institutions, organizations (both within and outside

government). The stakeholders include tax deductors and tax payers across India and abroad. It

touches ALL government establishments, banks, financial institutions, corporates on one hand

and on the other, provides services to ALL the taxpayers, whether filing tax returns or otherwise.

The users of the facilities at CPC-TDS include –

o More than 4 crores Taxpayers including corporates, individuals, business entities

and others. 35 banks are linked to the CPC-TDS system for online access to Tax Credit

Statement (26AS).Around 3 Crore registered users of e-filing website of the Income tax

Department have online access to Tax Credit Statement (26AS).

o More than 15 Lakh Deductors including more than 1,75,000 offices of the Central &

State Governments

o More than 5000 Government (Central & state) treasuries, sub-treasuries in each

district and other PrincipalAccounts officers

o More than 500 Field Officers of the Income Tax Department, spread across the

country, who are responsible for TDS administration

o Tax policy wing of the Central Board of Direct Taxes

Leveraging on the centralized processing of statements, several value added services and

process improvements have been introduced. Online services, being provided to all the

stakeholders, are driven through TRACES. The Deductors have been provided an elaborate

deductor portal on the CPC-TDS website www.tdscpc.gov.in. TDS Assessing Officers of the

Income tax Department have been provided Intranet Portal that offers wide variety of

functionalities to theAOs.

Demographic spread



Value added services are available in following areas:

For TDSAssessing Officers

Through the portal, following functionalities have been provided to theAOs:

o Tickets

• Create / Close / Search Tickets

o View

• Consolidated File download

• TDS Statement Processing Status

• OLTAS Challan Details

• TAN/AIN details

• Profile of Deductor

• Default Summary & Justification Report

• Communications

• Form 26AS

• G-OLTAS Transfer Voucher

• Intimations u/s 200A/ 154

• Consolidated Demand

o Correction

• OLTAS Challan Correction

• Forced Matching – Statement

o Manual Demand Management

• Bulk Upload Demand

• Add / Modify / Delete Demand

• Tag / Replace a Challan

o Accounting

o TDS Defaulter Report (TDR)

o Quality Cases &Awareness Programmes

o Generate / History of Notice / Order

• Prosecution

• Order u/s 201

• Penalty Order

o Wide Range of MIS Reports – generate / customize MIS reports / data analytics reports

o Educational – E-tutorial & FAQs.
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For Deductors

o Online Correction of statements

o Download of Form 16/16A

o Download of Justification Report

o Download of Consolidated statement file

o Online PAN verification

o 197 Certificate Validations

o TAN-PAN Verification

o CPC TDS communication and bulk e-mail facilities

o View of default summary

o View of statement and Challan Status

o Aggregate TDS Compliance for entities having multiple deductor branches

o Transaction Based Report (TBR) for Non residents

o Dashboard View – statement status and default payment, deductor compliance profile

o Circulars and notifications

o E-tutorials and FAQs.

For Tax Payers

o View & download Form 26AS

o View, download & correction of Form 16B

o NRI Registration

o Aggregated TDS compliance view to all TANs associated with a PAN & ‘Part-G’of 26AS

statement

o Feedback module.

Education

o E-tutorials

o FAQs

o Circulars and Notifications

o Feedback

o Download Forms

o CPC-TDS Communication

o Updates

o Rates.

12



13

RE-ENGINEERED PROCESS THROUGH CPC-TDS

With the inception of CPC-TDS, following processes have been reengineered:-

The traditional practice of manual TDS certificates has been a major cause of TDS mismatch in the

processing of Income Tax Returns. Manual TDS certificates had following issues associated with

them:-

o The process of verification of TDS certificates was lengthy and time consuming leading

to delayed Income Tax Refunds and harassment of the taxpayers.

o There was no mechanism for checking fraudulent tax credit claims.

o The deductors were either not reporting the tax deducted or were reporting an amount

different from the TDS certificate issued. This led to mismatch during the processing of

Income tax Returns.

o Since the Annual Tax Credit statement was not accurate, automated processing of

Income tax Returns was not effective as the resolution of TDS mismatch required

manual intervention.

The CPC-TDS now generates TDS certificates from the data reported by the deductors and after

matching tax payments (reported through banks or other competent entities). These certificates,

having a reference number, are verifiable online and unique for a deductor-deductee

combination. In this way, the amount depicted in the TDS certificate matches with the amount

reflected in the Annual Tax Credit Statement. This rules out possibility of a mismatch while

processing of Income Tax Returns.

ISSUE OF DIGITAL TDS CERTIFICATE

Before CPC-TDS

After CPC-TDS



The re-engineered solution is represented in the diagram below:-

The in the above schema is the central point of the re-engineered process. This has

brought about transformational change in the overall TDS administration. The process ensures a

single version of truth for the department and for the taxpayer in respect of TDS credits.

The reengineered process, as above, has eliminated TDS mismatch issues faced by lakh of

taxpayers. The matching of TDS credits, while processing of ITRs, has improved from 89% to 96%

over a period of last two years. Verifiable single version of truth, through reengineering, also

eliminates any possibility of fraudulent claim of TDS based on bogus TDS certificates.

The statistics reflect that more than 90% of the deductors have already adapted the

reengineered process.

Red Arrow
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ONLINE CORRECTION OF TDS STATEMENTS

Before CPC-TDS

After CPC-TDS

E-OFFICE

Before CPC-TDS

After CPC-TDS

The deductors are often required to make corrections to the PAN and other details, quoted in the

statements, in order to resolve TDS mismatch for the taxpayers and for resolution of TDS defaults.

The deductors were reluctant in filing correction statements as it involved time, effort and

money. This led to rise in the number of taxpayer grievances as due credit of taxes deducted could

not be given.

The CPC-TDS provides facility for online correction of TDS statements. Thus the deductors

can now correct PANs and other attributes of the transactions by promptly filing a correction any

time anywhere. At the same time, with this facility, any correction, for resolution of defaults can 

also be carried out at deductor’s convenience.

Field TDS offices in the Income Tax Department have been running in a traditional manual mode.

Some of the major issues, identified with the manual functioning of these offices, are:-

1. Time and space constraint forced the officers to handle routine tasks in an ad-hoc

manner.

2. Manual record maintenance posed challenges in retrieval & collation of documents.

3. Audit trail for various actions taken by the officers was not maintained systematically.

4. No synchronization between the actions being performed through technology enabled

system and the actions performed manually by the officers.

5. Limited interface for resolution of grievances. The deductors/stakeholders could

interact with the department only through written communication and/or visit to the

Income tax office.

The CPC-TDS provides an integrated technology driven platform for enabling e-office in the

Income Tax Department. Over 500 Officers of the Income Tax Department, administering

TDS provisions across India, connect with CPC-TDS system through its Intranet services.

In addition, a dedicated Helpdesk for assistance to these officers has been enabled.
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The CPC-TDS has re-engineered following processes in the offices of the TDS Field Officers:-

o Aprocess is in place for the correction of challans through online mode.

o The CPC-TDS provides visibility to the Field Officers as regards grievances of the

deductors/ taxpayers related to their jurisdiction. This has helped in bringing down

physical visits to the ITD office.

o The CPC-TDS provides a facility for Online Generation of Notices and Orders, required

for the enforcement of TDS provisions. This has helped in minimizing manual activities

for Field Officers and allowing them to focus on supervision and control.

o Online repository of the notices and orders through CPC-TDS facilitates adherence to

statutory timelines. The tax demand, raised as consequence of these actions, is also

captured in the system.

o The CPC-TDS facilitates consolidation of ‘manual demands’ and ‘system generated

demands’on one platform.

o The CPC-TDS provides platform for sharing of knowledge and best practices

among the officers of the Income Tax Department through the facility of ‘Quality

Cases’ (QC) and ‘Awareness Program’ (AP) material upload on the TRACES website.

The process of dispatch of intimations was unorganized and managed at the local level by each of

the Field Officers separately.

Following drawbacks/challenges were identified:-

a. The printing and dispatch of intimations was a manual process. Due to limited

manpower, issue of intimations in all the cases could not be ensured.

b. Due to unorganized Record Management for intimations, the date of service of

intimations could not be ascertained, thus, making it difficult for the Field Officers to

effectively pursue the demand raised.

c. Core enforcement functions of the Field Officers were neglected as significant effort

and time went into printing and service of TDS intimations.

The intimations are now being dispatched from a centralized automated system, through emails,

SMS, postal mail and are also being shown on the dashboard of the deductors. With above

CENTRALIZED ISSUE & DISPATCH OF INTIMATIONS - AUTOMATED
DOCUMENT MANAGEMENT SYSTEM (DMS)

Before CPC-TDS

After CPC-TDS
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services in place, the manpower in the department has been relieved of the task of manually

sending out intimations. They can now focus on quality tasks.

The deductors also benefit as defaults are intimated to them within seven days of filing of the TDS

statement, leading to better compliance. There are better chances of service of intimations, etc

because address of communication is same as that stated in the TDS statement.

Income Tax Department has been relying on the traditional methods of advertisements, postal

letters and seminars to disseminate information. The communications sent out by the department

were generic and did not deliver focused message to a particular audience.

The inception of CPC-TDS marks a paradigm shift in the TDS administration towards

achieving a Non-Adversarial, Non-Intrusive Tax administration. More than 1.50 crore

educational e-mails on various issues have already been sent by CPC-TDS to the

deductors.

Timely processing of TDS statements coupled with multifold communication channels (Portal,

emails and call center) have facilitated compliance-driven ecosystem for the deductors. CPC-TDS

PROACTIVE DISSEMINATION OF INFORMATION - PROMOTING
VOLUNTARY COMPLIANCE

Before CPC-TDS

After CPC-TDS
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has leveraged these channels to send specific emails to the target audience (e.g. non-filers,

late filers, tax defaulters etc.) with an aim to create ‘TDS default free’ environment and to promote

voluntary compliance.

Three-pronged approach has been adopted to address the closure of the defaults:

o Timely intimation to the deductors –giving sense of “someone watching” - Persuades

them for voluntary compliance.

o E-mail & Call Centre campaign - Persuades the deductors to close the defaults.

o ‘Any timeAny where’ facility for online correction - Facilitates resolution of defaults.

The impact is clearly visible in the following areas of TDS administration:

o Improvement in filers of TDS Statements within due date.

o Improvement in deposit of tax within due date.

o Reduction in TDS default cases.

o Reduction in quoting of invalid PANs.

The legacy system did not have an integrated platform for handling of grievances. There was no

mechanism for bringing stakeholders, in grievance, on the same platform to work out a resolution

to such grievance.

The CPC-TDS has put in place a Call Centre for real time support to all the stakeholders. Further,

the stakeholders can also reach CPC-TDS through e-mail, Grievance Portal on the website and by

writing a letter. The grievances are being handled in a centralized manner and all the stakeholders

are given visibility regarding grievance by virtue of an integrated system.

The legacy system for processing TDS statements did not use any tools for data analysis. Only 

static standalone reports were available without any inter-linkages.

INSTITUTIONALIZED MECHANISMS FOR GRIEVANCE REDRESSAL
&COMMUNICATIONS

Before CPC-TDS

After CPC-TDS

DATAFOR POLICY FORMULATIONAND SOCIAL POLICY PLANNING

Before CPC-TDS
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After CPC-TDS

Using data mining and analytics tools, CPC-TDS provides an updated Management Information

System (MIS) and Business Intelligence (BI) reports to the field authorities. This helps them to

focus on the potential cases involving high-risk. Field authorities stand empowered and equipped

to take up the enforcement work in effective and efficient manner.

The output of analytical tools also acts as an input for effective policy formulation.

The operationalization of CPC-TDS has benefitted multiple stakeholders involved in TDS

administration by way of an integrated interactive platform for Service Delivery. This has made a

tremendous impact on effort, time and cost.

CITIZEN CENTRICITY
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TAXPAYERS

1. With CPC-TDS generating TDS certificates centrally, the initiative has eliminated

mismatch of tax credits at the time of claiming credit for TDS in the Income Tax Return.

2. The taxpayers do not have to maintain record of manual paper TDS certificates. All

information related to TDS credits, is available online in the form of Annual Tax Credit

statement (Form 26AS). The taxpayer has to only verify it from time to time.

3. With the elimination of manual issuance of TDS certificate by the deductor, verification by the

Income Tax Department is not required. This has cut down unnecessary delays in the

granting of tax credits.

4. The availability of Form 26AS online has facilitated accurate & complete reporting of Income.

As a consequence, compliance cost for the taxpayer has come down.

5. The e-filing website of the Income tax department pre-populates Tax Credit data in the

Income Tax Return Form based on information sent by CPC-TDS. This has made the

process of filing Income Tax Return easy.

6. The Annual Tax Credit Statement is updated on a near real time basis. Hence

discrepancies in the TDS reported by the deductor, can be reported by taxpayer to

deductor, while the transaction is very recent.

7. Malpractices in the issuance of refunds, etc have been minimized.

The graph below shows that more and more taxpayers are viewing their Form 26AS:-
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DEDUCTORS

User friendly response Mechanism:

1. Single Window Delivery: Acomprehensive web based service delivery platform takes care

of all the compliance needs of deductors and is a source of constant feedback.

2. Online Correction facility is available on anytime anywhere basis. This is one of the

major components of the integrated interactive platform of CPC-TDS.

3. The CPC-TDS has promoted voluntary compliance by the deductors. Through

proactive dissemination of Information, CPC-TDS has been able to help the deductors in

avoiding defaults and consequent costs by providing valuable updates through

educational emails and other sources.

Feedback and Grievance Redressal: The centralized tracking of grievance ensures that the

time taken for redressal is minimized.

Audit Trail: CPC-TDS has audit logs that records details about who has accessed the system,

when and from where the access has been sought and what has been accessed. Audit logs of the

front end users (field assessing officers, CPC-MSP users, CPC ITD users, deductors and

taxpayers) are also maintained.

Feedback from deductors as well as deductees is being taken on continual basis. Following

graphs provide a snap shot of the Responses on few of the online questions (till Q1 2014-15):-

Increasing trend in the graphs is a pointer to the fact that CPC-TDS attaches immense value to

the feedbacks received from the stakeholders and strives to put in place a solution that is more

user-friendly and acceptable.
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STATISTICS & EFFICIENCYACHIEVED

Graph below shows the increasing trend of volume of statements processed over the years:-

Within a short period of 15 months, the CPC-TDS had been able to build efficiency in the new

system with the use of the state-of-the-art IT platform, using the best of the breed technology for all

its software and hardware architecture.

Upto 30th November, 2014

Particulars View / Download in

Number of Transaction

Registered deductors 13.18 Lakhs

Tax Credit Statements (Form 26AS) 14.76 Crores

TDS Certificate (Form 16/16A) 27.03 Crores

Download of Justification Reports 36.42 Lakhs

Consolidated Files 65.53 Lakhs

Attributes Count

No of statements processed 1.81 Crores

Online correction submitted 2,11,118
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TDS STATEMENT PROCESSING EFFICIENCY

TDS CERTIFICATES PROCESSING EFFICIENCY

E-MAILS PROCESSING EFFICIENCY

CPC-TDS has efficiently processed increasing volume of the TDS statements. The average

processing time for the TDS statements is T*+3 days. The intimations in the default cases,

through emails and SMS, are being sent on the day of processing itself and the paper

intimations are usually sent within T*+5 days.

*T – T represent the day of receiving of TDS statements in CPC-TDS system.

CPC-TDS has successfully processed daily peak volume of 50,000 TDS statements in May

2014. Similarly, a maximum of 1.25 lakh intimations were dispatched in one day in the

month of December 2013.

CPC-TDS has sent 77 lakh intimations in respect of TDS defaults in the past 15 months.

CPC-TDS has successfully handled peak load of TDS certificate generation and download

requests in the month of May 2014. This is evident from the statistics below:-

o Total 5.6 crores TDS certificates were downloaded with a Turn Around Time of 24

hours.

o DailyAverage volumes of 39.17 lakh certificates were generated during peak days.

o Peak volume of 57.14 lakh certificates were generated on a single day.

CPC-TDS has established processes to efficiently manage emails, received from

Deductors/Taxpayers, seeking guidance and resolution to their TDS-related queries and

grievances.Atotal of 5.73 Lakhs emails have been processed till 30th November 2014.
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Volume of e-mails Processed:-

CALL CENTRE EFFICIENCY

CPC-TDS assists the end-users with its toll-free Inbound Helpdesk facility. 30 resources are

available during business hours 6 days a week.

o Average of 45,000 calls is being responded every month at the Call Centre.

o The Call Centre responded to over 77,000 calls during peak periods, representing a

33% improvement over average monthly transactional volumes.

o The Average Call Handling Time (ACHT) has significantly reduced from 4:41 minutes

to 2:43 minutes since June 2013, adding to the efficiency of the Call Centre.

o The Call Centre handled an average of 4,800 calls per day, during peak period of May

21 – 28, 2014.
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SUMMING UP

The CPC-TDS is the harbinger of a Non-Intrusive, Non-Adversarial technology driven TDS

administration in the country. The robust technology platform has been leveraged to provide value

added services to more than 15 lakh deductors and 4 crores taxpayers from all over India and

abroad.

Besides the deductors & taxpayers, the Government has benefitted in terms of:-

o Improved Compliance

o RevenueAugmentation

o Robust TDS administration.

o Savings in terms of time, cost and effort.

The value, brought by the CPC-TDS, has been aptly expressed by various visiting dignitaries

while penning their remarks in the visitors’book.

The CPC-TDS, therefore, sets an example of an e-governance initiative that provides complete

end to end e-services solution to its stakeholders within & outside the government.



26

Message from the then Union Finance Minister
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Assessing Officers’ Portal

Chapter-II

TRACES
TDS Reconciliation Analysis and Correction Enabling System
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Intranet

Functionalities

CPC - TDS

AO

Helpdesk

Call Center

0120-4816102/ 4816103

E-Mail:

aohelpdesk@tdscpc.gov.in

INTEGRATED PLATFORM

With the CPC-TDS being a pivot in administering TDS provisions, it is imperative that the field

officers in TDS charges are linked to each other & to the CPC-TDS through an integrated platform.

The intranet AO portal (http://10.48.68.29/app/myportal), developed under the overall umbrella of

TRACES, provides an integrated platform that facilitates communication amongst –

i. The field TDS Officers;

ii. The Deductors &

iii. The CPC-TDS

Aschematic overview of the facilities available to the field TDS officers is as below:
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HOME PAGE – TRACES (HTTP://10.48.68.29)

Home Page : When a user enters the above mentioned URL in address bar, following home page

of TRACES-AO portal appears.

Features of Home Page:

Latest news and updates from CPC-TDS are published on this page at regular intervals.Analytics-

based MIS reports on important issues are also available on this page. The content on the home

page is structured in three panels – Left, Central & Right.

Login: The user is required to enter ‘Username’ and ‘password’ to login on TRACES. Once

logged in, TRACES provides various functionalities to the registered officers administering TDS

provisions in the Income Tax Department. Password can also be changed through this section.

Quick Links: This section contains documents that are helpful to the TDS officers in navigating

through theAO portal. These include FAQs and e-tutorials also.

Tax Payers Functionality on TRACES: Functionalities that are available for taxpayers through

web portal are listed in this section.

LEFT PANEL:
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CENTRAL PANEL:

RIGHT PANEL:

�

Tickers: Tickers are important notifications for officers using theAO portal.

Updates: In this section CPC-TDS posts latest notifications & letters related to TDS procedures,

etc.

Highlights of the AO portal: This section contains the list of functionalities available for AOs vide

AO portal.

Also, important analytical reports (CIT-TDS wise) on various issues prepared by CPC-TDS from

time to time; are available below this section. The analytical reports are password protected. The

password can be obtained from assigned nodal officials at CPC-TDS.

AO helpdesk details, Archived reports and functionalities that are available deductors are listed in

this section.

At the top of the section, there are three links:

1. Home: This link redirects user to home screen.

2. Contact Us: This link contains contact number of nodal officials (posted at CPC-TDS).

3. E-tutorials: This link redirects user to another page that contains e-tutorials for various

functionalities ofAO portal.

An exclusive helpdesk support (+91 120 4816102), for assistance of the TDS Officers, is available

during the working hours (Monday – Friday, 9.30 AM to 5.30 PM). Queries related to portal ‘login’

or ‘functionalities’, available on the AO portal, can also be sent by email to

aohelpdesk@tdscpc.gov.in.

When a TDS officer joins a TDS charge, the first thing he/she needs to do is to get his/her RSA

token mapped to the AO code of the new charge through the Regional Computer Centre (RCC).

Once the same has been done, he/she needs to send a mail to from

his/her official email ID. On receipt of the mail, The officer is then configured to theAO portal. The

default password for login is informed offline to the officer.

AO - HELPDESK

Configuration onAO Portal & Login:

aohelpdesk@tdscpc.gov.in
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Steps to Login:

�

�

Change Password:

i. Go to the intranet address http://10.48.68.29

ii. Enter ‘username’ & ‘password’ communicated by AO helpdesk. First time login will be with

the ‘default password’. The system prompts the user to change the password. Password

should contain a minimum of 8 alpha numeric characters with at least one alphabet in

Capital.

iii. Enter RSAcode and login.

iv. As soon as the user logs in, Welcome Screen is visible with following attributes

o No. of tickets open for user’s action, &

o Alink of Quick MIS.

In case the user is mapped to more than one charge, Welcome screen will require him/her to

choose theAO code for which he/she wants to login.

Whenever a user is transferred out of a charge or additional charge is withdrawn, he/she

must ensure that the corresponding role is disabled in the system. He/she should, therefore,

inform the concerned RCC and the AO helpdesk at CPC-TDS in writing on

aohelpdesk@tdscpc.gov.in

User can change the password by using ‘change password’ option on the ‘Home page’. In order

to change the password, user must follow these steps:

i. Click on ‘Change password’.
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ii. On change password screen enter ‘old password’, ‘new password’ and then re-enter 

‘new password’.

iii. Password should contain a minimum of 8 alpha numeric characters with at least

one in Capital.

If a user forgets his/her password, password can be reset only by the CPC-TDS on a request of the

User (received through e-mail from his official mail). On receipt of mail byAO helpdesk, the User is

informed back with the ‘default password’. User has thereafter to follow the same steps as

required for first time login.

Following functionalities are available to TDS Officers on the ‘AO Portal’:

o

It facilitates view of TDS particulars through :

• TAN/AIN details

• Profile of Deductor

• TDS Statement Processing Status

• Form 26AS

• OLTAS Challan Details

• G-OLTAS Transfer Voucher

• Consolidated File download

• Intimations u/s 200A/154.

• Default Summary & Justification Report

• Consolidated Demand

• Communications

o

It facilitates correction on attributes of ‘OLTAS Challan’ and ‘unmatched’ challan in

TDS statement through:

• OLTAS Challan

• Forced Match Statement

o

It facilitates management of manual demand, raised by the TDS Assessing Officer

outside the system, through :

• Bulk Upload Demand

Reset Password:

FUNCTIONALITIES ON ‘AO PORTAL’

View:

Correction :

Manual Demand Management :
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Add/Modify/Delete Demand

• Tag/Replace an OLTAS Challan to square up demand

o

It facilitates TDS Officers to communicate with CPC-TDS using ‘tickets’ through :

• Create /Close/ Search Tickets

o

It facilitates in maintaining double EntryAccounting of challans & their apportionment to

deductees/defaults through:

• Ledger Reports

• Trial Balance

• Default Reports

o

It facilitates identification of ‘High risk and Revenue potential’ cases that ought to be

verified by the TDS officers through:

• TDR status

• Outstanding demand

• View ofAction Taken on TDRs

o

It facilitates replication of best practices across the country through:

• Upload of quality cases & awareness program(s)

• View of quality cases & awareness program(s)

o

It facilitates maintenance of online repository of:

• Order u/s 201

• Penalty Order

• Prosecution

o

It facilitates issuance of refund of excess TDS.

o

It facilitates generation of MIS/Data Analytics reports on issues relevant for TDS

administration.

o

It facilitates TDS Officers to understand the functionalities through:

E-tutorial & FAQs.

•

Tickets:

Accounting:

TDS Defaulter Report (TDR):

Quality Cases &Awareness Programs:

Enforcement :

Refund

MIS ( Management Information System) Reports :

Educational :

•
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The aforesaid functionalities are discussed further down in detail:

TDS officer can create a ‘ticket’ on the TRACES portal to send suggestions/queries to CPC-TDS.

Once a ticket is created using “Create Ticket’ option, CPC-TDS team starts working on it. The 

action taken on the ticket can be viewed by the concerned officer using ‘Generated Tickets’

option. At times, CPC-TDS may also assign a ticket to officer(s) in the field for action at their end.

These tickets can be accessed through the ‘Inbox’, available under ‘Tickets menu’.

o

• Ticket creation using ‘Create Ticket’

• Status of ticket can be checked using ‘Generated Tickets’option

• Any ticket can be searched using ‘Ticket Search’

• Action is to be taken on the assigned tickets available in the ‘Inbox’

• Closed Tickets can be accessed using ‘Closed Tickets’option.

o

• All the TDS-officers viz. Commissioners, Additional Commissioners, and Assessing

Officers, posted in the relevant TDS charge.

1. TICKET

What can be done:

Who can take above action:
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o

• The functionality allows convenient and prompt communication between officers in the

field and the CPC-TDS, thus, providing them a platform to resolve their queries.

o

• Inbox ticket:

All assigned tickets appear in Inbox of the designated TDS officer wherein the user can

view such tickets that are assigned to him/her. He/she can take action or forward the 

ticket, if required, and thereafter close the ticket. Following kind of tickets may be

assigned to officers posted in the field:-

Sl.No. Type of ticket Raised by

1 OLTAS Challan Correction Relevant TDS AO for correction of TAN

(refer sec 3.1.2 of this manual)

2 Refund Deductor using web portal

Tickets may be assigned to the officers in the field by CPC-TDS for action on their

part as per the jurisdiction.

• TRACES- IntranetAO Portal Flow :

�User selects ‘Inbox’ sub-menu from ‘Tickets’ tab in main menu

�Alternatively, Dashboard hyperlinks can be used to navigate to ‘Inbox’

�‘Inbox’ screen with filter criteria is displayed

�User can use ‘Filter Criteria’ to filter contents of ‘Inbox’.

• Closed Tickets:

Once resolution has been provided by the concerned TDS officer or the ticket (wrongly

posted to an officer) is assigned to correct jurisdictional TDS officer, the ‘ticket’ can be

closed by such officer. Closed Tickets menu contains Ticket Action History and

Communication history that is related to a particular Token.

User can view all the tickets that are closed by the user himself/herself. Closed tickets

can be searched by choosing any of the following:

TAN

Financial year

Ticket Creation Date (From/To)

Token No.

Quarter

Ticket Number

Category

TRACES Ticket No.

Relevance of the Functionality:

How to use the Functionality :

�

�

�

�

�

�

�

�

�
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TRACES- IntranetAO Portal Flow

User selects ‘Closed Tickets’ sub-menu from ‘Tickets’ tab in main menu

‘Closed Tickets’ screen with filter criteria will be displayed

User can use ‘Filter Criteria’ to filter contents of Closed Tickets

User clicks on ‘Ticket Number’ in the ‘Closed Tickets’ to view the Ticket

details.

• Create New Ticket :

Ticket can be created for raising queries or grievances, received from the deductor. For

creating a ticket, following inputs are mandatory:

Financial Year

Quarter

Token No.

Form type

Category

Stake holder

The Assessing officer may upload relevant documents and may also record his/her

comments.

• TRACES- IntranetAO Portal Flow :

Click on ‘Ticket’Menu

Click on ‘Create New Ticket’ sub-menu to open ‘Create New Ticket’ screen.

Enter data/ document in the data entry screen :

– Enter data in relevant fields

– Browse and attach file, if required

To create new ticket–click on ‘Submit’

The user is guided to recipient’s ticket pool (determined by the system

based on category of ticket);

To cancel the request –click on ‘Cancel’. User is routed back to the previous

screen.

• Ticket Search

All tickets have ‘unique’ reference number. This functionality helps the TDS officer to

search a specific ticket that is assigned to him/her or created by him/her, even if it is

closed. There are two search options available to search a ticket.

•

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�
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Search option-1

Ticket can be viewed by choosing any of the following search criteria:

Ticket No. RCC

Ticket creation date Form type

Financial Year Assigned date

Quarter Category

Token No. Age of the ticket

TAN

Search option -2 (should be used for OLTAS Challan Correction Tickets)

Ticket can be searched on the basis of Challan Identification Number (CIN) details.

The system maintains & displays any of the following status of a ticket–

Open,

Closed,

In progress.

• Generated tickets:

User can view all the tickets that have been created by the user himself/herself.

‘Generated tickets’ can be searched by choosing any of the following in the ‘Generated

tickets’ sub-menu:

Ticket No. RCC

Ticket creation date Form type

Financial Year Assigned date

Quarter Category

Token No. Age of the ticket

TAN

The system maintains & displays any of the following status of a ticket–

Open,

Closed,

In progress.

� �

� �

� �

� �

� �

�

�

�

�

� �

� �

� �

� �

� �

�

�

�

�

�

�
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2. VIEW

2.1 DOWNLOAD CONSO FILE (CONSOLIDATED TDS STATEMENT)

When a deductor files correction over an original TDS statement or over an already filed & applied

correction, the CPC-TDS merges the statements into a consolidated file, commonly known as
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conso file. The said file is available to the deductor for further corrections through the website

www.tdscpc.gov.in . The same file is also available to the TDS-AOs for verification through the AO

portal of CPC-TDS.

o

• Consolidated file of the statement(s) filed by the deductor, for a particular TAN,

Financial Year, Quarter and Form Type (from F.Y. 2007-08 & onwards).

o

• AOs under whose jurisdiction respective TAN has been mapped in the system.

However, online approval of the Range officer is required before a conso file can be

downloaded by theAO.

o

The basic intent of generation of a ‘conso file’ is to help the deductor in maintaining the latest

version of the TDS statement for a particular Financial Year, Form Type and Quarter.

Otherwise, the deductor may find it difficult to file corrections as there is a greater likelihood of

inconsistency in the data.

With the CPC-TDS generating default notices as a result of processing u/s 200A, AOs have

been requesting for view of complete statement so that they can answer the deductors’

queries as regards default generated in the statement. Further, the AOs have been

requesting this data to identify/verify facts during proceedings u/s 201, survey proceedings,

etc.

Also, the deductors are required to fill in Know Your Customer (KYC) details to enable them

to use various functionalities on TRACES website (The KYC details are the details reported

in the relevant statement. These details are required to be filled in by the deductors to

establish their identity to the system online). At times, deductor loses basic attributes of the

data in the relevant statement. The details in such cases, can now be downloaded from the

AO portal by the concernedAO and may be given to the deductors after due verification(s) as

regards their identity and authority.

The conso file, as downloaded from theAO portal of CPC-TDS, can be opened through

Return Preparation Utility (RPU). ‘RPU’ is freely available on the internet at

What can be downloaded:

Who can download:

Relevance of the Functionality:

�

www.tin-nsdl.com
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o

• The TDS officer logs into the AO portal and selects ‘ ’ from the ‘

menu

• ‘Request for Consolidated File’ page is displayed

• Select TAN, Financial Year, Quarter and Form Type and click on ‘Search’

System will show all the regular and correction statements, filed for entered search

criteria, with processing status.

• TDS officer has to attach necessary documents evidencing that the deductor has

represented to him/her. If user wants to download a conso file without deductor’s

request, he/she can upload the reasons for downloading.

• Click on ‘Download’ button.A ticket will be generated that is routed to Range officer for

approval. (ticket status will be ‘Sent ForApproval’).

• After approval from the Range officer, Conso file will be made available on the same

screen (where the request was placed) within two working days.

• User can view the request in output table (below input parameters), download the file

and provide it to the deductor on request in writing.

Note:

i. The file will remain available for downloading upto 24 hours from the time it is

downloaded for the first time.

ii. There is filter of TAN, Ticket Number and Request Date Range on the screen to identify

the relevant request.

How to use the functionality:

CAUTION: The Conso file is available to the deductor on internet via TRACES portal also. Since

the Conso file contains information about the deductees & any change directly impacts tax credits

pertaining to them, the conso file (downloaded from the AO portal) should be given to deductor

only in exceptional cases & only after due verification. The conso files should not be shared with

deductors or their representatives as a regular practice.

Conso File Download’
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2.2 STATEMENT PROCESSING STATUS

TDS statements are filed in electronic format (either online or through TIN –FC) across India. The

same are being processed at CPC –TDS for the purposes of generating Form 26AS & for

identifying defaults. ‘Statement Processing Status’& other details in the TDS statements, filed by

the deductors mapped to his/her Jurisdiction, are available to the TDS officers on theA.O. Portal of

the CPC-TDS.

o

• Type of statement (Regular/Correction).

• Period of Statement (FY, Quarter).

• Form Type.

• Processing Status.

• Date of Filing and Processing.

o

Commissioner of Income Tax, Addl. Commissioner of Income Tax, and Assessing Officer

under whose jurisdiction the TAN has been mapped in the system.

It may please be noted that in case the concerned officers are not able to view statements for

a particular TAN, it implies that such TAN is not mapped to their charge. Therefore, even the

What can be viewed:

Who can view :
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collections would not be accounted in that charge. In such cases, steps may be taken to get

the TAN transferred to the correct Jurisdiction. To know the present jurisdiction of TAN, refer

to Sec 2.4 of this manual.

o

The functionality enables a TDS officer the view of processing status of TDS statements of

deductors under his/her jurisdiction.

o

Under ‘View’menu, the User selects “Statement Processing Status” option.

Any of the two search criteria available on the screen can be used.

Possible Processing Status is as follows:

• Processed With Defaults

• Processed Without Defaults

• Pending for Processing

• Processed for 26AS

• Rejected

‘Processed with default’ & ‘Rejected’ are hyperlinks that redirect user to ‘Default

Summary’ (refer sec 2.6) and ‘Rejection Reasons’ (refer Appendix-II) respectively.

Justification Report is available for all statements with status ‘Processed with defaults’.

Relevance of the functionality:

How to use the functionality:

•

•

2.3 OLTAS CHALLAN DETAILS
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This functionality helps TDS officers to view OLTAS challan details on the Intranet TRACES portal

viz. TAN/PAN of challan, challan amount, consumption status, available balance, etc.

o

From ‘View’menu, select ‘OLTAS Challan Details’ option.

Search Option 1 (to view all challans for a particular TAN and Financial Year):

Enter following details:

TAN

Financial Year

Date Range

Search Option 2 (to view a particular Challan):

Enter following details:

BSR Code

Date of Deposit

Challan Serial Number

The functionality has been discussed, in detail, in section 3.1 of this manual along with

the OLTAS Challan Correction.

TDS officers can use this functionality to view details of any TAN or AIN (Accounts Officer

Identification Number) irrespective of jurisdiction.

How to use the functionality:

�

�

�

�

�

�

�

2.4 TAN/AIN DETAILS
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o

In respect of TAN

PAN of deductor

Name of Deductor

Jurisdiction under which the TAN lies

TAN Status (Active/ Inactive)

Addresses as per :

i. Latest Filed statement,

ii. Registration on TRACES, &

iii. TAN master.

• In respect ofAIN

Name of theAIN

AIN Status

Category

Jurisdiction under which theAIN lies

Addresses & contact details as per

i. Latest Filed statement

ii. Registration on TRACES, &

iii AIN master.

The three addresses (based on different information sources) have been

provided at one place to facilitate locating the deductor for any follow

up/enforcement action.

o

Commissioner of Income Tax, Addl. Commissioner of Income Tax and Assessing Officers

(TDS) posted in the relevant TDS charge.

o

This functionality enables TDS officers to know the details of a TAN holder e.g. contact

details from three sources, as detailed above, category of deductor, status (whether active or

inactive) and jurisdiction of the TAN, etc. The officer can use this functionality to ascertain

details of deductor for initiating recovery proceedings also.

o

• Select ‘TAN/AIN Details’ option from ‘View’menu

• Search on ‘TAN/AIN’

What can be viewed:

�

Who can view :

Relevance of the functionality:

How to use the functionality:

•

�

�

�

�

�

�

�

�

�

�
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2.5 PROFILE OF DEDUCTOR

o

• Number of Correction StatementsAccepted

• Mode of filing Correction

• Mode of Communication with CPC-TDS by Deductor

• Number of Defaults (As per Regular statement)

• DefaultAmount as per

Regular statement&

Latest Correction Statement.

• Late filing trends of the Deductor.

What can be viewed :

�

�
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o

Commissioner of Income Tax, Addl. Commissioner of Income Tax and Assessing Officer

(TDS) posted in relevant TDS charge.

o

The functionality has been provided to field officers so that they can have a bird’s eye view of

the profile of a deductor under their jurisdiction. The output broadly gives view on deductor’s

responsiveness to the notices, correction filing behavior, default trends and the impact of

corrections on resolution of defaults. This would also help TDS officers in identifying cases

for enforcement action.

o

• From tab in main menu, select sub-menu.

• Enter following details and submit:

TAN

Financial Year

Quarter

Gross Default: This is the total default amount identified on processing the statement u/s 

200A.

Net Default: This is the default amount obtained after adjusting the amount paid against

that default as reflected in the statement. For example, if processing of a statement results in

the Late Filing Fee of Rs 5000/- and same amount was paid before filing the statement and

relevant challan has correctly been tagged in the statement, the ‘Gross default’ will be Rs

5000/- but ‘Net default’ will be zero.

Who can view :

Relevance of the functionality:

How to use the functionality:

�

�

‘View’ ‘Profile of Deductor’

�

�

�
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2.6 DEFAULT SUMMARY

Following type of defaults are determined and generated on processing a TDS statement u/s 200

Aof Income TaxAct 1961:-

a. Late Payment interest,

b. Late Deduction interest,

c. Short Payment,

d. Short Deduction,

e. Late Filing fee,&

f. Interest u/s 220(2).

i. As soon as the Statement is processed with default, intimation u/s 200Aof the I.T.Act

is sent to the deductor in the above format. The intimations are being sent by post and

also through registered email. The intimations are also available in the ‘Inbox’ of the 

deductor.

ii. A detailed justification of the defaults is available to the deductor on internet for

download in the form of Justification Report on TRACES website. The TDS officers in

the field can also see these defaults against TANs under their jurisdiction.

�
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iii. In case of filing a correction statement, complete statement gets reprocessed and

accordingly, default summary gets modified.

o

Users can view the following details in respect of defaults:

• Order passed date for each statement i.e. regular as well as correction(s);

• DefaultAmount [Gross Default (Refer sec 2.5)];

• Amount reported as ‘Interest/ Others’, claimed in the statement;

• Payable amount for each type of default and total outstanding demand [Net

Demand (Refer sec 2.5)];

• PAN error summary;

• Default wise sheets in the Justification Report;

• Complete Justification Report in excel format.

o

Commissioners of Income Tax, Additional Commissioners of Income Tax, and Assessing

Officers, under whose jurisdiction, TAN is mapped in the system.

o

The TDS officers may use this facility when a deductor approaches them for justification &

explanation of the intimation sent by the CPC-TDS. Also, before initiating recovery

What can be viewed:

Who can view:

Relevance of the functionality:
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proceedings,AOs may ascertain the demand using this facility and the consolidated demand

across all years against the deductor. (refer sec 2.11 of this manual).

o

Select ‘Default Summary’option from ‘View’menu.

Search Option 1: (for F.Yr. demand)

Enter following details:

TAN ( mandatory fields)

Financial Year

Quarter

Form Type

Search Option 2: (for specific statement)

Enter Token Number :

Output table will be displayed with the default details.

Click on ‘Form type’ to view detailed intimation of default(s).

Click on ‘Type of default’ to view relevant page of the Justification Report.

Click on ‘Download Justification Report’ link to download the report in

excel format.

Note: For detailed explanation of Justification Report, please refer to section Justification

Report (Ref: Section 2.7 of the manual)

Note: If a deductor approaches the officer with intimation where the demand is different from

that shown on the screen, please compare the Order Pass Dates. If the Order Pass Date on

the screen is later than that on the intimation, this implies that the statement has been

reprocessed at the CPC-TDS. In such a case, advise the deductor to verify the demand

again on TRACES portal.

How to use the functionality:

* *

*

*

•

�

�

�

�

�

�

�

�

�
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Aflow chart for resolution of different types of defaults is given below:

TRACES facilitates ‘online corrections’ free of cost to the deductors. The TDS officers may

please educate & encourage the deductors to file corrections online.

�

View Default Summary

Download Justification Report 

For Default Type

•PAN Error (refer #III)

•Short Payment (Challan

Mismatch) (refer #V(a))

•Late Deduction (if date of

transaction and deduction is

) ( f #VII)

For Default Type
•Short Payment (Late Filing Fee) (refer #IV)

•Short Payment (Challan Mismatch) (refer #V(a))

•Short Payment (Insufficient Balance) (refer #V(b))

•Short Payment (Deducted - Deposited) (refer #V(c))

•Late Payment (refer #VI)

L t D d ti (if d t f t ti d d d tiwrong) (refer

•Short Deduction (197) (i)

(ii)(refer #VIII(b))

•Short Deduction (other

reason) (refer #VIII(c))

•Late Deduction (if date of transaction and deduction

is wrong) (refer #VII)

•Short Deduction (PAN Error) (refer #VIII(a))

•Short Deduction (197) (c) (refer #VIII(b))

•Interest u/s 220 (2) (refer #IX)

Deductor is required to file

relevant correction statement

Deductor is required to pay demand

and file correction statement 

After Processing verify the 

updated demand 
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2.6.1JUSTIFICATION REPORT:

(It is advised to download a justification report and use the same for understanding the concepts

below)

Justification reports are detailed explanation of defaults, raised on processing of TDS statements

u/s 200A of the ITAct. These reports are also available online to the deductors. The reports, being

in excel format, are easily readable. The report is generated by the CPC-TDS for each statement &

for each quarter wherever such statement has any default. Justification Reports can be used by

the TDS Officers to understand the rationale of the default & to suggest remedial measures to the

deductors. These reports shall also help them in presenting the case before appellate authorities

and in preparing remand reports, etc. The report shall give strength to the Assessing officer to

pursue the demand.

Following are the components in a ‘Justification Report’:-

I. JR - Cover Sheet :

This work sheet gives details of the deductor and those of the relevant TDS statement viz.

TAN, Name of deductor, Type of Deductor, Token Number of the relevant TDS statement,

Form type, Financial Year, Quarter, Date of Filing and Date of Processing.

II. JR - Table of Contents (TOC):

The TOC is an index of the report with hyperlinks to every sheet.
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III. JR - PAN Error:

PAN ERROR-FLOWCHART

PAN Error: this includes deductee transaction involving:

I. Invalid PAN ; or

II. PAN not available ; or

III. PAN applied for

Resolution: This default arises when deductor quotes ‘Invalid PAN’ (PAN not available in

PAN database) or the deductor has reported ‘PAN NOT AVAILABLE’ or ‘PAN APPLIED’. In

such cases, the TDS amount will not be visible in deductee’s Form 26AS. It assumes

significance as the deductors should be persuaded to resolve PAN errors as taxpayers

cannot claim tax credits if the same are not appearing in their Form 26AS. Hence, in order to

View Default Summary

Click on Form Type

Check if there

are invalid PANs

in summary of 

PAN errors

IV/LF

No

Click Summary of PAN errors

Yes

Note down invalid PANs and

advise deductor to file

correction

IV/LF
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enable a deductee to take credit of the TDS amount, the deductor must file a correction

statement mentioning the correct PAN.

Online Correction: The deductor can also use online correction facility on TRACES with

digital signature to correct a PAN in reported transactions.

IV. JR-Short Payment on account of Late Filing Fee u/s 234E:

Late Filing fee-FLOWCHART

This work sheet gives detailed calculation of ‘Late filing fee’ determined u/s 234E of IT Act,

1961.

Resolution: The default refers to Short Payment as a result of Late Filing of the TDS

statement. The demand can be reduced when deductor deposits a challan of the requisite

amount or tags an existing challan with adequate ‘available balance’. The deductor should

then file a correction statement quoting the same challan and mentioning the amount of fee

deposited in column “FEE”.

Online Correction: The deductor can also use online correction facility on TRACES without

digital signature to resolve demand relating to ‘Late filing fee’ and / or ‘Additional Late filing

fee’.

Check if there isCheck if there is

a case for Late 

filing fee

or Additional Late

filing fee.

V/SPIV/LF

No

Click on late filing levy to know the

details of correction

Yes

Advise deductor to pay demand and

file correction statement

V/SP
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V. JR - Short Payment

SHORT PAYMENT-FLOW CHART

Short Payment default is of following three types.

• Short Payment (Challan Mismatch) [V(a)]

• Short Payment (Insufficient Balance) [V(b)]

• Short Payment (Deducted-Deposited) [V(c)]

V(a) JR - Short Payment (Challan Mismatch):

This work sheet gives details of CD (Challan Detail) row for which Short Payment default has

been determined due to any of the following reasons:

a. Mismatch: Mismatch between challan/transfer voucher (CIN/BIN) particulars, as

reported in the ‘Challan Details’ in the statement, vis-à-vis challan/transfer voucher

(CIN/ BIN) details, reported by bank/PAO in OLTAS/GOLTAS.

V/SP VI/LP

No
Check if 

there is Short

Payment

default

Yes

VI/LP

Note down details and

advise deductor to file

Short Payment 

due to Challan

mismatch

Click on Short Payment

Note down the details 

d d i d d t t

Short Payment due

to insufficient

balance in challan

Short Payment

due to deducted

advise deductor to file

correction

updating the challan

details. AO may verify the

details of available 

challans under the TAN

using view OLTAS

Check all 3 

available

links

and advise deductor to

pay demand and file 

correction.

PS: AO may view the 

consumption details of 

challans using View 

VI/LP

Note down the details and 

advise deductor to pay

d d d fil ti

due to deducted

& deposited

difference

g

challan details. OLTAS challan

details.

demand and file correction.

VI/LP
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b. No challan: The challan/Transfer Voucher, reported in the statement, does not exist in

OLTAS/GOLTAS.

c. Wrong TAN/AY: The deductor has quoted wrong TAN or AY (Assessment Year) in the

challan, while making payment to the bank.

Resolution:

For #a. In such cases, the challan/transfer voucher (CIN/BIN) exists in OLTAS/GOLTAS

but does not match with statement particulars. The demand can be reduced by

requesting the deductor to go for offline correction using Conso file or online

correction on TRACES that is available without digital signature.

For #b. In such cases, deductor needs to pay the demand and file correction statement 

using Conso file or online correction on TRACES that is available without

digital signature.

For #c. In such cases, the AO should correct the TAN/AY in the challan using OLTAS

challan correction (Refer sec 3.1.2 of this manual).

V(b) Short Payment (Insufficient Balance):

This worksheet reflects Short Payment default due to insufficient balance in the challan.

Short payment in such cases arises when though a challan, quoted in the statement,

matches with the challan reported through OLTAS, but such challan (in OLTAS) does not

have sufficient ‘available’ balance to absorb the ‘Tax Deposited’ mapped against that challan

in the TDS statement.

e.g. Challan (as per ‘OLTAS’): Rs. 100/-

‘Available balance’ (as per ‘OLTAS’) against that challan: Rs. 60/- (Balance Rs. 40/- has

been claimed in other statement or has been mapped to other set of deductee rows

elsewhere);

‘Tax deposited’ (in the statement) mapped against this challan: Rs 90/-

In such case, the SP-IC (Short Payment due to Insufficient Balance) would be to the extent of

Rs. 90/- minus Rs. 60/- = Rs. 30/-.

Resolution:

i. Deductor to either pay additional amount or to map another challan with adequate

‘available balance’.

ii. Deductor ought to file correction statement (online without digital signature or offline

by downloading Conso file) wherein the challan in the statement be replaced by

another challan with sufficient ‘available’balance.
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V(c) Short Payment (Deducted-Deposited):

Where deductor, while filling the deductee details in the statement, mentions deposited

amount less than the deducted amount, this default is generated. In such cases, the

deductor has admitted that though higher amount of tax has been deducted, only part of it 

has been deposited.

Resolution:

i. Deductor to make payment to the extent of shortfall; and

ii. To file correction statement (online with digital signature or offline by downloading

Conso File) wherein the new challan should be reported and the ‘deposited amount’ be

increased to that extent.

Please note: If the deductor corrects only the ‘deposited’ amount in the deductee row

without changing the ‘challan detail’, system shall generate ‘Short Payment- Insufficient

Balance’ on processing correction statements.

Along with the short payment demand, deductor must pay Late Payment Interest till

the date of challan, else while processing the statement, system will generate a default

of ‘Late Payment’, if sufficient balance is not available in challan already tagged in the

statement.

�
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VI. JR - Late Payment:

LATE PAYMENT-FLOWCHART

This worksheet gives row wise (transaction wise) calculations of ‘Late Payment’ default.

The system calculates late payment default by considering due dates of payment

corresponding to the date of deduction.

The interpretation of the concept of ‘late’ is based on General ClausesAct, 1897, Income Tax

Act, 1961 & Income Tax Rules, 1962. Calendar month is being taken as ‘month’ in view of

the above Acts. The system, therefore, calculates late payment for each reported

transaction by taking date of deduction as the basis & compares this with the data as

reported by the banks & embedded in the ‘Challan Identification No.’ i.e. CIN through

OLTAS.

Payment exists?

VII/LDVI/LP

Check if Late 

Payment or 

Additional Late 

No

Click on late payment 3(b)

Yes

Note down the details and advise

deductor to pay demand and file 

correction

PS: In case deductor has entered

wrong transaction dates, he may 

first correct them through a

correction statement.

VII/LD
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Please note that as per Rule 20, Central Government Account (Receipts and Payments)

Rules, 1983, Government dues tendered in the form of cheque or draft that is accepted under

the provisions of Rule 19 and is honored on presentation, shall be deemed to have been

paid, where the cheque or draft is tendered to the bank, on the date on which it was cleared

and entered in the receipt scroll.

(i) Additional Late Payment Interest is Late Payment Interest default arising out of

the processing of correction statement filed by the deductor. If a new row has

been added in the correction statement which results in Late Payment, the

demand of this interest amount will be visible under the heading Additional Late

Payment interest. Late Payment interest and additional Late Payment Interest 

are collectively available in Late Payment sheet of the Justification Report.

(ii) All the gazetted holidays declared by Central Govt. and Sundays are being taken

care of automatically while considering the due date of payment of TDS/TCS to 

government account as well as filing of the statement i.e. if due date falls on

Sunday, the succeeding day is being taken as due date. However, if a sudden

announcement of a holiday is made by the Central Government, the same will be

taken care by reprocessing the relevant statement.

Resolution:

i. Deductor to make the payment or tag challan having adequate ‘Available Balance’.

ii. Deductor to file online correction on TRACES without digital signature or offline

correction by downloading Conso File.

�



VII. JR - Late Deduction

LATE DEDUCTION-FLOWCHART

This worksheet reflects row wise (transaction wise) calculations of Late Deduction default.

The system calculates late deduction default by considering due dates of deduction

corresponding to the date of transaction (Both of these dates should be same). The

interpretation of the concept of ‘late’ is based on General ClausesAct, 1897, Income TaxAct,

1961 & Income Tax Rules, 1962. ‘Calendar month’ is being taken as ‘month’ in view of the

above Acts. The system, therefore, calculates late deduction for each reported transaction 

by taking date of transaction as the basis & compares this with the date of deduction, as

reported by the deductor in the deductee details of the statement.

Additional Late Deduction interest is actually a Late Deduction Interest default

arising out of the processing of correction statement filed by the deductor. If a new row

has been added in the correction statement that reports Late Deduction, the system

�
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Check if Late No

VII/LD VIII/ SD
Deduction or 

Additional Late 

Deduction exists 

No

Click on Late Deduction

Yes

Note down the details

and ask deductor to
Advise deductor to

file correction

No

check whether

Date of transaction

and deduction are

correct?

statement correcting

the same.

Advise deductor to pay demand 

and file correction statement.
VIII/SD

Yes
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generates demand against ‘Additional Late deduction interest’. Late Deduction Interest

and Additional Late Deduction Interest are collectively available in ‘Late Deduction’

sheet of the Justification Report.

Resolution:

i. Deductor to make the payment or tag challan having adequate ‘Available

Balance’.

ii. Deductor to file online correction on TRACES without digital signature or offline

correction by downloading Conso File.

In case of a data entry error resulting in the wrong date of deduction or

transaction, the deductor may correct the dates by filing a correction statement.

VIII. JR - Short Deduction

SHORT DEDUCTION-FLOWCHART

�

No

Yes

IX/220(2)

Check if 

Short

Deduction

Exists?

VIII/SD

Click on short deduction

Note down and analyze the reasons.

IX/220(2)

No

Yes

Check if 

there is 

Short

Deduction

due to Other

Reason

Note down and analyze the reasons.

Then advise deductor to file

correction statement or pay the

demand and file correction statement

accordingly.

PS: if deductor says transaction is as

per certificate u/s 197 the possibility

No

per certificate u/s 197, the possibility

is that ‘A’ Flag has not been raised.

Hence ask him to file correction.
Check if values in

certificate data snow null and

whether data in other two

links exist?

Check amount paid over

197certifice limit. Advise

user to pay the TDS on

excess transaction amount

and file correction.

Yes

Either Certificate number is not

mentioned in the statement or

such certificate is not in Data Base

for relevant TAN, PAN, Section

Code and Time period combination.

Advise user to file

relevant correction
IX/220(2)
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Short Deduction is of following three types:-

• Short Deduction (PAN Error) [viii(a)]

• Short Deduction (197 Certificate) [viii(b)]

• Short Deduction (Other Reasons) [viii(c)]

VIII(a)Short Deduction (PAN Error):

As per sec 206AA of the ITAct, 1961, in case, a deductor (a) doesn’t have the correct PAN of

the deductee while deducting the tax & / or, (b) reports incorrect PAN or ‘PAN not available’,

or ‘PAN applied’ while filing the TDS statement, he must deduct tax at 20% or the rate

prescribed in the relevant section of the IT Act, 1961, whichever is higher. In such cases, if

deductor deducts tax at rates lower than 20%, this default arises.

Resolution: Deductor should make the payment of demand amount and then file online

correction with digital signature or offline correction by downloading Conso File and mention

the correct PAN in deductee details as well as the requisite challan in Challan details.

In case of TDS statement for Form Type 24Q Qtr. 4, PAN must be corrected inAnnexure

I and II both, as correcting of PAN in annexure I of the statement impacts 26AS of the

deductee whileAnnexure II shall reduce the short deduction demand.

VIII(b)Short Deduction (197 Certificate):

Row wise deductee details of ‘Short Deduction’ raised due to mismatch or over

consumption of Lower Deduction certificate u/s 197 can be found under this heading.

This default is raised generally due to following two reasons:

a. The certificate number u/s 197, mentioned in the statement, does not exist in the

database of TRACES for corresponding TAN, PAN, Section Code and Time Period

combination.

b. The transaction amount between TAN and PAN has already exceeded the limit as

provided in the said 197 certificate.

Resolution:

For #a, deductor should file offline correction by downloading Conso File correcting the

certificate number or raising the ‘Reason for lower Deduction’ flag or Online Correction with

digital signature facility on www.tdscpc.gov.in.

For #b, deductor should make payment of the demand amount and then file offline correction

by downloading Conso File and mention the requisite challan in Challan details. Online

Correction with digital signature facility can also be used to address the default.

TDS-AOs are advised to ensure that all 197 certificates are issued only after taking

print out through the system.

�

�
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VIII(c)Short Deduction (Other Reasons):

The deductee row wise details of Short Deduction raised due to ‘any other reason’ can be

found under this heading. This default may arise due to various reasons, viz.

i. deduction at a rate lower than that prescribed in the relevant section code of the ITAct,

1961;

ii. not raising relevant lower or no deduction flags i.e. flag ‘A’ for Lower deduction

certificate, flag ‘B’ for 15G/H, flag ‘T’ for Transporter, flag ‘S’ for software, flag ‘C’ for

higher deduction, flag ’Y’ for Threshold Limit, etc.

Resolution:

Deductor to file correction statement making relevant changes offline by downloading conso

file or online corrections on TRACES with digital signature.

IX. JR - 220 (2) Interest:

INTEREST u/s 220 (2) – FLOWCHART

NoCheck if

interest u/s

220 (2) 

exists?

IX/220(2)

Yes

Click on interest u/s 

220 (2)

Note down the details & 

advise deductor to pay

demand & file correction 

statement

Verify the updated

demand when correction

gets processed
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The details of interest u/s 220(2) are available on this worksheet.

Resolution: Deductor to make the payment of demand and then file online correction on

TRACES without digital signature or offline correction by downloading Conso File and

mentioning requisite challan in Challan details.

NOTE: For the statements that have been processed before the CPC-TDS started processing and

no correction statement has been filed for such statements, the Justification Report is available on

TRACES in excel format only and not through hyperlinks on default type.

TDSAssessing Officer has been provided with a facility to view all the communications sent by the

deductors under his jurisdiction to CPC-TDS.

o

TDS Assessing Officer can view all the communications, (letters, e-mails, requests for

resolution) sent by the deductors under his jurisdiction, to CPC-TDS and replies thereon.

o

TDSAssessing officer can use this functionality.

o

The functionality is relevant for a TDS AO, when a deductor approaches him/ her with a

complaint that no action has been taken by CPC-TDS on his/her communication or if the

deductor is not satisfied with the response given by CPC-TDS.

2.7 COMMUNICATION

What can be done:

Who can use:

Relevance of the functionality:
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o

• Select link from tab in main menu;

• Search page for ‘Communication’will be displayed.

Search Option 1:

Enter following details and click on ‘Search’:

TAN

Financial Year

Quarter

Form Type

Output table will be displayed with the columns as listed in the Attributes List.

Search Option 2:

Enter ‘Token Number’ and ‘Ticket number’ and click on ‘Search’

Output table will display all related token numbers and their tickets. If user has

entered any regular token number or any correction token number, then output

table will show all tickets related to regular and correction token numbers.

• View available to the TDSAO

On clicking any ticket number, user will be able to see :

Relevant ticket details.

All internal comments given by any user who has worked on the ticket.

View ‘Standard template response sent to Deductor’ which was entered

by each user who has worked on the ticket under ‘External Comments’

column by clicking on ‘View’.

Latest communication made on this ticket (On clicking Deductor’s

communication / Draft Response / CPC Response).

How to use the functionality:

“Communication” ‘View’

�

�

�

�

�

�

�

�
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2.8 FORM 26AS

The CPC-TDS compiles Form 26AS statements for each taxpayer & facilitates its online display

on internet.

The above format of Form 26AS is available to each taxpayer on the internet. The taxpayer can

view his/her ‘Annual Tax Credit Statement’ in Form 26AS (being compiled by CPC-TDS) through

multiple interfaces viz.

o Registered user on TRACES www.tdscpc.gov.in

o Reg is te red user on e- f i l i ng por ta l o f Income Tax Depar tmen t

(www.incometaxindiaefiling.gov.in ); & / or

o Internet banking users of various banks.

Form 26 AS, when downloaded by the taxpayers, contains various information. The table below

gives a brief description of various parts of Form 26AS and indicates corresponding persons who

may be contacted in case of discrepancies.
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Part of Description Contact Person

Form 26AS

A Details of Tax Deducted at Source Deductor

A1 Details of Tax Deducted at Source Deductor

15G/15H

A2 Details of Tax Deducted at Source on Deductor (Buyer)

Sale of Immovable Property U/S 194IA

(For Seller of Property)

B Details of Tax Collected At Source Collector

C Details of Tax Paid (Other Than Jurisdictional PAN Assessing

TDS/TCS) Officer/Bank

D Details of Paid Refund Jurisdictional PAN Assessing

Officer/ITR-CPC

E Details of AIR Transaction Concerned AIR Filer

F Details of TDS On Sale Of Immovable NSDL / Concerned Bank Branch

Properly U/S 194IA (For Buyer of

Property)

G Details of TDS Defaults of deductors Concerned Deductor(s)

that are branches of the PAN

o

The above view is available on the internet to the taxpayer. However on the AO portal,

transactions reported in TDS Statement by only that TAN holder (that falls within the

jurisdiction of the concerned officer) with respect to a particular PAN for a particular period

can be viewed (i.e. Part A, A1 and B of Form 26AS) for a Financial year. Rest of the parts are

not available for view to the concerned TDS officer.

o

Commissioner of Income Tax, Addl. Commissioner of Income Tax, and Assessing Officer

under whose charge the TAN has been mapped in the system.

Important: This view only gives entries pertaining to TAN mapped to the jurisdiction of the

officer. Therefore, the entries may be partial as transactions reported by deductors

falling outside the Jurisdiction will not be visible.

o

This would help the TDS officers in complying with Delhi High Court mandamus by pursuing

the deductors who have deducted the tax but not reported TDS/TCS against a particular

taxpayer(s).

What can be viewed :

Who can view :

Relevance of the functionality:
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o

• Select option from menu

• Search page for ‘Form 26AS’will be displayed

• Search as per search criterion i.e. TAN, PAN &A.Y.

G-OLTAS or Government–OLTAS is a process flow of reporting TDS remittances, in the case of

government deductors, through book adjustments rather than payment through challans. In the 

case of such government deductors, the TDS made by the Drawing & Disbursing Officers (DDOs)

is remitted to their respective Principal Accounts Officers (PAOs) or District Treasury Officers

(DTOs) or Zonal Accounts Officers (ZAOs) depending on official hierarchy in different

departments of the Central & State Govts. In such cases, the respective PAOs / DTOs/ZAOs, etc.

is required to file monthly statements in Form 24G wherein the TDS made by each of the DDOs

(mapped to them) is reported.

The PAOs / DTOs/ZAOs file such statements (Form 24G) against AINs (Accounts Officer

Identification Number) that is allotted to each of such PAOs / DTOs / ZAOs, etc.Against each entry

of details of DDO in Form No. 24G, a unique BIN (Book Adjustment Identification Number)

(consisting of Receipt Number, Date of Deposit and Transfer Voucher Number) is generated. BIN

is generated for each DDO who, in turn, is required to quote the same while filing quarterly TDS

statement. Effectively, BIN is a substitute for a CIN (in case of challans) for TDS remitted by

government departments through book adjustment.

How to use the functionality:

‘Form 26AS’ ‘View’

2.9 G-OLTAS TRANSFER VOUCHER
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o

• TAN of the DDO

• AIN of the PAO

• Transfer voucher details

• Total tax deposited

• Available amount

• Transfer voucher status.

The status of transfer voucher may be:

• Fully consumed

• Partially consumed

• Unclaimed

In case of status being fully or partially consumed, following details of statements, where

the transfer voucher has been consumed, can be seen:

• Token Number

• Financial Year for Statement

• Quarter

• Form Type

• ClaimedAmount

• Credit Given

o

Commissioners of Income Tax, Additional Commissioners of Income Tax and Assessing

Officers.

o

The functionality is helpful when government deductor approaches the TDS Officer in

context of mismatch of amount in TDS/TCS Statement vis-a-vis Form 24G or to understand

the justification for mismatch amount found while processing a TDS/TCS statement. The

TDS officer can also ascertain whether a particular transfer voucher has been consumed

while processing the relevant statement or not.

What can be viewed:

Who can View:

Relevance of the functionality:
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o

• Click on under menu

• Search can be done by any of the three options:

01. TAN and Financial year (for user’s jurisdiction only)

02. Receipt number, Date of Deposit and Transfer voucher (BIN) (For any BIN)

03. AIN and Date of Deposit (for user’s jurisdiction only)

When TDS statement is processed u/s 200A & default is determined, CPC-TDS sends an

intimation of default to the deductor by email as well as by registered post. The intimations are also

available in the ‘Inbox’ of deductor-dashboard that is accessible on www.tdscpc.gov.in.

Intimations, through email or Inbox, are sent just after the processing of statement is completed.

The intimations are being normally sent by post, within a week of processing of the statement.

Therefore, in case the deductors approach TDS officers with plea that intimation has not been

received in case of statement processed with defaults, it may be because either a wrong email-ID

has been given or the deductor has not checked his ‘Inbox’on TRACES portal.

Acopy of the intimation is also available to theAO to provide the same to the deductor. IfAO wants

to view the intimation, he/she may use this facility under ‘View’menu.

How to use the functionality:

G-OLTAS Transfer Voucher view

2.10 INTIMATIONS
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o

• TAN • Communication Reference

• Name of Deductor as per TAN Master • Mode of Communication

• Address of deductor • Email ID of Deductor (TRACES)

• Financial Year/Quarter • Copy of Intimations

• Form Type • Delivery status of Email

o

Commissioner of Income Tax, Addl. Commissioner of Income Tax and Assessing Officer

under whose charge the TAN has been mapped in the system.

o

This facility can be used to view copy of the intimations as well as to confirm the delivery

status of such intimation. The AO can view email address of deductor, registered with

TRACES and that filed in the statement. AO can also take a print out of the copy of intimation

sent to the deductor which he/she may need in prosecution cases.

o

• Select Intimation option from View tab in Main menu

• Use any of the search criteria. In the output table, details of intimations sent to the

deductor will be displayed.

• Copy of Intimation can be viewed by clicking on the ‘View’ hyperlink.

What can be viewed :

Who can view:

Relevance of the functionality:

How to use the functionality:

2.11 CONSOLIDATED DEMAND
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In CPC-TDS system, there are four types of demand:

i. CPC processed demand.

ii. Demand uploaded by FieldAO.

iii. Demand Raised by FieldAO (Penalty, Order u/s 201, etc.) using TRACES portal.

iv. Demand generated in ITD system before the CPC-TDS came into existence.

o

• All four types of demand Financial Year wise as per input values

• Gross Demand

o

Commissioner of Income Tax,Addl. Commissioner of Income Tax, andAssessing Officer can

view the demand for a particular TAN under their jurisdiction.

o

This functionality enables AO to view total of all the demand for a TAN for specific Financial

Year as well as across the years, at one place.

o

• Select ‘Consolidated Demand’ option from ‘View’ menu;

• Search page for ‘Consolidated Demand’ will be displayed.

• Enter following details and click on ‘Search’:

i. TAN (mandatory)

ii. Financial Year (optional)

• Output table displays four types of demand (as indicated above) against a TAN for each

financial year. In case the user wants to see demand across the years, he/ she may

enter only TAN in the search criteria.

• On clicking ‘CPC Processed Demand’ or ‘ITD System Demand’, the user will be

redirected to ‘Default Summary’ screen with pre-filled TAN and FY wherein details of

demand can be viewed.

• On Clicking ‘Demands Uploaded by Field AO’ or ‘CPC Generated Demand’, the

user will be redirected to a new screen named as ‘Demand Detail’ where details of

demand can be viewed.

What can be viewed:

Who can view:

Relevance of the functionality:

How to use the functionality:
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3. CORRECTION

3.1 VIEWAND CORRECTION OF CHALLANS

3.1.1 VIEW CHALLAN DETAILS

Tax Deducted/collected at Source is paid by the deductors/collectors through challans, under

minor head 200 or 400 (in case of payment against demand). The data, reported by banks

through OLTAS, is matched with the data reported by the deductor in the TDS statements. The 

CPC-TDS facilitates credit of challans across financial years (+/- 1 year), sections, quarters and

form types. Therefore, the assessing officer may like to ascertain the current status of utilization of

challan including the amount consumed therein.

Though more than 85% of the tax payment is now being made through e-mode, at times, in the

case of manual (paper) challans due to data entry errors on part of the bank or the deductor,

various fields viz. TAN, minor head, Asstt. Year, Financial year, etc may require to be changed. In

the case of online payments, the TDS officers have been given rights to make changes in challan

with minor head 200 or 400. To facilitate verification and to enable assessing officer(s) to ascertain

facts and data, theAO portal of CPC -TDS provides view and correction facilities for such challans.

o

Users can view following challan details:

• TAN as reported by the bank;

What can be viewed:
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Bifurcation of Total Tax Deposited, i.e. Base Tax, Surcharge, Education Cess, Interest,

Others & Penalty;

• Challan amount,

• Consumption status and

• Available balance.

o

Commissioners of Income Tax,Addl./Joint Commissioners of Income Tax and theAssessing

Officers in whose jurisdiction TAN mentioned in the challan has been mapped in the

system. However, using search option 2 (discussed below), a challan belonging to any TAN,

regardless of the jurisdiction, can be viewed.

o

The functionality is helpful especially, when deductor approaches the officer for correction of

challan or to understand the justification for short payment default due to insufficient

balance or in other cases where deductor claims that though challan has been deposited but

the same has not been given credit while processing the TDS/TCS statement. The officer

can also ascertain whether a particular challan has been consumed while processing the

relevant statement.

o

The functionality can be used as per the flow mentioned below:-

• Select “OLTAS Challan Details” option from ‘View’ menu

• Choose one of the two options:-

Search Option 1 (in order to view challan for a particular TAN):

Enter following details and click on Search:

TAN

Financial Year

Date Range (date is taken based on the deposit date as mentioned in

the Challan Identification Number (CIN)

Search Option 2 (in order to view a particular Challan):

Enter following details and click on Search:

BSR Code

Date of Deposit

Challan Serial Number

•

Who can view:

Relevance of the functionality:

How to use the functionality:

�

�

�

�

�

�
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o

The e-tutorial on challan view and status gives step by step guidance to the users about the

functionality. Comprehensive FAQs are also available on the subject. (Please refer to

Chapter-IV of this manual). The updated e-tutorials and FAQs are also available on the AO

portal.

o

Challans can be corrected through banks as well as through the jurisdictional Assessing

Officer.

The table below indicates:

• Fields that can be corrected in a challan;

• Relevant authority who can correct the challan; &

• Time slots available to different agencies/authority for correction:

E-tutorial & FAQs on challan view :

What can be corrected & by whom:

3.1.2 CHALLAN CORRECTION
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Sr.No. Challan Field Period for Correction Request (in days)

Through Bank ThroughAssessing Officer

1 PAN / TAN Within 7 days from challan After 7 days from challan deposit

deposit date date

2 Assessment Within 7 days from challan After 7 days from challan deposit

Year deposit date date

3 Major Head Within 3 months from challan After 3 months from challan

deposit date deposit date

4 Minor Head Within 3 months form challan After 3 months from challan

deposit date deposit date

5 Nature of Within 3 months from challan After 3 months from challan

Payment deposit date deposit date

6 TotalAmount Within 7 days from challan ———Not applicable———

deposit date

Note: Correction mechanism through banks is applicable only for physical / manual challans. For

challan through online mode (internet challan), the above challan fields other than ‘total amount’

can be corrected only by the JurisdictionalAssessing Officer.

o

The data reported through OLTAS is matched with the data reported by the deductor in the

TDS statements. The CPC-TDS facilitates credit of challans across financial years (+/- 1

year), sections, quarters and form types. The challan correction is allowed for the following

reasons:

• Incorrect TAN, AY etc. can lead to Short Payment defaults in processing of TDS

statements. Correction of TAN and/or other particulars automatically triggers re-

processing of TDS/TCS statements where the said challan has been claimed.

Therefore, such correction in challan automatically reduces short payment defaults

in the statements where such challan has been quoted by that TAN.

• Due to incorrect PAN in a challan, relevant entries will not be visible in Form 26AS. 

Further the relevant PAN will not be given credit of taxes paid. Therefore, change of an

incorrect TAN to correct PAN is permitted. Once correction is done, the 26AS of the

relevant PAN shall be updated with the said challan. Further, the relevant PAN shall be

entitled to the credit of taxes;

Note: Corrections in the challans can be made only ONCE.

Relevance of the functionality:
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o

There are five types of OLTAS challan correction:

Type 1: Changes in:

a. Valid TAN 1; or

b. Structurally valid TAN (but not found in TAN master) to valid TAN 2.

If a deductor, while depositing a challan has wrongly mentioned his TAN as TAN1 instead of

his actual TAN, which is TAN2, he can approach his jurisdictional TDS AO i.e. AO for TAN2,

say AO2. The AO2 can raise a ticket using this functionality and same will be sent for

approval/rejection to AO for TAN1, sayAO1.AO1 can approve/reject the tickets from Inbox

available under Tickets menu of theAO portal.

If there is no AO mapped to TAN1 or same AO has jurisdiction on both the TANs,

then CPC-TDS AO will approve/reject the ticket. This has been done to ensure that

in the case of change of TAN, at least two officers examine & decide the request.

Type 2: Changes in:

a. Valid PAN to valid TAN2; or

b. Structurally valid PAN (but not found in PAN master) to valid TAN2; or

c. Suspense (neither TAN nor PAN in terms of structure also) to valid TAN2

If a deductor while depositing a challan, has wrongly mentioned some PAN or some

structurally valid PAN (but not found in PAN Master) or some value (which is neither PAN nor

TAN in structure) instead of his TAN, he can approach his jurisdictional TDS AO i.e. AO for

TAN, say AO_T. The AO_T can raise a ticket using this functionality and same will be sent for

approval/rejection to CPC-TDS AO. CPC-TDS AO can approve/reject the ticket from his

Inbox, available under Tickets menu of the AO portal. Once CPC-TDS AO approves the

ticket, the same will be sent to CPC ITR for further approval/rejection. Once CPC-ITR

approves the change, the change will be committed to the database.

Type 3: Changes in:

Valid TAN to Valid PAN

This type of ticket can be created by PAN AO using ITD system. The same is sent for

approval/rejection to TAN AO on the AO portal of CPC-TDS. Again if there is no AO

mapped to TAN, the ticket will be sent to CPC-TDSAO for approval/rejection.

Types of Challan correction:

�
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Type 4: Changes in:

Valid PAN to Valid PAN

The functionality is outside TDS-CPC’s purview. The correction can be done by PAN

AOs using ITD system. However, once the correction in PAN is done, 26AS of the new

PAN shall be updated with challan details.

Type 5: Changes in:

Major head, Minor Head, Section code and assessment year changes.

TheAO of TAN, existing in OLTAS challan, can raise this ticket. The change will be committed

to database by end of the next day.

NOTE:

1. TDS AO must raise/approve/reject the ticket after due verification and satisfaction as 

CPCAO is responsible for data consistency only.

2. As far as processing in CPC-TDS is concerned, there is no need to correct AY (if the

correction is in the range of +/- 1 Year), Section Code, Major Head or Minor Head e.g. if

a challan belongs to AY 2014-15 i.e. FY 2013-14, it can be claimed in any statement of

FY 2012-13, 2013-14, and 2014-15.

o

With a view to ensure that requisite documents evidencing genuineness of the claim of

deductors are readily available for future verification/audit, the CPC-TDS facilitates upload of

any or combination of documents viz:

• Deductor’s application,

• Copy of the Challan,

• Bank’s letter in case of bank’s mistake,

• Indemnity bond from the TAN holder who is requesting the credit,

• NOC from the TAN holder of TAN existing in challan or any other relevant

documents.

• Any other document that the officers may deem fit.

The facility is intended to assist the officers in safe record keeping and is, therefore, a part of

the Record Management System of the CPC-TDS. Also the documents are available for

perusal of the officer approving/rejecting the ticket.

Important points:

• Details of OLTAS challan can be corrected only if it is unclaimed.

Requirement of uploading documents while requesting corrections through CPC-

TDS (Types 1 to 3 & 5)
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User cannot select 800 as minor code for a challan. Similarly challans with minor head

800 cannot be corrected.

• When user enters new TAN, the system will verify whether TAN is available in TAN

Master or not. If it is available then user will be allowed to enter the TAN.

• Name as per Challan is fetched from OLTAS Database.

• There can be only one request in pending state at a time for a challan. If there is any 

request for a challan in ‘pending’ state, the system will not allow creating another ticket

for the same CIN.

• If there is a challan on which challan correction request was raised earlier and it was

rejected due to any reason, then user can raise another correction ticket for the same

CIN.

• If for any challan, refund request (status as open) exists in system, then system will not

allow user to raise OLTAS challan correction request on same challan. If user enters

such kind of challan on which refund request is already raised, then this challan will not

be shown in output table and system will show error message “There is a refund

request existing against this challan. So user is not allowed to raise any OLTAS challan

correction request on this challan”.

• For type-5 correction in any challan, section code for a given value (Say 192) cannot be

changed to Null.

o

TRACES Flow for Ticket Creation*:

• The functionality is available under Correction menu as ‘OLTAS Challan

Correction’

• TDS AO searches for CIN using search criterion. If the challan is unclaimed, it is

displayed in the ‘OLTAS Challan details’ table.

• TDS AO fills in all the relevant fields, uploads the file, selects agent ID from the

drop down, selects the mandatory check boxes.

On submission, ticket is created and routed to relevantAO’s Inbox for approval/rejection.

TRACES Flow for TicketApproval*:

• AO opens his Inbox available under Tickets menu

• He/she clicks on Ticket number to open the ticket.

• After due verification and satisfaction, the AO can select mandatory check boxes

and approve/reject the ticket as the case may be.

•

How to use the functionality for different types of correction throughAO portal:
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After approval, changes will be committed to database within a day.

• AOs may view the status of ticket using option. (Refer Sec. 1 of this

chapter)

* E-tutorial & FAQs on challan correction:

The e-tutorial on challan correction gives step by step guidance to the users about the

functionality. Comprehensive FAQs are also available on the subject. Please refer to

Chapter-IV of this manual. The updated e-tutorials and FAQs are also available on the AO

portal.

After payment of TDS to government through a challan/transfer voucher, deductor files a quarterly

TDS statement. In the statement, deductor mentions the challan details, i.e. BSR Code, Date of

deposit, Challan Serial Number, Amount, etc. CPC-TDS, while processing these statements,

matches these details with the challans available in OLTAS database. In case, if no such challan is

found in the OLTAS database, challan is said to be mismatched and the system raises a default of

Short Payment (SP) due to challan mismatch (CM).

To facilitate assessing officers the view of unmatched challans in the statements filed by TANs

under their charge and to enable them to match these challans with any of the unconsumed

•

Ticket search

3.2 FORCED MATCHING OF CHALLAN
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challans available in OLTAS database under the ownership of same TAN for the relevant period,

theAO Portal provides the functionality of Force Matching of challan.

Presently statements for FY 2010-11 & 2011-12 are available for Force Matching with

relevant challans.

o

Users can view those CD (challan detail) rows from challan details of the statement, which

stand unmatched while processing.

o

TheAssessing Officer can view these details for TANs under his jurisdiction.

o

User can view ‘unconsumed’ challans/Transfer Vouchers from OLTAS/G-OLTAS

database for a particular TAN and instruct the system to force match it with one or more of the

unmatched challans from the statement. However, the total of the amount shown in

statement for the challans should be equal to or less than the ‘available balance’ in the said

challan.

‘Unmatched challan’ -challan quoted in the TDS statement

‘Unconsumed challan’– challan as per OLTAS.

o

TheAssessing Officer can force match the challans for TANs under his jurisdiction.

o

When there is a default of Short Payment due to challan mismatch and challans/transfer

vouchers of same or higher value are available in the OLTAS/G-OLTAS database and the

deductor is reluctant to file the Correction Statement, the AO can use this functionality to

close the default.

Important:

• When User does force matching of available challan / transfer voucher with unmatched

challan / transfer voucher of statement, then by default system take same section

code as was mentioned in challan / transfer voucher from Statement.

• Please note that Force Matching gives credit of payment in the Statement without

changing the Challan details mentioned in the statement. Hence, the same should be

�

What can be viewed:

Who can view:

What action can be taken:

�

Who can take the action:

Relevance of the Functionality:
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done only on deductor’s request in writing and the application is to be uploaded on the

portal while raising the request.

Only those challans / transfer voucher from OLTAS / G-OLTAS will be shown in

output table that have ‘available balance’ either equal to or greater than the total

amount of the challan as per statement (total tax deposited + interest + others

+Levy). While Force matching the challan, these values are visible below the

table on the screen titled ‘Edit Unmatched Challan Details’.

Only those Transfer vouchers from G-OLTAS will be displayed whose financial

year and quarter is same as those of the Statement for which ‘unmatched challan’

is selected.

o

• Search unmatched challan from statement

Search criteria 1 : TAN, Financial Year, Quarter and Form type

Search criteria 2 : LatestAccepted Token Number

All unmatched challans from Statement are shown in the output table.

• Search and Match relevant OLTAS challan

i. Click on ‘Select’ hyperlink.

ii. Apop up is shown with all the data of statement challan.

iii. Click on ‘Force Match Challan’ button. All challans and book entry transfer

vouchers with their available balance from OLTAS / G-OLTAS database will be

shown in a separate pop up table.

iv. Select single challan / transfer voucher from OLTAS / G-OLTAS and then click on

‘Tag Selected Challan’. (If user clicks on ‘Cancel’ button, user will be re-directed

to the main screen.)

v. The row on which user has done force matching, will be highlighted.

vi. Select another row and repeat force matching steps. (If the user selects row(s)

and clicks on ‘Reset Unmatched Challan Details’; then Force matched data will

be reset).

vii. Click on ‘Detail’ hyperlink under Force Matched Challan; a new pop up will be

shown which will display challan / transfer voucher data from statement and

OLTAS / G-OLTAS.

viii. Attach a document that Deductor has submitted to the TDS-AO.

ix. Select row(s) and click on ‘Submit for Force Matching’ button.

�

How to use the Facility:

�

�
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x. On submission, ‘Summary of Force Matched Challan’ pop up will be shown

with ‘Confirm’and ‘Cancel’ button.

xi. Once user clicks on ‘Confirm’ button, ticket is created and the same remains

available in Generated Tickets under Tickets menu.

o

• After submission, ticket is pushed to backend for reprocessing of the statement.

• Once re-processing is completed, end result (Force Match applied successfully /

Rejected <<with reason of rejection>>) of this action will be displayed.

There are broadly three plat forms and/or sources of creation of demand:-

A. System Generated Demand: These are demand raised as a result of processing of TDS

statements u/s 200A & u/s 154 of IT Act, 1961. Prior to the setting up of CPC-TDS in F.Y.

2012-13, processing of TDS statements was being done through ITD developed software. 

Therefore, demand in this category can be divided into two:

A1: Demand raised in system prior to 18/10/2012: This demand has been raised by ITD

software when intimations were dispatched physically by the TDS assessing officers.

Processing through ITD software has been done for:

i) All original statement pertaining to F.Y 2011-12 & before that were filed upto

18/10/2012.

ii) All correction statements relating to F.Y 2011-12 & before that were filed upto

18/10/2012.

A2: Demand raised by CPC-TDS after 18/10/2012: Following statements are being

processed by the CPC-TDS:

i) All original statements filed for F.Y 2012-13 & onwards.

ii) All correction statements filed on & after 18/10/2012. This includes even those

statements that were processed earlier by ITD software but have been

subsequently processed by CPC-TDS on account of a correction statement

having been filed.

B. Demand raised by Field officers in System: These are demand raised by fields officers

(for Penalty or u/s 201 as a result of Survey, etc.) using TRACES AO Portal. This can be

done by using Generate Penalty Order & Order u/s 201, Prosecution & Compounding

functionalities being provided onAO Portal. These are explained in later sections.

After Ticket Creation

4. MANUAL DEMAND MANAGEMENT
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C. Manual Demands (out of the System): These are demand raised by field officers as a

result of survey, etc. The only difference between this type and that mentioned as Type B

above is that here AO passes a manual order. Hence, the demand does not get stored in the

database automatically.

Importance of uploading of Manual Demand:

As per prevalent practice,AOs record Type C demand in their D & CR registers & start follow

up for collection. As soon as the collection is received and a counterfoil of challan presented

before the Assessing Officer, the AO records the same in the register and treats the demand

as ‘collected’. However, in this practice, challans stay “Unclaimed” in OLTAS database

i.e. they are available for matching & consumption against any TDS statements or any other

demand which is outstanding as per the System. THIS MAY LEAD TO REVENUE LOSS or

FRAUDS by virtue of double claim. Hence, it is very crucial to upload the manual demand 

(including squared up demand) and so that the balance of these challans is reduced by an

appropriate amount.

Facility through CPC-TDS:

To address the gaps & to eliminate possibilities, as above, CPC-TDS has introduced

following functionalities that are available in two parts:-

o Upload Demand facility. (Section 4.1)

o Tag /Replace Challan. (Section 4.2)

This functionality should be used to upload ‘manual’ demand (type ‘C’ above) into the System. The

same can be done by using two options:

a. ‘Bulk upload’of demand

b. Add/ Modify demand

o

All manual demand, raised by the TDS officers against the deductor(s), whether collected or

not, are to be uploaded on the AO Portal of the CPC-TDS. The TDS officers are advised to

ensure that due care is exercised to upload the amount of demand that remains after

giving appeal effect or rectification u/s 154, etc as on the date of upload of the demand.

The collection, if any, is to be accounted for by the tag challan functionality, available on 

the A.O. Portal. By tagging a challan, demand to the extent of tagged challan is reduced.

Similarly, ‘available balance’ in the said challan also stands reduced.

4.1 UPLOAD DEMAND

What type of Demand is to be uploaded:
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o

AO, under whose jurisdiction the TAN has been mapped in the System, can upload the

demand.

o

The functionality must be used in order to record the demand in System. This exercise will

finally help in getting rid of the manual Demand & Collection Registers. Further, this shall

enable giving credit of collection against demand on the System. The challans will be freezed

and thereby prevented from being used elsewhere.

The functionality is used to upload a number of demand rows in single file in one go.

o

To upload the demand in bulk

• Step 1 - Select ‘Bulk Upload’ sub-menu from ‘Upload Demand’ tab in main

menu.

• Step 2- Download the template available in excel format and fill in the required

information.

• Step 3– Browse the template, to be uploaded, and click ‘Upload’

• Step 4 - History of the file uploaded is displayed at the bottom of the screen.

Who can upload the demand:

Relevance of the functionality:

How to use the functionality:

4.1 A. BULK UPLOAD
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Please refer to the examples below and ‘read me’ sheet of the template before filling in the

excel sheet.

I. Gross Demand: Demand originally raised by the TDS officer.

II. ‘Net Demand’: Demand after giving appeal effect or rectification against the

‘Gross demand’ raised but before allowing any credit for any payment.

III. A challan, received against demand, is to be tagged using Tag/Replace Challan

Functionality.

Upload Demand Scenarios and Examples:-

Scenario 1:

The demand originally raised = Rs.10,00,000/-;

Reduction in appeal (before date of upload) = Rs.2,00,000/-;

Reduction by Rectification (before date of upload) = Rs.1,00,000/-

Collection (before date of upload) = Rs.3,00,000/-

Demand to be uploaded:

a) Gross Demand = Demand originally raised (Rs.10,00,000/-).

b) Net Demand = Demand originally raised (Rs.10,00,000/-) – [Reduction in

appeal= (Rs.2,00,000/-) + Reduction by Rectification= (Rs.1,00,000/-)] =

Rs.7,00,000/-.

Thereafter ‘tag’ challan of Rs.3,00,000/- against the demand. The System will automatically

‘reduce’ the total demand by Rs.3,00,000/-.

Scenario 2:

The demand originally raised = Rs.6,00,000/-;

Collection (before date of upload) = Rs.2,00,000/-;

Collection (after date of upload) = Rs.1,00,000/-

Reduction in appeal/ Rectification = 0

Demand to be uploaded:

a) Gross Demand = Demand originally raised (Rs.6,00,000/-).

b) Net Demand = Demand originally raised (Rs.6,00,000/-) –

[Reduction in appeal (Nil) + Reduction by

Rectification (Nil)]= Rs.6,00,000/-.

Thereafter ‘tag’ challan of Rs.2,00,000/- against the demand. The System will automatically

‘reduce’ the total demand by Rs.2,00,000/-.

c) When challan for Rs.1,00,000/- is received, subsequent to date of upload,

this challan can be tagged to further reduce the ‘net demand’.

�
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Scenario 3:

The demand originally raised = Rs.6,00,000/-;

Interest u/s 220(2) at the time of uploading = Rs.10,000/-

Collection = Rs.2,00,000/-;

Reduction in appeal/ Rectification = 0

Demand to be uploaded:

a) Gross Demand = Demand originally raised (Rs 6,00,000/-).

b) Interest u/s 220(2) = Rs.10,000/- [Note: This can be updated at any

time also while tagging the challan].

c) Net Demand = Rs.6,00,000/- [Note: In column displaying Total

Demand Rs.6,10,000 will be auto updated]

Thereafter ‘tag’ challan of Rs.2,00,000/- against the demand. The System will automatically

‘reduce’ total demand by Rs.2,00,000/-.

Add Demand: Using this functionality, demand is uploaded row by row instead of a complete

excel file.

Modify Demand: Demand may need to be modified after uploading, either due to error while

uploading or change in demand due to appeal order, etc.

Delete Demand: An already uploaded demand may be deleted using this facility. The need of

deleting the demand may be due to data entry error. Even demands tagged with a challan can be

deleted.

4.1 B. ADD/ MODIFY DEMAND
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o

The ‘Add Demand’ facility is relevant for AO when he/she wants to add a single demand

entry. The basic intent to provide ‘Bulk Upload’ and ‘Add demand’ separately is that Bulk

upload may be used to upload all the demand from registers in one instance whereas latter

may be used in routine course so that demand may be uploaded as soon as it is raised by the

AO.

The ‘Modify’ and ‘Delete’ demand facilities may be used when demand has been wrongly

uploaded or there is some change in demand due to appeal order, etc. It is suggested thatAO

should henceforth raise demand through theA.O. Portal itself by using:

• 201 functionality;

• Penalty functionality; &

• Prosecution & Compounding functionality.

In such cases, there shall be no need to separately upload any demand.

o

The above facilities can be used as per the following flow:-

Add/modify/delete a record

• Step 1 – Select ‘Add/Modify’ option from ‘Manual Demand Management’ menu.

• Step 2 –Add/Modify the demand as follows:

Add a demand

– Select ‘Add Demand’ radio button and enter the required details and click

on Add Demand button

Modify an already uploaded Demand

– Select Modify Demand radio button.

– Search for required demand details to be edited, using search criterion

– Select the row, modify the required details and click on Modify button

Delete an already uploaded Demand

– Select Delete Demand radio button

– Search for demand to be deleted

– Select the row and click on Delete button

User can view last 10 deleted records and also recall them using the link given

on Delete Demand screen.

Relevance of the functionality:

How to use the functionality:

�

�

�

�
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4.2 TAG/REPLACEACHALLAN

After the manual demand has been uploaded to the CPC-TDS database, TDSAOs must tag all the

challans that have been received as collection against the said demand. The same may be done

using this functionality. However, a challan can be tagged only after 24 hours of last

modification of that demand.

Challans can be tagged with the manual demand that has been uploaded by AO and that 

has been raised byAO using other functionalities i.e. Penalty, Order u/s 201 and Prosecution

(Refer sec. 8) provided on TRACES portal.

o

The unconsumed challan(s) pertaining to the TAN against whom the demand is outstanding

can be tagged. These challans should have non-zero ‘available’ balance. The list of all

such challans is displayed on the relevant screen. User has to select the relevant challan to

be tagged.

o

AO, under whose jurisdiction TAN has been mapped in the System, can tag a challan against

the demand.

�

Which challans can be tagged:

Who can Tag the challan:
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o

The functionality is useful for AO to prevent possibility of revenue loss due to dual

consumption of same challan (once in System and once in manual registers).Also, it enables

AOs to record the demand and collection online rather than on manual registers. This

functionality therefore, helps in discounting with manual demand & collection registers.

Upload the document/file to tag challans: CPC-TDS promotes e-office concept in TDS

administration of the department. Therefore, this functionality facilitates maintenance of

record of any document, (produced by deductor evidencing such payment viz. challan,

indemnity bond, request letter, etc.) and enables easy access & retrieval for future audit. The

AO can, therefore, upload copy of challan or other document or self-certification (in absence

of document) at the time of tagging of challan.

o

• Search demand and modify, if required

• Select ‘Tag/ Replace challan’ under Manual Demand Management menu.

• Search the required demand using available search criterion.

•· Upload the file (document) received from deductor in allowed formats (.pdf, .xlsx,

.docx, .txt, .jpg) only.

• Select the demand row with which challan is to be tagged.

• Apop up screen is shown that will ask if user wants to update interest 220(2) or not.

• On clicking ‘Yes’, user is redirected to ‘Modify Demand’ screen with only that demand in

output table.

• Modify the relevant details.

• Click on ‘Modify’button. The user is redirected to main ‘Tag / Replace Challan’ screen

where user gets message that he/ she can tag a challan after 24 hours for this demand.

Therefore, challan can be tagged after 24 hours of last modification of a demand.

• Tag Challan

I. On clicking ‘No’, a new screen opens where selected demand is shown along with

two search criteria.

II. Search the challan using any of the criteria.

III. Click on ‘Add’ for the challan to be tagged.

IV. Select challan(s) and also enter amount to be consumed from that challan(s).

V. Select mandatory check box.

VI. Click on ‘Create Request’ button.

Relevance of the functionality:

How to use the Functionality:



90

VII. A new pop up screen is shown that shows selected demand and challan(s) that 

will be tagged with this demand through this request.

VIII. On clicking ‘Yes’ on this pop up, a ticket will be created for challan tagging with 

category named as ‘Tag Challan’.

o

• The Ticket will go to ‘Generate Ticket List’ of Field AO who has raised this ticket. The

user can only view this ticket and can’t take any action on it.

• Ticket will be with CPC-TDS and once processing team tags the challan(s) with the

demand, ticket gets closed and subsequently demand &challan balance are reduced.

• User can use ‘OLTAS challan details’ under ‘View’ menu to verify challan balance

and ‘Consolidated Demand’ under ‘View’ menu to verify demand details.

View hyperlink can be used to view all the challan(s) that are already tagged with

a demand or their tagging request is ‘under progress’.

Replace Challan:

At times, a wrong challan may be tagged against a particular default. The deductor may,

therefore, point out such discrepancy. There may, therefore, arise a need for replacing the 

said challan with another challan. However, while replacing the challan, system validates the

following:

i) The new challan ought to belong to same TAN;

ii) The ‘available’ balance in the new challan should be ‘equal to’ or ‘greater than’ the

consumed amount of the earlier challan in respect of that demand.

o

• Upload the file (document), received from deductor in allowed formats (.pdf, .xlsx,

.docx, .txt, .jpg) only.

• Select the demand row for which challan is to be replaced and click on ‘Replace

Challan’.

• A pop up screen is shown that will ask if user wants to update interest due to section 

220(2) or not.

• Click on ‘Yes’. The user is redirected to ‘Modify Demand’ screen with only that demand

in output table or on clicking of ‘No’, a new screen opens where selected demand is

shown along with two search criteria.

• Select the challan that needs to be tagged in place of already tagged challan and click

on ‘Replace Challan’.

Processing of Ticket (generated as per step# viii above)

�

How to use the Functionality:
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Ticket will go to ‘Generate Ticket List’ of Field AO who has raised this ticket. The

user can only view this ticket and can’t take any action on it.

Ticket will be with CPC-TDS and once processing team tags the challan(s) with

the demand, ticket gets closed and subsequently demand & challan balance are

reduced.

User can use ‘OLTAS challan details’ under ‘View’ menu to verify challan

balance and ‘Consolidated Demand’under ‘View’ menu to verify demand details.

CPC-TDS has introduced the concept of tax accounting based on the principles of ‘Double

accounting’. The objective ofAccounting in the CPC-TDS is to map the transaction between

(i) ‘Deductor and ITD’; &

(ii) ‘Deductor and Deductee’.

Field Assessing Officer can view Ledger reports, Trial balance for the TANs which come under

AO’s jurisdiction etc. through ‘Accounting’ menu on ‘AO Portal’. The CPC-TDS also provides

journal entries (in double entry format) for these financial transactions.

a. OLTAS receipt; &

b. Statement processing

The ‘OLTAS Receipts Accounting’ is based on the tax payments that are reported by the banks.

‘TDS Statement Accounting’ is based on output of processing of such statements. The

processing of TDS statements results in transferring TDS credits to respective deductee PANs (in

Form 26AS) and identification /payments of defaults.

Entries are passed in accounting ledgers based on tax payments, reported by the banks, through

OLTAS.TAN account is credited when TDS amount is received from TDS deductor and the

bank account is debited. In case of non-TDS payments, the PAN account is credited and the

bank account is debited. In case of invalid TAN/PAN, the suspense account is credited and the

bank account is debited.

The table below reflects relevant accounting entry at the stage of receiving TDS challans by CPC-

TDS from the banks in OLTAS in the case of TDS payments:

�

�

�

5. ACCOUNTING

TheAccounting in CPC-TDS is based on:

OLTAS ReceiptsAccounting



92

When Original OLTAS Challan feed comes in - with Valid TAN

Particulars Amount (Dr.) Amount (Cr.)

Bank A/c 1000

To TDS - TAN A/c 1000

(Being the amount of TDS receipt)

Entries are populated with Major Head, Minor Head, Bank, Bank Branch, PAN, TAN, Name of

deductor,Amount of payment,Assessment Year, Financial Year, Suspense entries.

On processing TDS statements the relevant PAN, based on the transaction reported in the

TDS/TCS Statement, is credited to the extent of ‘tax deducted’ (as reported in such statement). It

may be noted that the apportioned amount from ‘TAN account’ to ‘PAN Account’ is for valid PAN

transactions and ‘unidentified account’ for invalid/null PAN transactions respectively.

The ledger accounts below reflect the relevant accounting entries illustrating the transactions:

1. If CIN mentioned in statement matches with OLTAS details and the amount against the

same is available for consumption- Credit given to PAN

Particulars Amount (Dr.) Amount (Cr.)

TDS – TANA/c 1000

To PANA/c 1000

(Being credit given to PAN )

2. If CIN mentioned in statement mismatches with OLTAS details or CIN mentioned in

statement is not available in database - Short Payment Demand is raised for whole amount

of TDS.

Particulars Amount (Dr.) Amount (Cr.)

TDS – TANA/c 1000

To Short Payment TANA/c 1000

(Being the Short Payment Demand raised for

whole amount of TDS)

TDS Statement ProcessAccounting
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3. If CIN mentioned in statement matches with OLTAS details- Amount deducted and

deposited is Rs.1000 but OLTAS balance available for consumption is Rs.600- Demand is 

raised for Short Payment of Rs.400

Particulars Amount (Dr.) Amount (Cr.)

TDS – TANA/c 1000

To PANA/c 600

To Short Payment TANA/c 400

(Being credit given to PAN to the extent of OLTAS

Balance available for consumption and demand raised

for Short Payment for the balance amount)

4. If CIN mentioned in statement matches with OLTAS details and there is late filing of TDS

Statement- Demand is raised for late filing fee u/s 234E.

Particulars Amount (Dr.) Amount (Cr.)

TDS – TANA/c 1100

To PANA/c 1000

To Late Filing Fee TANA/c 100

(Being the amount of TDS receipts credited to valid PAN

and demand raised for late filing of TDS statement )

5. If default amount like Late filing Fee is received by CPC-TDS from the banks in OLTAS.

Particulars Amount (Dr.) Amount (Cr.)

BankA/c 100

To TDS - TANA/c 100

(Being the amount of late filing fee received)

6. If CIN mentioned in correction statement (Tagging the above challan) matches with OLTAS

details and the balance against the same is available for consumption of late filing Fee.

Particulars Amount (Dr.) Amount (Cr.)

Late filing Fee TANA/c 100

To Late filing Fee IncomeA/c 100

(Being the amount of late filing fee received)



94

This functionality provides view of the following sub-menu:

a. Legacy ledger report

b. Summarised ledger report

c. Accounting ledger Details

d. Trial Balance

e. Collection & consumption

f. Net demand position

g. Gross default variance

a. Legacy Ledger Report:

TheAssessing Officer can view following details for a particular TAN and Financial Year (prior

to the financial year 2012-13):

• Detailed Legacy Ledger Report for TAN

• Net Demand for TAN

• Balance Transfer to Other Financial Year for TAN



Detailed Legacy Ledger Report : This screen shows demand/collection for Statement.

Legacy Ledger Report (Prior to F.Y. 2012-2013): This report shows the Net position/Net 

available balance of a TAN for the Financial Year. This Report shows receipt, transfer, net

receipt, refund, Net available Balance and defaults like short payment, short deduction, late

deduction and Interest u/s 220 (2). User can view detailed Legacy Report and Balance

Transfer to other Financial Year by clicking respective hyperlink.

95
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b. Summarized Ledger Report:

The TDS Assessing Officer can view summary of the following ledger accounts for a

particular TAN or PAN and Financial year:

• BankAccount

• TANAccount

• TAN-PANAccount

• DefaultAccount

• ITD Income Account (indicates collection against demand including interest, penalty

etc.)
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c. Accounting Ledger Details:

TheAssessing Officer can view entries for a particular TAN or PAN, Financial year and any of

the below selected ledger accounts:

• BankA/c • Late payment IncomeA/c*

• Late deduction IncomeA/c* • Levy IncomeA/c*

• Penalty incomeA/c* • Interest 220 IncomeA/c*

• TAN Short Payment PrincipalA/c* • TAN Short Payment InterestA/c*

• TAN Late deduction InterestA/c* • Interest 220 PrincipalA/c*

• TAN-Levy • TAN-Penalty

• TAN – Receipts • TAN-PANA/c

• Structurally valid TAN receiptsA/c • Government receiptsA/c

• TAN-MiscA/c • PAN-TANA/c

• PAN receipts

• All ‘Income’ accounts reflect that corresponding payments have been made by the

deductor and reported by filing correction statements. This implies collection of

demand.

• All ‘Principal’ accounts, as regards defaults, indicate the extent of default identified

while processing the TDS statements;

�
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• All ‘Interest’ accounts indicate the extent of interest charged under various heads

while processing TDS statements. However, such interest remains to be paid and / or

reported through filing of correction statements.

d. Trial Balance:

The Assessing Officer can view balances (debit or credit, whichever is applicable) of all the

above mentioned accounts for a particular TAN and Financial year.

e. Collection and Consumption Report:

This report gives details of Collection and Consumption w.r.t. a TAN for a selected Financial

Year. TheAssessing Officer can view:

• Date of transaction • CIN/BIN details

• Periodicity • Form type

• Token number • Name ofAccount

• Amount • Balance
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f. Net Demand Position:

This report gives details of demand under various heads for a TAN & for a Financial Year. The

Assessing Officer can view:

• Date of transaction • CIN/BIN details

• Periodicity • Form type

• Token number • Name ofAccount

• Amount • Balance
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6. TDS DEFAULTER REPORT (TDR)

To help the field officers in identifying cases that may involve substantial revenue including higher

possibility of revenue collection or demand reduction, TDS Defaulter Reports are being compiled

by the CPC-TDS. The concept finds mention in the Central Action Plan 2014. This functionality is

available to TDS officers through AO portal. Some of the parameters on which cases could be

selected are Short Payment, Short Deduction, Late Payment, and Late Deduction across all the

TDS charges in India.

o

• Number and details of open TDRs

• Reason for which the case has been captured as TDR

• Outstanding demand and default type details

• TAN Holder details

• Action taken and recorded by theAOs for a TDR till date

o

Commissioners of Income Tax, Additional Commissioners of Income Tax, and Assessing

Officers having jurisdiction over those TANs, whose TDR have been compiled.

o

• For AO: Based on the TDR, the AOs may take appropriate action like Survey, Penalty,

collection /reduction of demand, etc and submit Action Taken Report to the concerned

CIT through Range head.

• For Range Head: Range Head can review the action taken by AO on the TDRs and

either submit the same for approval of CIT or send it back to theAO for more work.

What can be viewed:

Who can View:

Relevance of Functionality:
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For Commissioner of Income Tax: CIT can review and approve the closure of TDR or

may send it back toAO with his/her directions.

TDR may only be closed with the approval of Commissioner of Income Tax.

o

• Field AO clicks on a TAN.:- A new screen will open that will show all TDRs against that

TAN.

• User clicks on a TDR Reference Number.:- Brief details pertaining to that TDR will be

shown with hyperlink.

• On clicking of hyperlink, details as on the date of generation of TDR and as on date,

both will be shown.

• FieldAO can see all the details pertaining to that TDR.

• Field AO can enter comments as regards action and send this TDR to Range officer for

approval.

• Range officer can view the TDRs coming from different Field AOs pertaining to his

jurisdiction.

• Range officer should click on a TDR Reference Number to view all details.

• Range officer can send back a TDR to Field AO for more work or can send the TDR to

CIT for closure.

• CIT can close the TDR by providing his/her comments or send back TDR to Range

officer for re-work.

• Once CIT closes a TDR, no action is required from any other user.

Assessing Officers in various CIT-TDS charge(s) are involved inspot verification, survey, filing

prosecution, passing order u/s 201, recovery, enforcement, etc. A ‘quality’ work done, in one

charge, if shared on common platform, shall benefit various TDS field formations across the

country. Besides prompting TDS offices in different charges, it shall lead to meaningful

discussions and help the officers to adopt a common approach on similar issues. For this, the

CPC-TDS has provided a portal wherein quality cases involving on-spot verification, survey,

prosecution, order u/s 201, recovery, enforcement, etc. can be uploaded by TDS field formations.

Such uploaded information is available to the TDS officers across the country irrespective of their

jurisdiction.

•

�

How to use the functionality:

7. QUALITY CASES &AWARENESS PROGRAMMES

7.1 QUALITY CASESAND RELEVANCE:
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7.1.1 CREATION OF QUALITY CASES

o

• User can ‘create’ a quality case for TANs falling under his/her jurisdiction. Quality cases

can also be reported for any deductor under his/her jurisdiction even if its TAN is not

available.

• User can also upload relevant order u/s 201 /Action Taken Report/ Appeal Order while

creating the case.

o

Commissioners of Income Tax, Additional Commissioners of Income Tax and Assessing

Officers posted in TDS charge can upload quality cases.

o

Using this functionality, Officers posted in field can share quality work done which shall, in 

turn, help other officers, as they can view such uploaded cases. This shall, therefore, act as a

force multiple as a ‘quality’ work done or as issue identified in one charge gets replicated in

other charges too.

What can be done:

Relevance of the functionality:

Who can create:
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o

• Select ‘ ’Quality Case from the menu ‘

• ‘Reporting of Quality Case - Create’ page will be displayed.

• Enter TAN (If TAN is not available, provide Name of the deductor), Financial Year, Years

Involved, Form Type and click on ‘Enter’button.

• System will check whether entered TAN comes under user’s jurisdiction or not. If TAN

doesn’t belong to user’s jurisdiction then system will give error message. System will

not check jurisdiction if user has entered Name of deductor instead of TAN.

• After clicking on ‘Enter’, TAN, Name of TAN, Financial year, Years Involved and Form

type will be displayed along with CIT jurisdiction.

• Enter relevant details on the screen with necessary comments.

• Attach order u/s 201 or / and appeal order and click on ‘Generate Quality Case’ On 

clicking ‘Generate Quality Case’, a ‘Unique Reference Number’ will be generated by

the system.

o

• User can view all the quality cases irrespective of deductor falling under his/her

jurisdiction.

• User can also add his/her comments while viewing a case.

• User can download files, uploaded at the time of creation of Quality Case.

How to use the functionality:

What can be Viewed:

Create Quality Cases’

7.1.2 VIEW OF QUALITY CASES:
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o

Commissioners of Income Tax, Additional Commissioners of Income Tax and Assessing

Officers, posted in, TDS charge.

o

• Select ‘View from the menu

• ‘Reporting of Quality Case – View’ page will be displayed

�Search Option 1:

Provide inputs for following fields

– Section Involved,

– Month and Year of Creation of Quality case,

– CIT-TDS,

– Revenue Realized,

– Revenue Involved,

– Action Triggered

and click on ‘Search’.

If user wants to view all the cases irrespective of any section, then section

involved is not to be entered.

Output will show ‘Total Number of Quality Cases’ without any jurisdiction

check

All the cases with provided sections involved will be displayed in the table, if

section involved is entered.

�Search Option 2:

Enter Reference Number of Quality Case and click ‘Search’

Output will display only one row with the details of the given reference

number with heading ‘For Reference Number’.

�Search Option 3:

Enter value in one field: Name of deductor or TAN &

click on ‘Search’

Output will show ‘Total Number of Quality Cases’ without any jurisdiction

check for that TAN and/or Deductor’s name.

All the cases with the provided TAN or Name of deductor will be displayed in

the table.

�Search Option 4:

Select either one value in ‘Status of the case’ or do not give any value and

click on ‘Search’

Who can View:

How to use the functionality:

Quality Case’ ‘Quality Cases’

�

�

�

�

�

�

�

�

�
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In case user has searched for cases with selected status, then output table

will show cases with the selected status.

If user has not provided any status, then output table will show all the cases

uploaded using this functionality across TDS charges. The output will show

cases sorted on basis of Status of the case.

In the last row of the table, total of revenue involved and revenue realized is shown for

all the searched cases.

Display of cases:

• Output table will show 10 cases per page.

• On clicking on Reference Number (Hyperlink), details of the respective cases will be

shown as listed inAttributes List (under ‘View Quality cases’ table)

• 20 Latest comments logged on by the field users will be displayed in the table with date

and user ID

• All the field users and CPC users have option to add any comment. After clicking on

‘Add’button, the comments get added in the comment table.

• User can go back to the previous screen by clicking on ‘Back’button.

�

�

�

7.2AWARENESS PROGRAM

7.2.1 CREATION OFAWARENESS PROGRAM
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o

User can ‘create’ ‘Awareness Program’ by uploading the details with documents- .ppt, etc.

that may have done prepared while conducting theAwareness Sessions/Training Programs.

o

Commissioners of Income Tax, Additional Commissioners of Income Tax, and Assessing

Officers posted in TDS charge.

o

The Central Action Plan for FY 2014-15 envisages conducting of awareness program

(workshops, Seminars, conferences, etc) on various issues by each CIT (TDS) for

Deductors. The platform facilitates sharing of power point presentation, handouts and other

material with the colleagues across the country. Therefore, the functionality helps TDS

officers in leveraging on efforts, made by other charges as regards awareness program. It 

also helps in standardizing awareness material across the country.

o

• Select ‘Create –Awareness Program’ from the menu ‘Quality Cases’

• ‘Reporting ofAwareness Program - Create’page will be displayed.

• Enter required details on the screen with necessary descriptions.

• Attach document/.ppt which was shared with the participants in the sessions and click

on ‘Submit’ button

• After clicking on ‘Submit’ button, details entered related to Awareness program will be

saved and a Unique Reference Number will be generated.

What can be done:

Who can create:

Relevance of the functionality:

How to use the functionality:
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7.2.2 VIEW OFAWARENESS PROGRAM

o

• User can view any uploaded by various Users in the System

irrespective of jurisdiction.

• User can download any uploaded file(s).

o

• Select ‘View –Awareness Program’ from the menu ‘Quality Cases’

• ‘Reporting ofAwareness Program – View’ page will be displayed.

• It is mandatory to enter value in at least one input field before clicking on ‘Search’

button.

• Output will show ‘Total Number of Awareness Program’ based on the input provided

by the user

• All the cases with the selected parameters will be displayed in the table

• On clicking on Reference Number (Hyperlink), details of the program will be shown as

listed in Attributes List (under the view Awareness program table) irrespective of the

jurisdiction.

What can be viewed:

How to use the functionality:

‘Awareness Program’
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8. ENFORCEMENT

8.1 PENALTY:

Salient features & process flow:

As per CPC-TDS scheme, while CPC-TDS is responsible for processing of TDS statements, filed

by the deductors, proposing and imposing of penalty on deductors is the domain of the TDS field

formation. In the light of above, CPC-TDS has provided functionality to Additional Commissioners

of Income Tax and Assessing Officers in the field for initiating & imposing penalty through AO

Portal of CPC-TDS.

o The functionality provides a list of probable cases where penalty can be imposed under

different sections.

o Thereafter, AO can generate and send intimation to the deductor indicating his/her intent to

impose penalty.

The practice of sending intimation is not prevalent in field as AOs directly issue a Show

Cause Notice when they intend to impose a penalty. However, as per I T Act, once a

show cause notice is issued, AO becomes responsible to dispose of the case within

stipulated time. This facility enables the AO to intimate a deductor (without issuing a

show cause) his intent of initiating penalty proceedings.

�
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o AO can also generate and issue a Show Cause Notice to the Deductor. While doing so,

he/she should enter date of issuance of notice in the system.As and when the show cause

notice is issued, the system calculates and displays the time barring date on the screen.

Please note that no time barring date is calculated in the case of intimation.

o AO can then generate a penalty order finalizing the penalty on the deductor.

o

• View list of probable cases, where penalty can be imposed (as per database).

• View History of Intimations, Show Cause Notices and Penalty Orders passed;

• Intimations and Show Cause Notices can be printed.

• First page of penalty order (giving details of the case) can be printed.

• Body of the penalty order can be uploaded.

• Date of issuance of Show Cause Notice can be entered.

• Time Barring date can be extended, after recording the reasons for the same.

o

The facility has been provided to TDS-Assessing Officers in the field.

o

The facility helps the TDS-AO in record keeping of the Penalty cases, where penalty is

decided or initiated. This also saves his/her time of uploading the demand which he/she

would otherwise have to do in case a manual order is passed outside the system.

o

• Intimations

Select ‘Generate Intimation’ option from Enforcement menu and sub menu

‘Penalty Order’.

Input data in any search fields and click on ‘Search’.

Based on the search criteria, output table will display all the prospective cases

with defaults as per latest processed statement for which penalty proceedings

may be initiated.

Default Details can be viewed by clicking on the DefaultAmount (hyperlink) which

will open ‘Default Summary’ screen.

Preview Intimations, row by row, by clicking on “Preview” hyperlink under ‘View

Intimation’ column.

What can be done using the functionality:

Who can use the facility:

Relevance of the facility:

How to use the functionality:

�

�

�

�

�
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Enter comments, if any, select row(s) and then click on ‘Generate & Print’ button.

Intimation for all selected rows will be generated and can be printed.

Communication Reference Number is generated at the back end and is displayed in

the Intimation for penalty.

•

Select ‘Generate Show Cause Notice’ option from ‘Enforcement’ menu and

sub menu ‘Penalty Order’

Input data in search fields and click on ‘Search’

Based on the search criteria, output table will display all such cases where Show

Cause Notices can be issued.

Default Details can be viewed by clicking on the default amount hyperlink; this 

will open ‘Default Summery’ screen

• History

Click on Show Cause Notice History in ‘Enforcement ’ menu and sub menu

‘Penalty Order’

Input search criteria and click on Search

User can extend time barring date of penalty by entering number of days in this 

screen. However reason for extending is to be mandatorily entered.

• Penalty Order

Select ‘Generate Penalty Order’ link from ‘Enforcement’ tab in main menu and

sub menu ‘Penalty Order’

Input the search criteria and click on ‘Search’.

Based on search criteria, output table will display all the TANs for which Show

Cause Notice has been issued but Penalty has not been decided.

Enter required details, select the row and click on ‘Generate and Print’ button.

This will print first page of the order.

User can preview Penalty Order by clicking on ‘preview’.

The demand when paid, challan should be tagged using Tag/Replace Challan

(Refer sec 4.2)

• History

Click on ‘Penalty Order History’ option in ‘Enforcement’ menu and sub menu

‘Penalty Order’

Based on search criteria, output table will display all the TANs for which Penalty

Order is generated i.e. Penalty has been decided.

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

Show Cause Notice
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8.2 PROSECUTION

Through this functionality, FieldAssessing Officer can generate Show Cause Notice under section

276B/276BB. After issuance of Show Cause Notice, Field Assessing officer can initiate

Prosecution proceedings and thereafter, they may also initiate Compounding proceedings.

o

• Generate and print the (SCN) for a TAN for a

Financial Year

• ‘Prosecution Show Cause Notice’, can also be reprinted

• User can initiate compounding for a particular case for which Show Cause Notice has

been issued.

• Assessing officer can enter ‘Final compounding fee’ and a demand to that extent will

be created in the system.

• Assessing officer can use Challan for payment of demand (created as compounding

fee) by using ‘Tag/Replace Challan’ functionality.

• Assessing officer can close the case by issuing certificate for compounding fee paid.

o

FieldAssessing Officer can use this functionality.

What can be done:

Who can use:

‘Prosecution Show Cause Notice’
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o

The functionality enables AO to maintain electronic record of Prosecution cases and

CompoundingAction.Also, it enables CPC system to account for the compounding fee paid,

thereby relieving AO from maintaining manual registers. Moreover, since compounding fee

is paid by challan, using this functionality negates the probability of the same challan being

used by the deductor elsewhere.

o

I. Generate ‘Show Cause Notice’under section 276B/276BB:

• Assessing officer selects ‘Generate Show Cause Notice’ from the menu

‘Enforcement and sub menu ‘Prosecution 276B’

• ‘Generate Show Cause Notice’page will be displayed

• Enter following as input fields and click on ‘Search’button

i. TAN

ii. Financial year of statement as mandatory field

iii. Type of default

iv. Default amount

v. Period of late payment

• All relevant data will be shown in ‘output’ table.

• Click on ‘Preview’ hyperlink, Show Cause Notice corresponding to that row will be

displayed in a pop up with ‘Cancel’ button.

Relevance of the functionality:

How to use this functionality:
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Select row(s) and click on ‘Generate and Print’ button.Aconfirmation message will be

shown ‘Are you sure you want to generate show cause notice for 3 (selected

number of rows) rows?’ with ‘Yes’ and ‘No’ button.

• On clicking of ‘Yes’ button, Show Cause Notice will be generated with communication

reference number printed on them. User can save them and take a print. On clicking of

‘No’button, user will be redirected to main screen with searched result.

• On clicking of ‘Default Amount’, a new pop up screen will be shown where user can

view detail of default amount corresponding to all statements of financial year entered

in input field.

• Assessing officer can also download excel sheet for each row which will have detailed

default details (deductee row wise with compounding fee calculation).

In output table (when user enters input field), system will not display that TAN for which

Show Cause Notice is already issued in the past for given financial year of statement.

e.g.: If for FY 2010-11, a show cause notice was issued against TAN 1, then if user

again enters same FY 2010-11, then TAN1 will not be shown in the output table.

If Form type is 24Q/ 26Q / 27Q (TDS Statements), then the Prosecution/

compounding case will be under section 276B.

If Form type is 27EQ (TCS Statements), then the Prosecution/ compounding case

will be under section 276BB.

II. Initiate Prosecution / Compounding on Show Cause Notice:

• Select ‘Show Cause Notice History’ from the menu ‘Enforcement’ and sub menu

‘Prosecution 276B’

• ‘Show Cause Notice - History’page will be displayed

• Enter input field in any of the two search options & click on ‘Search’button:

Search Option-1

Following fields can be used for search :

TAN

Financial year of statement as mandatory field

Type of default

Default amount

Period of late payment

•

�

�

�

�

�

�

�

�



114

Search option-2

Communication Reference Number of show cause notice can be used for search

Status of Show Cause Notice will be ‘Show Cause Notice Issued’ with AO

name and employee number with date.

Select row(s) and click on ‘Re-Print Show Cause Notice’ in case a reprint is

requested.

Select only one action on an issued show cause notice at a time.

III. Prosecution: (while launching the prosecution)

• Select ‘Prosecution Launched’ from Action taken on the default column and click on

‘Save’button.

• Status will be changed to ‘Prosecution Launched’ with date and employee number 

who has taken this action.

IV. NoAction: (for cases where no action has been taken)

• Select ‘NoAction’ fromAction taken on the default column and click on ‘Save’button.

• Status will be changed to ‘No Action’ with date and employee number who has taken

this action

V. Compounding: (cases when compounding proceedings initialized)

• Select ‘Compounding Initiated’ from Action taken on the default column and click on 

‘Save’button.

• Status will be changed to ‘Compounding Initiated’ with date and employee number 

who has taken this action.

• After selecting action as ‘Compounding Initiated’, ‘Final Compounding Fee’ and

‘Date of Finalizing Compounding Fee’ column is enabled. When the user enters

value in that, status is changed to ‘Finalization of Compounding Fee’ with date.

• Once user enters ‘Final Compounding Fee’, a pop up message will say ‘A manual

demand will be created in the system of Rs (<Final Compounding Fee>)’. Such type of

demand will be available for tagging after 24 hours. Do you want to Continue with ‘Yes’

and ‘No’button.

• On clicking of ‘Yes’,

• A demand is created where source is ‘Uploaded by FieldAO’ :

Type is ‘Compounding Fee’,

�

�

�

�
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Communication Reference Number is same as Communication Reference

Number of show cause notice,

Date of creation is ‘Date of Finalizing Compounding Fee’; and

Net demand is ‘Final Compounding Fee’.

Status is now changed to ‘Compounding Fee Finalized’

• If user clicks on ‘No’, user is redirected to previous screen.

• User can tag the challan from option ‘Tag/Replace Challan’ from menu ‘Upload

Demand Management’.

• Once user has tagged a challan, status of this case is changed to “Tagging Request

Initiated”.

• Once ticket is closed (tagging is done successfully), then status of the notice is

changed to ‘Compounding Fee Paid’ with employee number (who raised request)

and date.

• If challan tagging fails, then status is changed to ‘Challan Tagging Failed’. Once

status is changed to ‘Compounding Fee Paid’, then ‘Tagged Challan Detail’ and ‘Issue

Compounding Certificate’ column is enabled.

• When user clicks on ‘Print’ hyperlink under ‘Issue Compounding Certificate’ column

first time then status will be changed to ‘Compounding Fee Certificate Issued and

Prosecution Dropped’with date. User can take print of compounding fee paid certificate

as many times as he/she wants.

On clicking of ‘View’ under ‘Action History’ column, action history will be shown in a pop up

screen. If challan tagging had failed, then system will show reason of failure along with Ticket

number in ‘remarks’ column.

Please note:

• Action such as ‘Prosecution Initiated’ can be changed later also.

• If user has taken action as ‘Compounding Initiated’, then user can’t change action later.

If status is ‘Compounding Fee Paid’, then user can’t change action on Show Cause

Notice.

• If status is Tagging Request Initiated, then challan cannot be tagged until status is

changed to ‘Challan Tagging Failed’.

• Re-print of Show Cause Notices and Print of Compounding Certificates possible

multiple times.

�

�

�

�
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Once challan is tagged to pay compounding fee and ticket is closed successfully then

such tagged challans should not be un-tagged / replaced at any point of time.

• If challan tagging has failed due to any reason, then user should again select same row

for tagging. If status is ‘Challan tagging failed’ then user should again select the row

and click on ‘Tag challan for compounding’ button.

• If action is selected as ‘Compounding Initiated’ then only ‘Final Compounding Fee’

and ‘Date of Finalizing Compounding Fee’ field will be enabled.

• If challan tagging is done successfully then only ‘Tagged Challan Detail’ and ‘Issue

Compounding Certificate’will be enabled.

• ‘Balance total demand amount of Compounding Fee demand’ should be equal to

‘total amount’ from selected challans.

• Challans, shown in the output table, for tagging are those where challan deposit date is

after the date of generation of Show Cause Notice.

• If there is any open request (category can be OLTAS Challan Correction, Force Match)

on challan, then this challan will not be shown on screen for tagging to pay

compounding fee. If there is an open request of Tag / Replace challan, then this challan

will be shown with reduced balance in the screen;

• Once challan is tagged to pay compounding fee, then tagged amount can’t be reversed

at any moment.

• User can’t modify ‘Final Compounding Fee’ and ‘Date of Finalizing Compounding

Fee’ through this screen.

Once ‘Compounding Fee’ demand is raised, it will be visible in ‘Modify / Delete Demand’

screen also. User can modify ‘Compounding Fee’ value on ‘Modify / Delete’ screen. If user

has done some modification through ‘Modify / Delete Demand’ screen then this change will

be reflected in ‘Generate Show Cause Notice –Prosecution –History’ screen also and it will

be captured in ‘Action History’ column also.

•
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8.3 ORDER U/S 201

o

• Show Cause Notice u/s 201(1)/201(1A) can be issued & printed

• History of Notice can be viewed

• Notices can be reprinted

• Order u/s 201 can be issued & printed

o

Assessing Officers posted in TDS charge can use this functionality.

o

In the legacy system, AOs used to pass these orders manually and then upload the demand

in the system. This functionality enables AO to pass these orders through system. Thus, as

and when an order is passed, the demand gets updated into the system. Further this helps

theAO to keep record of the pendency & disposals.

o

Issuing Show Cause Notice

• Click on Generate Show Cause Notice under Enforcement – Show Cause Notice –

201 menu

• Provide required values (at least mandatory values) i.e. TAN, FY, Section Code, Form

Type, Quarter, Amount of default Identified and Reason for Issuing Show Cause

Notice.

What can be done:

Who can do:

Relevance of the functionality:

How to use the functionality:
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TAN name is fetched from TAN master database on input of TAN.

• On clicking ‘ ’, is displayed.

• Select the check box and click on Generate and Print; thus notice is generated with a

Unique Communication Reference Number. User can also generate notices for

more than one row at a time.

Access History and issue Order

• Click on Generate Order u/s 201 under Enforcement – Show Cause Notice - 201

menu.

• Search the generated notices as per Search criteria i.e. TAN, FY, Quarter, Form type 

and status of order or Communication Reference Number of generated Show Cause

Notice.

• Enter ‘Total Default u/s 201(1) r.w.s. 201(1A)’with ‘Reason of Issuing Order’.

• Click on whether a survey has been done or not and if yes, then date of survey.

• Select row(s) and click on ‘Generate and Print Order u/s 201’; Order u/s 201 will get

generated.

• User can take re-print of Show Cause Notice, that has already been issued to the

deductor by selecting row(s).

• User can also take re-print of Order u/s 201 which is already issued.

• When User generates Order u/s 201, then a new demand is generated in the system

‘201 Order Generated by Field AO’. Such type of Demand will be visible in ‘Modify /

Delete Demand’ and ‘Tag / Replace Challan’ screens also.

•

Preview Show Cause Notice
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9. REFUND

Section 200 A of Income Tax 1961 also allows issuance of Refunds on excess payment by the

deductor. There could be instances where while paying TDS, deductor inadvertently pays more

than the actual deducted amount. In such cases, deductor may take to following corrective

actions:

i. In case of manual challan, the amount can be corrected by the concerned bank within

seven days of the challan deposit date; or

ii. Deductor can also use the excess amount paid by tagging such challan in TDS

statements (of the same TAN) filed for Financial Year preceding or succeeding the

Financial year for which the challan is deposited.

iii. Deductor can use the challan to pay any other demand outstanding against him during

the year preceding or succeeding the financial year for which the challan is deposited.

iv. If above options do not suffice, the deductor may claim refund online using Refund

Portal available at www.tdscpc.gov.in
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o

Refund can be claimed by filing from 26B on www.tdscpc.gov.in

Refund request can be approved or rejected by the TDS-AO through theAO portal.

o

Deductor to claim there fund on TRACES portal at www.tdscpc.gov.in

FieldAO to approve/reject the refund request onAO portal, available on the intranet

o

The functionality gives an authority to the TDSAO to approve/reject the refund. As and when

a deductor places a request for refund, the system checks for any outstanding demand

against the deductor. If there is no outstanding demand, the request is sent to the field TDS-

AO. The TDS AO then verifies whether there is any outstanding demand in registers,

maintained manually or if the challan has been presented to him/her against any manual

demand. In such a case, he/she should reject the request & upload the demand or “Tag

the challan” using “Manual Demand Management” (Refer section 4) against the

uploaded demand as the case may be.

o

i. Refund request will be created by Deductor on Website : www.tdscpc.gov.in

ii. If there is any outstanding demand or a challan correction request in ‘open’ status, then

refund request gets rejected and status shown accordingly on website

www.tdscpc.gov.in.

iii. If there is no existing demand or any other challan correction request on same challan

then a ticket will be generated under ‘Refund’ category which goes to Inbox of

JurisdictionalAO of the concerned TAN.

• Approval Process:

Click on relevant ticket number and check the attachment

Enter the request number as per acknowledgement given by deductor and bank

account details under ‘Refund Details’ tab (only after obtaining the proof of the 

same, say passbook or cancelled cheque from the deductor).

Click on Validate Bank Details. If details get validated successfully, upload the

Form 26B acknowledgement and bank details proof and check the relevant

declarations; click on Ok.

TDS-AO approves the ticket.

What can be done:

Who can use the functionality:

Relevance of the functionality:

How to use the functionality:

�

�

�
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System will check whether there is any outstanding demand for the TAN in

system.

If there is no demand pending, then system allows user to approve this request.

After the ticket is approved, system will send the request to Refund Banker for issue of refund

through electronic mode.

• Rejection Process:

While adding bank details, click on Validate Bank Details button.

After successful matching of Bank Details, user will be directed to refund details

screen to proceed further (Approve or reject the request).

If Bank details do not match, then user will be prompted with the message ‘Bank

Details are not matching. User should either re-enter bank details or reject the

refund request’.

On clicking on Re-Enter, all data fields will be pre-filled except Account number

field. Against mismatched field, there will be error message stating that following

field is unmatched.

In case of mismatch in Bank details, user will be asked to reject the request. If he

clicks on ‘Yes’ to reject the request, refund request will be rejected and reason of

rejection for database will be ‘Unmatched Bank Details’.

After matching of Bank details, if user wants to reject the request Select Reason

for Rejection: Outstanding Demand.

If there is a demand existing in the system against deductor, system will allow user

to click on ‘Reject’ button.

If there is no demand existing in system then system will show error message to

user.After viewing this error message, user may click on hyperlink ‘Add Demand’

to add manual demand

Once user adds new demand details in new screen, click on ‘Back to Ticket’

hyperlink. User will come back to Refund related ticket on which user was

working.

If user again clicks on ‘Reject’ button, system will again check in database and 

will find a demand; now user will be able to Reject refund request.

�
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Management Information System & Analytics

Chapter-III

TRACES
TDS Reconciliation Analysis and Correction Enabling System
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MANAGEMENT INFORMATION SYSTEM (MIS) &ANALYTICS

MIS and analytics are the most important elements of TRACES. ‘Analytics’ is used for Risk

Profiling, Trend & Pattern Analysis. Various MIS reports are being generated in CPC-TDS and are

available to the TDS officers for enforcement and compliance.

AO portal –TRACES enables the users to use ‘Business Analytics’ for risk profiling and

enforcement functions. ‘MIS & Analytics reports’ involve generation of customized MIS & Data

Analytics on various features of TDS administration. These reports help in giving insight about

compliance behavior and, therefore, are reliable inputs for policy formulation with real time

Analytics. Effective data for enforcement action is available to field officers as regards defaults that

has impact on revenue and deductor compliance. Besides, valuable data is relevant for wider

usage e.g. drawing demo graphic profile of taxpayers, trends & patterns etc. These reports can

also be downloaded in Excel format. Therefore, these have flexibility of sorting, filtering & other

maneuvering.

RELEVANCE OF THE FUNCTIONALITY
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How to use the Functionality

For CsIT/Range Heads:

1) Click on ‘MIS Reports’Menu

2) Select ‘Business Intelligence Reports’

3) Select the requisite MIS report

For FieldAssessing Officers (FAOs):

1) Click on ‘MIS Reports‘ Menu

2) Select ‘AO Reports’

3) Select the requisite MIS report
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List of MIS for CsIT, Range Heads & AOs

TAN Directory

Top Deductors

Defaulters

PAN Errors (missing/invalid
PANs)

Unconsumed Challans

197 Certificates

TDS-TCS Profile

Wrongly Classified TANs

Change of TAN Category

Cancelled TDS/TCS
Statements

Inactive TANs

CAP-I

List of MIS only for CsIT and Range
Heads

26AS Statistics

Deductors with
highest number
of PAN errors

FORM 15CA

AIN Non-filers

Late Payment

Dormant/ Cancelled
TANs

Corporate Connect
TDS Compliance

Report



127

1. TAN DIRECTORY

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

TAN directory is a replication / front end of TAN Master. It gives following basic information about a

TAN (deductor) to the TDS officers:

o TAN o TAN allotment date

o TAN Name o TAN Status (Active / inactive)

o Category of TAN o Sub status (Number of days since last activity).

o Contact details

The report would help the field officers to identify deductors falling in their jurisdiction.
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2. TOP DEDUCTORS



129

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

a) Top Deductors based on TDS / TCS deposited ‘During’ the financial year:

The report gives a list of top 500 deductors of respective jurisdiction who have deposited

maximum TDS/TCS amount during the selected year/month. In this report, financial year is

considered based on ‘Challan deposit date’. This report provides a comparative

presentation of two financial years also. This report also gives a pictorial representation of:

o Top 5 Deductors by TDS/TCS deposited/reported

o Top 5 Deductors by highest Growth/lowest Decline in deposit/reporting of

TDS/TCS

o Top 5 Deductors by highest Decline/lowest Growth in deposit/reporting of

TDS/TCS

The report can be generated for a particular period within the financial year also. The report is

useful to identify top deductors of a jurisdiction and also their compliance profile as regards

payment of taxes in the last three financial years. It may, however, be indicated that since the

report is compiled based on payment ‘during’ the year, it would include payments made

for different financial year(s).

b) Top Deductors based on TDS / TCS deposited ‘For’ a financial year:

This report gives a list of top 500 deductors of respective jurisdiction who have deposited

maximum TDS/TCS amount for the selected financial year. ‘Financial year’ is determined by

the ‘Challan Financial year’. This report provides a comparative presentation of three (3)

years data i.e. Selected Year, Immediate Next year and Immediate Previous year. This report

also gives a pictorial representation of:

o Top 5 Deductors by TDS/TCS deposited/reported

o Top 5 Deductors by highest Growth/ lowest Decline in deposit/reporting of

TDS/TCS

o Top 5 Deductors by highest Decline/ lowest Growth in deposit/reporting of

TDS/TCS

1. The report may be useful in identifying the deductors who have paid less tax for a

financial year. This is indicative of either ‘parking’ the funds for business purposes or

lower extent of transactions.

2. The data for respective years is updated till the current date. Therefore, the tax

collection for the ‘current’ financial year may always reflect lower figures.

�
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3. DEFAULTERS REPORT

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

The report gives demand details of all the defaulter TANs for a selected year as well as

across all the years. Output is shown under various categories of defaults viz. Short Payment, 

Short Deduction, Late Payment, Late Deduction, Late Filing, Interest on short payment/ late

payment/ short deduction, additional interest against processing of latest correction and interest

u/s 220. The demand, at statement level for each defaulter TAN, is also being shown in this report.

The report has following attributes:

o Transaction level report for a selected Financial Year with breakup of defaults for

each of the defaulters;

o Defaulters report (as on date) across all Financial Years with breakup of defaults.

o Detailed TAN default report with breakup of Form type, Quarter and Default type for a

selected year as well as across all the financial years.

To facilitate tracking of deductors, the report provides flexibility as regards three addresses viz:

i) As per TAN master;

ii) As per TRACES Profile;

iii) As per Latest statement filed;

The report can, be generated with any of the above three addresses.
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4. PAN ERRORS (MISSING/INVALID PANS)

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

The report displays statistics related to Non-PAN transactions reported in TDS/TCS statements.

Non-PAN transactions can be divided into various categories as below:

1) Structurally Invalid PANs,

2) Structurally Valid but not in PAN master,

3) Missing PAN (PAN NOTAVAILABLE, PANAPPLIED, PAN INVALID).

This report has following attributes:

o Jurisdiction-wise statistics of non-PAN transactions with their bifurcation into various

categories alongwith percentages of non-PAN transactions vis-à-vis valid PAN

transactions.

o The report is available based on

• Type of deductor; & / or

• Type of TDS statement
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o Historical comparison of non-PAN transactions for selected quarter against previous

quarter with bifurcation of non-PAN transactions into various types

o Growth–decline trends in non-PAN transactions, for current quarter vis-à-vis previous

three quarters

o Detailed TAN level report that shows deductee rows with a selected TAN, Financial

year and quarter at statement level.

o TAN wise statistics.

There is a hyperlink in this report to view list of ‘Deductors with highest number of PAN

error’ (Available to CsIT and Range heads).

The report shall help the TDS officers in identifying deductors who have reported non-PAN

transactions. These deductors can then be pursued to report transactions with valid PANs.
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5. UNCONSUMED CHALLAN

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

The report shows details of available challan balance in respect of those deductors in whose

cases short payment defaults (All SP defaults i.e. short payment due to challan mismatch, short

payment due to insufficient challan balance and short payment due to less tax deposited) have

been determined.

The intent of the report is to facilitate identification of cases where Short Payment demand is on

account of challan mismatch OR the deductor has actually not paid tax and has circumvented the

provisions. While in former case, demand can be reduced by suitably tagging a challan either by

the deductor or the TDS-AO, in the later case, early enforcement actions shall help in tax

recovery.

This report has following attributes for a selected Financial Year:

o Jurisdiction-wise details of outstanding Short Payment demand amount (SP demand 

due to In-sufficient challan balance & Challan mismatch) corresponding to the

statements filed by the deductor alongwith count and amount for unclaimed / partially

claimed challans.

o Detailed TAN level report shows following details for a selected year as well as across

all financial years:

• Processed TDS statements where Short Payment default is identified.

• All unprocessed statements of Short Payment defaulter TANs.

• Challan Balance available for Short Payment defaulter TANs.
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6. 197 CERTIFICATES

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

The report shows details of certificates of lower deduction / no deduction u/s 197 of the Income Tax

Act, 1961, as issued by the TDS-AOs on the ITD system. Three important statistics, shown in this

report, areas under:-

1) Time lag in issuance of 197 certificates by the TDS-AO (to give feedback about

timelines committed in the ‘Citizen Charter’).

2) Number of certificates issued (during the selected input dates).

3) Tax amount forgone in issuing such certificates.

The report has following attributes:

o Details of Certificates for

i) Lower tax deduction/collection; &

ii) Nil tax deduction/collection.

o TDS forgone amount (on the basis of certificates issued).

o Certificate profile based on time lag between application date and issuance date.

o Jurisdiction-wise breakup of the Certificates issued.
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o Section wise breakup of the Certificates issued.

o List of Top 10 TDS-AOs, who have issued certificates.

o Historical comparison of the certificates issued in prior financial years.

o Deductee category wise certificates issued.

Asample transaction report, available to the officers, is as below:



136

7. TDS-TCS PROFILE

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

The report shows amount of TDS/TCS deposited during a particular Financial Year. The officers

can also view month-wise TDS/TCS deposited. Various dimensions of TDS/TCS deposited are

shown in the report. The intent is to assist in analysis of tax deposit trends in previous years so that

requisite action may be initiated.

Report shows bifurcation of total tax into TDS & TCS. It also shows growth in TDS/TCS deposited

during a financial year over the last financial year. It further shows amount of TDS/TCS deposited,

based on ‘Nature of Payment’ and ‘Category’ of deductor. Report also shows details of tax

deposited during current year for different assessment years, i.e. though the tax has been

deposited during the year but it may pertain to different assessment years.

a. This report has following attributes for a selected Financial Year & month range:

o TDS/ TCS deposited during selected F.Yr. for all assessment years.

o TDS/ TCS collection across all jurisdictions.

o TDS/ TCS deposited across various Nature of Payments.

o TDS/ TCS across various deductor categories.

o Historical comparison of TDS/ TCS deposited alongwith % growth/ decline

o Growth / Decline Trends.
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8. WRONGLY CLASSIFIED TANs

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

The report gives details of TANs where deductor category as per TAN master and TAN category,

as per the latest statement filed by that TAN, is different. TheAssessing Officers may ascertain the

correct category & get necessary changes done in appropriate databases. This report has

following attributes:

o List of TAN with wrong category in the latest Statement.

o Actual category of TAN as per TAN database.

o Date of last updation of TAN in the database.

o Number of Instances of wrong Classification.
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9. CHANGE OF TAN CATEGORY

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

As per TAN master, there are total eight categories of TAN (deductor) viz:

o Company

o Branch of a Company

o Firm/AOP/AOP(T)/ BOI/Artificial Juridical Person

o Branch of a firm/AOP/AOP(T)/ BOI/Artificial Juridical Person

o Individual/ HUF

o Branch of Individual ( sole proprietorship concern) / HUF

o Central & state Government

o Local Bodies

This report shows those TANs where category has been changed. This report has following

attributes for the selected dates:

o TAN o Old category

o TAN Name o Date of change of category

o New/Current category o User code (who has changed the category of in the

TAN system)

Since, the status of a deductor normally remains static, the field officers are advised to ascertain

reasons for such change of category.
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10. INACTIVE TANS

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

Inactive TANs are those TANs that have neither filed any TDS statement nor paid any tax in the

previous eight quarters. This report gives a detailed list of such inactive TANs. This report has

following attributes for a selected F.Yr:

o TAN o Date of last activity

o TAN Name o Nature of last activity

o Category of deductor o Age of activity (Number of days since inactive).

It is suggested that the field TDS officers should ascertain demand lying against these TANs & take

necessary steps to address demand. Further, in case the deductors are no longer liable to file TDS

statements, such TANs ought to be closed in the system.
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11. CANCELLED TDS/TCS STATEMENTS

Available to whom: TDS officers viz. Commissioner of Income Tax, Range head and Assessing

Officer.

This report gives a detailed list of statements that have been cancelled by deductors alongwith

details of amount of demand, tax deducted and tax deposited. Financial year and Quarter are

mandatory input fields to view this report. This report provides following details for the selected

input:

o TAN o TDS/TCS amount deducted

o TAN Name o TDS/TCS amount deposited

o Token Number of cancelled statement o Date of cancellation

o Token Number of Original statement o Demand amount.

o Form Type

The report shall help in identifying deductors who have been frequently cancelling TDS

statements. The field officers may like to ascertain the reasons for cancellation of such statements

especially in following cases:

i. Where there was an outstanding demand pre-cancellation; this shall help in identifying

cases where cancellation has been done to circumvent the defaults.

ii. Where the statement has been cancelled after substantial gap of time. This shall help in

identifying cases where the deductor may attempt manipulation in Form 26AS of

respective deductees.
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12. CAP-I

Available to whom: TDS Officers viz. Commissioner of Income Tax , Range HeadAndAssessing

Officer.
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CAP 1 report (Demand & Collection register) has been made available to the TDS field officers.

The report shows CPC processed demand, Migrated Demand and Manual Demand. This report is

available on monthly basis. The report for each month shall be generated on 1st of the following

month. e .g. report for November 2014 shall be available on 1st December 2014. As a part of the

requirement, the demand has been bifurcated into three parts viz.

1. Arrear Demand: Demand generated from the statements whose due date of filing (of

original statement) falls on or before 31st March of the prior financial years.

2. Current Demand: Demand generated from the statements whose due date of filing (of

original statement) falls on or after 1st April of the relevant financial year ( for which

current demand is being ascertained).

3. Demand Not fallen Due: Demand generated in the month for which report is being

generated. e.g. if report is being generated for the month of November, demand raised

during this month shall be treated as Demand not fallen due and the same shall be

deducted in order to arrive at Net Collectible Demand .

o Reduction in Demand: Demand can be reduced either by filing correction statement or by

adjusting old challans against the demand. Old challans here refer to the challans deposited

by deductors on or before 31st March of the relevant Financial year. Reduction can be

positive or negative i.e. after correction statement, existing demand may either reduce or

increase.

o Collection against Demand: Any challan deposited during current year i.e. on or after 1st

April, against demand, shall be shown as a collection.

o If any correction statement is filed against arrear demand during running year, it will reduce /

increase arrear demand only.

o If any statement whose filing due date is on or before 31st March and is filed during current /

running year and it is processed with demand, such demand shall be theArrear Demand.

The report has following attributes:

1. Jurisdiction wise summary of demand with bifurcation into arrear demand, current demand,

demand not fallen due and net collectible demand. Arrear demand and Current demand are

further shown in details like demand generated, reduction in demand, and collection against

demand.

On clicking on the link view aggregate details, entire details of that particular jurisdiction shall be

available with bifurcation of demand into Short Payment, Short Deduction, Interest defaults, Late

Filing levy, Interest u/s 220(2) and Manual demand.

Other important aspects of the report:
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Following MIS reports can be accessed by the CsIT/Range Heads only:

13. DEDUCTORS WITH HIGHEST NUMBER OF PAN ERRORS

Available to whom: TDS officers viz. Commissioner of Income Tax & Range head.

This report gives a list of top 100 deductors of respective jurisdiction having maximum number of

non-PAN transactions in the TDS/TCS statements filed by them during a selected quarter of a

financial year. The report shows data of selected quarter alongwith immediate previous three

quarters and CAGR (Cumulative Annual Growth Rate). This report also gives pictorial

representation of Top five deductors with highest number of non-PAN transactions.

The report has following attributes:

o Top 5 Deductors by maximum Number of non-PAN transactions in TDS/TCS

Statements

o Top 5 Deductors by Maximum improvement in occurrence of non-PAN transactions

o Top 5 Deductors by Minimum improvement in occurrence of non-PAN transactions

o Top 100 Deductors by Number of non-PAN transactions of selected Quarter along with

comparative figures of previous three Quarters

o Number of non-PAN transactions of selected Quarter along with comparative figures of

previous three Quarters.

The report is useful to identify deductors who are reporting high number of non-PAN transactions.

They could be pursued to report valid PAN(s) so that deductees get due credit in ‘their’ respective

Income Tax Return(s).
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14. LATE PAYMENT

Available to whom: TDS officers viz. Commissioner of Income Tax & Range head.

The report gives details of cases where late payment of TDS has been made by the deductors.

The report has following attributes:

i. List of the deductors who have deposited TDS amount late.

ii. On clicking on PAN (hyperlink) in (i) above, statement wise details like Section code,

Quarter, TAN, Name of deductor, Form Type, Token Number, Statement Type,

TransactionAmount and TDSAmount will be displayed.

iii. On clicking on Token Number (hyperlink) in (ii) above, following details will be displayed

in two separate tables:

a) TDS paid – Deductee wise Late Payment by number of days; &

b) Unpaid TDS – Deductee wise amount of tax and due date of payment.
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15. 26AS STATISTICS

Available to whom: TDS officers viz. Commissioner of Income Tax & Range head.

The report gives count of 26AS, generated by CPC-TDS, from the Assessment year 2008-09

onwards. Broadly, the details of 26AS generated are shown across two dimensions –

i. 26AS generated during a particular financial year; and

ii. 26AS generated for a particular assessment year.

In addition to the 26AS generation statistics, this report also reflects number of views of 26AS by

taxpayers, thereby reflecting the awareness levels of 26AS among the taxpayer base.

This statistical report has following attributes:

1. One year historical comparison of 26AS generated.

2. Number of 26AS viewed.

3. One year historical comparison of Part-wise amount involved.

The report is useful to ascertain the number of taxpayers for a particular assessment year. It also

indicates number of 26AS statements, for different assessment years that have been corrected

during the financial year as a result of filing correction statements.
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16. AIN NON-FILERS

Available to whom: TDS officers viz. Commissioner of Income Tax & Range head.

Accounts Office Identification Number (AIN) non-filers are those AIN holders who have not

filed Form 24G for a particular month of the financial year. This report shows details of instances

where AINs have not filed Form 24G in a particular month / financial year. The report also shows

details, if available, of TDS statements filed by the respective TANs e.g. Provisional Receipt

Number (PRN) and date of filing.

From this report, AINs’ behavior w.r.t. filing of Form 24G can be observed. Necessary action like

issuance of notice may be taken to improvise compliance.
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17. 15CA

Available to whom: International tax officers viz. Commissioner of Income Tax & Range head.

Form 15CAis required to be submitted when any amount is remitted to a foreign country either with

tax deduction or without tax deduction. This report gives details of such remittances abroad with

bifurcation of remittance with TDS, without TDS, countries & nature of payment.

The report has following attributes:

o Summary based on Amount of remittance:

• Amount of remittance by breakup of TDS amount

• Amount of remittance by Nature of remittance.
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Amount of remittance country wise.

• Amount of remittance jurisdiction wise.

• Average rate of TDS across country.

o Summary based on Number of transactions:

• Number of transactions reported by TAN / PAN

• Number of transactions across countries.

• Number of transactions across jurisdiction.

The report can be used by International Tax officers for identifying cases of short/ no deduction.

Further, information in the report can be matched with challan details to ascertain whether tax

deducted has actually been paid.

The report can also be used by FT & TR division of the CBDT to ascertain remittance and rate of

tax in respect of different countries.

•
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18. DORMANT/CANCELLED TANS

Available to whom: TDS officers viz. Commissioner of Income Tax & Range head.

The report gives details of Cancelled / Dormant TANs for selected input. TAN cancellation may

happen either due to prolonged inactivity or closure of the establishment (organisation). Dormant

TANs are those TANs who have not performed any filing or payment activity since 2007.

This report has following attributes:

o Dormant TAN : No Challan payment and TDS/ TCS statement filed since 2007

o List of cancelled and Dormant TANs.

o Date and Reason of cancellation.
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19. CORPORATE CONNECT TDS COMPLIANCE REPORT:

Available to whom: TDS officers viz. Commissioner of Income Tax and Range head.

Corporate Connect TDS Compliance Report shows demand of all TANs associated with a

single PAN. The report is a comprehensive view to know defaults / compliance pattern for different

years in respect of all the TANs connected with a PAN. The purpose behind this report is to make

TDS officers (viz. CsIT & Range Heads) aware about the TDS defaults committed by the different

branches (TANs) of the corporate entities. Concerned officer can impress upon the head office of
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such corporate entity for resolution of defaults of its underlying branches so as to improve over all

TDS compliance of those branches.

This report has following attributes:

o Users can generate report for a single Financial Year as well as for all financial years.

o Users have an option to generate report for his own jurisdiction as well as over other 

jurisdictions. If user selects own jurisdiction, he / she will also be able to view details of

TANs falling under his / her jurisdiction.

o List of PAN with PAN’s jurisdiction, no. of TANs associated with PAN, Total Default

bifurcated into own TANs & all TANs, No. of PAN errors bifurcated into own TAN and all

TANs and No. of TANs issuing 15G/15H during the selected year or across years.

o In case the report is being generated for a single FY, on clicking on PAN, List of TANs

associated with the PAN will be displayed with details of default amount bifurcated into

Short Payment, Short Deduction, Interest on payment defaults, Interest on Deduction

defaults, Late Filing Levy and Interest u/s 220(2) along with PAN Error count. In case

user had selected own jurisdiction, TANs falling within his jurisdiction will also be

displayed.

o On clicking on TAN, statement wise default details shall be displayed.

o In case the report is being generated for all FYs, on clicking on PAN, year wise defaults

for that PAN shall be displayed with bifurcation of default amount into Short Payment,

Short Deduction, Interest on payment defaults, Interest on Deduction defaults, Late

Filing Levy and Interest u/s 220(2) along with PAN Error count.

o On Clicking on Financial Year, TAN wise default details for the same Financial year

shall be generated.
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QUICK MIS

Purpose behind Quick MIS is to share important data and reports to the Assessing Officers early.

As per the CentralAction Plan, field officers require access to certain data / reports very frequently.

Making available a full-fledged report in different format takes long time; hence this Quick MIS has

been made available to the TDS-AOs.

Some of the features of the Quick MIS report are as below:

o No input is required to generate the report;

o Report gets generated quickly;

o Report can be downloaded in PDF as well as excel.
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TRACES
TDS Reconciliation Analysis and Correction Enabling System

CHAPTER - IV

Frequently Asked Questions (FAQs)
E-tutorials
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FAQS –AO PORTAL RELATED

LOGIN

1. From where can I obtain default ‘user id’ and ‘password’ to access the AO portal-

TRACES?

2. How can I login intoAO Portal?

3. I am not able to open TRACES URL http://10.48.68.29/app/myportal. What should I do?

4. What are the reasons for rejection of ID creation request?

User is required to send a mail through his /her official mail-id mentioning the employee

number, AO Code, Assessing Officer’s name and contact details to AO helpdesk

(aohelpdesk@tdscpc.gov.in) requesting for configuring the same user ID in CPC-TDS.

CPC-TDS will send default password at the said official e-mail id. Please note that employee

number prefixed with U is user id.

o Login to web link http://10.48.68.29/app/myportal or http://10.48.68.51 in the address

bar of the browser (internet explorer is to be preferred) of the computer system

connected to ITD node.

o On homepage screen, in ‘Login’ section, enter user id i.e. your employee id with

prefix ‘U’ e.g. U123456 (for employee code 123456) and default password say

tdscpc@123 that is sent by CPC-TDS to theAO.

o After successful first time login, password must be changed.

o New Password should contain a minimum of 8 alpha numeric characters with at

least one character in capital letter. You can also use special characters (Refer help

text for the Password field or ‘help’ text on the screen) (Click on ‘Help’ in the menu bar

on screen).

o On the next screen, enter six digit RSApasscode prefixed by four digits PIN.

o System should be connected to ITD node.

o Type URLhttp://10.48.68.29/app/myportal on the address bar of the internet explorer.

o If error persists, contact your local network/system administrator. ITD Helpdesk No. for

support is 9818444078.

Following are the common reasons for rejecting an ID creation request:

(i) Incorrect AO Code.

(ii) The Employee number is not mapped toAO code of an existing TDS charge in RCC.
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5. How do I activate additional charge ID?

6. How can I login with my additional charge ID?

7. How can I know myAO code?

WHAT ISATICKET?

8. How can TDSAssessing Officer view tickets onAO portal?

9. How can an Officer view the status of any ticket created by him/ her?

10. What are the different statuses of the ticket?

CHALLAN CORRECTION

11. How to change (I) PAN to TAN (II) Invalid TAN to valid TAN (III) valid TAN to valid TAN on

AO portal?

To activate additional charge ID at CPC-TDS, it is important to first create the additional

charge ID in RCC database. For the same, contact Regional Computing Center (RCC)/

CIT(CO). The additional charge ID would be automatically activated within 24 hours of

mapping with original ID.

Field Assessing Officers/Additional CITs/CITs have to login with original charge ID. After

login with original ID, a dropdown will be available at Welcome screen. The officer may select

AO code for any of the charges allocated to him/her from dropdown.

Field Assessing Officers/Additional CITs/CITs can login on ITD domain to know his/her AO

code.

Login toAO portal, click on ‘ticket’ tab, from where the officer can view:

o Inbox tickets

o Closed tickets

o Generated tickets

Login to AO portal; click on ‘ticket’ menu; select “Ticket Search” or “Generated Tickets” and

enter ‘Ticket Number’; status of the ticket can be viewed.

Statuses of ticket can be – Open, Closed, In progress.

Login toAO portal, select ‘correction’ Tab and choose ‘OLTAS Challan correction’. Please

follow the procedure as per the e-tutorial available on the home page of the AO Portal-

TRACES.
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12. What should I do if I am unable to upload file at the time of TAN to TAN correction?

13. While uploading files, I am getting an error ‘server error’. What should I do?

14. TAN correction has been done and ticket is closed. However, TAN correction is not

reflected in Challan. Why?

15. While following procedure of TAN to TAN correction, I am getting an error ‘Invalid

Comment’. How can I rectify?

16. While doing TAN correction, I am getting an error ‘challan claimed’. What should I do?

17. While creating challan correction ticket, I am getting an error ‘TAN does not belong to

your jurisdictional area’. However, as per records same TAN belongs to my

jurisdiction. What should I do?

18. I am not able to create ticket for challan correction for a TAN on portal. However,

earlier many tickets have been created for the same TAN. What may be the reason?

Size of the file to be uploaded should not exceed 2.0 MB. The compatible file formats are .xls,

.txt, .jpg, .docx, and .pdf.

Contact Local network team or server maintenance team i.e. IBM or Airtel. If error persists,

send error screenshot and details along withAO information to aohelpdesk@tdscpc.gov.in

In such case, check ticket action history. The ticket may have been rejected by concerned 

AO. If it is not so, send e-mail from your official id to aohelpdesk@tdscpc.gov.in with all

required details or callAO helpdesk 0120-4816102 / 03.

Ensure that comments do not exceed 150 characters limit and should not contain any special

character. After completing comments, do not use space or enter key. If error persists, send

an e-mail with detail to aohelpdesk@tdscpc.gov.in.

If challan is claimed, challan correction cannot be done on AO portal. In such a case, AO

should communicate to deductor that challan has been claimed. In order to know the details

of consumption of challan, AO may use OLTAS challan details option available under View

menu.

TAN jurisdiction is decided by NOPC (Nature of Payment Code) Master in the ITD System.

Please contactAO helpdesk to know the present jurisdiction of such TAN as per database.

If Field Assessing Officer is unable to create ticket for one or two challans for the same TAN,

he should check the challan details with AO helpdesk. (It may be related to sec. 195

(International Taxation)). Challan correction can be made only by International Taxation

Assessing officers if the payment has been made under section 195 of Income TaxAct.
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19. What documents are required to be uploaded for creating challan correction ticket?

20. Correction request has been placed and tickets have been created for the same.

However, correction is not reflected in the challan. Why?

21. CanAO check OLTAS status of challan atAO Portal?

VIEWAND DOWNLOADING

22. Can I download Form 16 /16AfromAO portal?

23. In case of paper return, canAO download conso file fromAO portal?

24. How can the functionality ‘Download consolidated file’ be used by the TDS Assessing

officer?

25. Can I view default summary and justification report of deductor?

26. What will be the possible outcome of the statement processing Status?

Field Assessing Officers should upload all the relevant documents like letter submitted by

deductor, challan copy and TAN confirmation letter or such documents as are required by the

FieldAssessing Officer for his satisfaction and records.

In such a case, FieldAssessing Officers should check the status of the ticket. The ticket might

have been rejected by the concerned AO and the rejection reasons can be checked from

‘TicketAction History’.

Yes, click on ‘view’ tab & select ‘OLTAS Challan Details’.

No, only the concerned deductor can download Form 16/16A from TRACES

(www.tdscpc.gov.in).

No, presently, theAO will not be able to download conso file fromAO Portal.

Through this functionality, consolidated file of the statements, filed by deductor for a

particular TAN, Financial Year, Quarter, Form Type can be downloaded by the AOs under

whose jurisdiction the TAN has been mapped in the system. However, online approval of

Range head is required before the file can be downloaded by the concernedAO.

AO can view default summary on AO portal under the ‘view’ tab and can get justification

report after downloading the same from TRACES.

Possible outcomes of the processing Status are as follows:

o Rejected
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o Pending for Processing

o Processed for 26AS

o Processed With Defaults

o Processed Without Defaults

This functionality is provided to the Assessing Officer to view OLTAS challan details on the

Intranet TRACES portal. By using this functionality, the AO can view challan details. e.g.

owner of challan, challan amount, consumption status, available balance.

User can view transactions reported in TDS Statement by a TAN (under his jurisdiction) in

respect of a particular PAN for a particular period (i.e. Part A, A1 and B of Form 26 AS) in a

financial year.

27. What can be viewed under ‘OLTAS challan details’?

28. What can be viewed under ‘Form 26AS’?
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FREQUENTLYASKED QUESTIONS (FAQs) BY THE DEDUCTOR

1. What should I do in case of Late Payment/ Late Deduction intimation received?

2. What is the logic of calculating interest on Late Payment?

Procedure for calculating Late Payment interest:

The default amount will have to be deposited through challan no 281 by ticking minor head

‘400’. After the payment has been made and ‘Challan Identification Number’ obtained,

download conso file from TRACES for filing correction Statement and update the ‘Challan

Detail’. The correction can also be done online without digital signature on the TRACES

website itself. While filing correction, fill up interest amount in column no. ‘403’ in Form 26Q,

column no. ‘304’ in Form 24Q, column no. 705 in Form 27Q and column no. 655 in Form

27EQ. Mention default interest amount in second last interest column in challan detail of

conso file. (Refer e-tutorial - https://www.tdscpc.gov.in/en/download-nsdl-conso-file-

etutorial.html).

Note: In case of paper return, interest amount should be mentioned in annexure.

Late payment interest is being calculated @ 1.5% per month or part of the month from the

date of deduction till date of deposit. For calculation, ‘month’ is considered as ‘calendar

month’ in view of General ClausesAct.

Amount TDS TDS TDS Interest Calculation

Paid/ Deduc- Deposi- Credit

Credited ted (`) ted (`) Allowed Date of Due Date Date of Period Interest

(`) to the Deduc- for TDS Deposit of Delay on Late

Extent of tion Deposit as Per in Paym-

Available (dd-mm-) (dd-mm- OLTAS Months ent U/S 

Balance yyy) yyyy) (dd-mm- 201(1A)

(`) yyyy) (`)

(Col 4*

8*1.5%)

(1) (2) (3) (4) (5) (6) (7) (8) (9)

100000.00 10000.00 5000.00 4000.00 4-Mar- 30-Apr- 7-May- 3 180.00

2012 2012 2012

Total 180.00

Calculation

No. of months in Defaults=3 i.e., Mar-12 to May-12

4000*1.5%*3(Months) =180.00
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LATE DEDUCTION

3. What is the logic of calculating interest on Late Deduction?

Procedure for calculating Late Deduction interest:

4. While filing a correction statement, I quoted Late Deduction Interest amount in ‘Other’

column. How can I rectify?

Late deduction interest is being calculated @ 1% per month or part of the month from the

date of payment / credit to deductee till date of deduction.

Amount TDS Interest Calculation

Paid/ Deducted

Credited (`) Date of Due Date Date of Period of Interest on 

(`) Payment of Deduction Delay in Late

(dd-mmm- Deduction (dd-mmm- Months Deduction

yyyy) (dd-mmm- yyyy) U/S 201 (1A)

yyyy) (`)

(Col 2 * 

Col 6 * 1%

(1) (2) (3) (4) (5) (6) (7)

100000.00 10000.00 3-Mar-2012 3-Mar-2012 4-Mar-2012 1 100.00

Total 100.00

Calculation

No. of months in Defaults=1 i.e., 3-Mar-2012 to 4-Mar-2012

10000*1%*1(Months) =100.00

‘Deductor can file a correction statement, either by downloading ‘conso file’ or online on

TRACES website. Delete the amount from ‘Other’ column and mention interest amount in

interest column no. 403 in Form 26Q, column no. 304 in Form 24Q, column no. 705 in Form

27Q and column no. 655 in Form 27EQ. You should also mention the amount of interest in

second last column of ‘interest’ in challan details.
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SHORT PAYMENT

5. How much amount do I pay in context of intimation received on Short Payment with

Provisional Interest?

6. I have received an intimation u/s 200A with demand raised due to short payment. I

have made the payment within the prescribed time-limit. Now what should I do?

7. Is the rounding off under section 288B allowed at the transaction level?

SHORT DEDUCTION

8. How much amount do I pay in context of intimation received on Short Deduction with

provisional interest?

9. I have received an intimation of Short Deduction but payment amount is not eligible 

for TDS as the amount is below the threshold limit. What should I do?

10. I have received an intimation of Short Deduction u/s 194C however deductee is a

transporter what should I do?

Provisional interest is calculated till the date of processing of statement. Deposit principal

amount of short payment along with interest @ 1.5% per month from date of deduction till

date of deposit and file the correction for the same. Correction can be filed either through

TIN-FC or online on TRACES.

Short Payment defaults may be raised due to challan mismatch. You are requested to check

the details filed in statement corresponding to such challan. The deductor can correct such

challan particulars through online correction without digital signature.

The system does not round off at the transaction level but the round off is allowed at the

statement level.

Provisional interest is being calculated till the date of processing of TDS statement. The

deductor is advised to deposit principal amount of short payment along with interest @ 1 %

per month from date of deduction till date of deposit and file the correction statement.

You can file correction statement and raise threshold flag (‘Y’) in column no. 326 (24Q),

column no. 424 (26Q), column no. 729 (27Q) and column no. 680 (27EQ) for ‘Reason for no /

lower deduction’.

You can file correction statement and raise transporter flag (‘T’) for the particular deductee,

who is a transporter, in column no. 424 (26Q) for ‘Reason for no/ lower deduction’.
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11. I have received an intimation of Short Deduction. However reported deductee has a

lower rate certificate. What should I do?

certificate number

12. What should I do in case Short Payment / Short Deduction intimation is received?

LATE FILING

13. What should I do on receipt of demand notice u/s 234E for Late Filing?

14. While filing a correction statement I quoted Late Fee amount in interest column. How

can I rectify?

You can file a correction statement and raise ‘A’ flag for respective deductees, in column no.

326 (24Q) & column no. 424 (26Q) for ‘Reason for no/lower deduction’. Please mention the

relevant .

The default amount (along with the interest applicable till the date of payment of short

payment default) will have to be deposited through challan no. 281 by ticking minor head

400. Download conso file from TRACES for filing correction and update the challan details.

While filing correction, fill up principal amount in column no. 402 in Form 26Q, column no. 302

in Form 24Q, column no. 702 in Form 27Q and column no. 652 in Form 27EQ and interest

amount in column no. 403 in Form 26Q, column no. 304 in Form 24Q, column no. 705 in Form

27Q and column no. 655 in Form 27EQ. After adding the new challan, you will have to add

new deductee rows for which short payment / short deduction has been raised and map to

the corresponding challan. Correction can also be done online by the deductors on TRACES

portal.

The default amount will have to be deposited through challan no. 281. After three days of

payment of the said challan, the deductor can file online correction by logging into his

account at TRACES by tagging the paid challan.

Alternatively, download conso file from TRACES, for filing correction and while filing

correction, fill up the fee amount in ‘Fee’ column in challan detail. (Refer e-tutorial -

https://www.tdscpc.gov.in/en/download-nsdl-conso-file-etutorial.html).

Note: There is no need to send any communication to CPC-TDS separately.

File a correction statement, delete the amount from ‘Interest’ column and mention fee

amount in ‘Fee’ column no.404 in Form 26Q, column no. 305 in form 24Q, column no. 706 in

Form 27Q and column no. 656 in Form 27EQ. Deductor should also mention the amount of

fee in last column of ‘Other‘ in challan details.
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CHALLAN CORRECTION

15. What are the precautions that deductor should take while filling up the challan?

16. How can I correct a challan in OLTAS?

Deductor should take care of the following while filling a challan:

o Head of payment e.g., Corporation Tax / Income Tax

o Amount and mode of payment of tax

o Type of payment (Advance Tax / Self-Assessment / Regular / Tax on Dividend)

o Assessment Year

o PAN of Deductor

o TAN of Deductor

Types of MISTAKES in challan- (i) PAN/TAN; (ii) A.Y.; (iii) Major head; (iv) Minor head; (v);

Nature of payment; (vi) TotalAmount.

The fields that can be corrected by deductor through bank are tabulated below:

Sr.No. Type of Period for Correction Request (in days)

Correction on

Challan Through Bank ThroughAssessing Officer

1 PAN / TAN Within 7 days from challan After 7 days from challan deposit

deposit date date

2 Assessment Year Within 7 days from challan After 7 days from challan deposit

deposit date date

3 Major Head Within 3 months from challan After 3 months from challan

deposit date deposit date

4 Minor Head Within 3 months form challan After 3 months from challan

deposit date deposit date

5 Nature of Within 3 months from challan After 3 months from challan

Payment deposit date deposit date

6 TotalAmount Within 7 days from challan — — N o t a p p l i c a b l e — —

deposit date

Note:

(i) Above correction mechanism is applicable only for physical challans.

(ii) If Tax is paid through online mode (internet challan), the above challan fields other

than ‘total amount’ of challan can be corrected only by the Jurisdictional Assessing

Officer.

(iii) Challan with the minor head ’800’are presently not being corrected on the system.
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ONLINE CORRECTION

17. What is Online Correction?

18. How to apply for Online Correction?

19. I have filed a paper TDS statement, and want to make online correction through

TRACES. How should I proceed?

20. What will the deductor do if the request for correction is rejected by CPC-TDS?

21. Is it necessary for a sub-user to submit online Correction?

TRACES has provided the functionality of ‘Online Correction’ where deductor can perform

correction of TDS/TCS statements online. Following are the various facilities available

through online correction:

o View default summary

o Rectifying challan mismatch cases

o Addition of new challan to the statement

o Pay 220/interest/levy

o Add or Delete Salary Detail

o Rectifying statement challan information

o PAN Correction

o Correction in Personal Information

o Add/Modify deductee detail

o Movement of deductee rows

Login into TRACES as a deductor and raise the request for online correction under ‘Default’

Menu. For more information please refer E-tutorials.

Online correction functionality on TRACES will not be available in case of paper TDS

statement.

Deductor has to check the rejection reason by selecting ‘Track Correction Request under

‘Default’ from main menu. Then select the request number and click on hyperlink ‘Rejected’

under the heading ‘Status’. Once the user takes the necessary action on resolution of

rejection reason, he can resubmit the online correction request through TRACES.

Yes, after making the online correction, sub- user will submit the corrections to admin user for

final submission to CPC-TDS. Sub-user will not be able to proceed further without the

intervention ofAdmin User.



22. Is it mandatory to have registration of Digital Signature on TRACES for all type of

online correction?

23. I have filed a paper return, and want to make online correction through TRACES. How

should I proceed?

24. I have received demand notice for late fee and have paid the same, How can I file

online correction for the same through TRACES?

Digital Signature Matrix for functionalities through online correction is as below:

Default Personal Challan PAN PAN Add Interest, Modify/ Delete/

Summary Infor- correc- correc- correc- challan Levy Add Add

View mation tion tion tion to state- payment deductee salary

(unmat- (anne- (anne- ment rows deductee

ched, xure 1) xure 2) rows

matched)+

deductee

movement

Online corrections Y Y Y Y Y Y Y Y Y

(with digital

signature, 2013-14

onwards)

Online corrections Y Y Y N N Y Y N N

(with digital

signature, prior to

2013-14)

Online corrections Y N Y N N Y Y N N

(without digital

signature, 2013-14

onwards)

Online corrections Y N Y N N Y Y N N

(without digital

signature, prior to

2013-14)

Online correction functionality on TRACES is not available in case of paper TDS statement.

Login into TRACES, under ‘Defaults’ & raise a request for online correction. Once request 

number is generated and request status is in ‘available’ status, user can make online

correction by choosing the option ‘Pay late fee/ 220/ interest’. For more detail refer

e-tutorial.
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25. My Digital Signature Certificate (DSC) is already registered on TRACES. However,

when I am trying to submit online correction, system does not allow me to proceed. 

What is the reason?

26. What all information can be changed in Personal Online Correction option?

27. Can I cancel an online correction request?

28. Can I submit multiple corrections with one request number?

29. Can Deductor do online correction for TCS?

30. Can salary details inAnnexure 2 be edited through online correction?

31. Can Deductor change the category of Deductor through Online Correction?

You need to clear the cookies and reload the website. If issue still persists, check the browser

being used. Internet Explorer 7,8 or 9, Google Chrome and Mozilla Firefox 17 & above are

compatible browsers for TRACES.

By choosing ‘personal information’ option from ‘Type of correction’ drop down in ‘online

correction’ option, you can edit communication details of TAN and name & communication

details of authorized person. Please note the details will be changed in the statement.

Yes, before submitting the correction for processing, you can cancel the request under

‘correction ready for submission’ where you will get an option to ‘cancel statement’. By

clicking on this, correction will not be submitted to CPC-TDS and will be cancelled.

Yes, you can do multiple corrections with one request number for the statement pertaining to

same financial year, quarter and form type.

Yes, deductor can file online correction for both TDS and TCS.

User can update only PAN of the employee in Annexure 2. For correction in other fields, user

can delete the existing deductee row and/or add new deductee row.

No, deductor cannot change the ‘category of deductor’ through online correction.
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TAXPAYER

E-TUTORIALS

32. What should I do if there is any error in the information displayed in Form 26AS on the

internet?

33. What should I do if status of TDS entry shown in my Form 26AS is not ‘F’?

For any clarification regarding 26AS, contact authorities are as below:

Part of Description Contact Person

Form

26AS

A Details of Tax Deducted At Source Deductor

A1 Details of Tax Deducted At Source15G/15H Deductor

A2 Details of Tax Deducted At Source On Sale Deductor

Of Immovable Property U/S 194IA

(For Seller Of Property)

B Details of Tax Collected At Source Collector

C Details of Tax Paid (Other Than TDS/TCS) Jurisdictional Assessing Officer/

Bank

D Details of Paid Refund Jurisdictional Assessing Officer/

ITR-CPC

E Details of AIR Transaction Concerned AIR Filer

F Details of TDS On Sale of Immovable NSDL/Concerned Bank Branch

Properly U/S 194IA (For Buyer of Property)

G Details of Defaults of branches Deductor

The taxpayer will get the credit of TDS in his ITR based on tax credit entry reflected in his

26AS, irrespective of any status of Form 26AS ie., F, U, O, and P.

Please refer to the hyperlink on home Page on AO Portal to view the process flow of each AO

functionality in detail.
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TRACES
TDS Reconciliation Analysis and Correction Enabling System

CHAPTER-V

Circulars & Notifications
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CIRCULARSAND NOTIFICATIONS RELATED TO TDS

1.

Circular No. 02/2011 dated 27thApril 2011 F.NO. 385/25/2010-IT(B)

Sub-Section 200A of the Income Tax Act, 1961- Deduction of tax at Sources – Processing

of statement of tax deducted at source – Procedure for regulating refund of excess

amount of TDS deducted and/or Paid.

The procedure for regulating refund of amount paid by the deductor in excess of the tax

deducted at source (TDS) and/or deductible is governed by Board circular No. 285, dated

21-10-1980.

2. Subsequent to issue of circular No. 285, new sections have been inserted under Chapter

XVII-B of the Income-tax Act, 1961. References have been received by the Board regarding

inclusion of these sections also for the purpose of issue of refund of excess amount of the TDS

deducted/deductible.

3. In consideration of the above and in supersession of the circular No. 285, dated

21-10-1980, the Board prescribes the following procedure for regulating refund of amount paid

in excess of tax deducted and/or deductible in respect of TDS on residents covered under

sections 192 to 194LAof the Income-taxAct, 1961. This circular will not be applicable to TDS on

non-residents falling under sections 192, 194E and 195 which are covered by circular No.

7/2007 issued by the Board.

4. The excess payment to be refunded would be the difference between:

(i) the actual payment made by the deductor to the credit of the Central Government;

and

(ii) the tax deductible at source.

4.1 In case such excess payment is discovered by the deductor during the financial year

concerned, the present system permits credit of the excess payment in the quarterly statement

of TDS of the next quarter during the financial year.

4.2 In case, the detection of such excess amount is made beyond the financial year

concerned, such claim can be made to the Assessing Officer (TDS) concerned. However no

claim of refund can be made after two years from the end of financial year in which tax was

deductible at source.
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5. However, to avoid double claim of TDS by the deductor as well as by the deductee, the 

following safeguards must be exercised by theAssessing Officer concerned:

5.1 The applicant deductor shall establish before theAssessing Officer that:

(i) it is a case of genuine error and that the error had occurred inadvertently;

(ii) that the TDS certificate for the refund amount requested has not been issued to the

deductee(s); and

(iii) that the credit for the excess amount has not been claimed by the deductee(s) in the

return of income or the deductee(s) undertakes not to claim such credit.

5.2 Prior administrative approval of the Additional Commissioner or the Commissioner (TDS)

concerned shall be obtained, depending upon the quantum of refund claimed in excess of

Rupees One Lakh and Rupees Ten Lakh respectively.

5.3 After meeting any existing tax liability of the deductor, the balance amount may be

refunded to the deductor.

6. In view of provisions of section 200A of the Income-tax Act prescribing processing of

statement of TDS and issue of refund with effect from 1-4-2010, this circular will be applicable

for claim of refunds for the period upto 31-3-2010

2.

Notification No. 03 dated 15th January, 2013.

S.O. 169 (E).— In exercise of the powers conferred by sub-section (2) of section 200A of

the Income-tax Act, 1961 (43 of 1961), the Central Board of Direct Taxes hereby makes the

following scheme for centralized processing of statements of tax deducted at source,

namely:—

1. Short title and commencement.—

(1) This scheme may be called the Centralized Processing of Statements of Tax

Deducted at Source Scheme, 2013.

(2) It shall come into force on the date of its publication in the Official Gazette.
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2. Definitions. —

(1) In this scheme, unless the context otherwise requires,—

(a) “Act” means the Income-taxAct, 1961 (43 of 1961);

(b) “Assessing Officer” means the Assessing Officer who is ordered or directed

under section 120 of the Act to exercise or perform all or any of the powers and

functions conferred on, or assigned to, an Assessing Officer under Chapter

XVII of theAct;

(c) “authorized agency” means the person authorized by the Director General to

receive the statement of tax deducted at source or correction statement of tax

deducted at source;

(d) “Board” means the Central Board of Direct Taxes constituted under the Central

Boards of RevenueAct, 1963 (54 of 1963);

(e) “Cell” means the Centralized Processing Cell having jurisdiction over such

statements of tax deducted at source as may be specified by the Board;

(f) “Commissioner” means the Commissioner of Income-tax in charge of the

Centralized Processing Cell;

(g) “correction statement of tax deducted at source” means the statement

furnished for rectifying any mistake or to add, delete or update the information

furnished in the statement of tax deducted at source furnished under sub-

section (3) of section 200 of theAct;

(h) “Deductor” means a person deducting tax in accordance with the provisions of

Chapter XVII of theAct;

(i) “Director General” means the Director General of Income-tax (Systems)

appointed as such under sub-section (1) of section 117 of theAct;

(j) “portal” means the web portal of the authorized agency or the web portal of the

Cell, as the case may be;

(k) “statement of tax deducted at source” means statement of tax deducted at

source furnished under sub-section (3) of section 200 of theAct.

(2) The words and expressions used herein but not defined and defined in the Act shall

have the meaning respectively assigned to them in theAct.

3. Centralized Processing Cell. —

The Board may set up as many Centralized Processing Cells as it may deem necessary

and specify their respective jurisdictions.
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4. Furnishing of correction statement of tax deducted at source.—

(1) A deductor shall furnish the correction statement of tax deducted at source in the

form specified by the Director General—

(a) at the authorized agency through electronic mode; or

(b) online through the portal.

(2) The correction statement referred to in sub-paragraph (1) shall be furnished under

digital signature or verified through a process in accordance with the procedure,

formats, and standards specified by the Director General.

5. Processing of statements.—

(1) The Cell shall process the statement of tax deducted at source furnished by a

deductor in the manner specified under sub-section (1) of section 200A of the Act

after taking into account the information contained in the correction statement of tax

deducted at source, if any, furnished by the deductor before the date of processing.

(2) The Commissioner may—

(a) adopt appropriate procedure for processing of the statement of tax deducted at

source; or

(b) decide the order of priority for processing of the statement of tax deducted at

source based on administrative requirements.

6. Rectification of mistake.—

(1) An Income-tax authority of the Cell may, with a view to rectifying any mistake

apparent from the record under section 154 of the Act, on its own motion or on

receiving an application from the deductor, amend any order or intimation passed or

sent by it under theAct.

(2) An application for rectification shall be furnished in the form and manner specified by

the Director General.

(3) Where a rectification has the effect of reducing the refund or increasing the liability of

the deductor, an intimation to this effect shall be sent to the deductor electronically by

the Cell and the reply of the deductor shall be furnished in the form and manner

specified by the Director General.
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(4) Where an amendment has the effect of reducing a refund already made or

increasing the liability of the deductor, the order under section 154 of the Act passed

by an Income-tax authority of the Cell shall be deemed to be a notice of demand

under section 156 of theAct.

7. Adjustment against outstanding tax demand.—

Where a refund arises from the processing of a statement under this scheme, the

provisions of section 245 of theAct shall, so far as may be, apply.

8. Appeal. —

(1) Where a statement of tax deducted at source is processed at the Cell, the appeal

proceedings relating to the processing of the statement shall lie with the

Commissioner of Income-tax (Appeals) having jurisdiction over the Assessing

Officer who has jurisdiction over the deductor and any reference to Commissioner of

Income-tax (Appeals) in any communication from the Cell shall mean such

jurisdictional Commissioner of Income-tax (Appeals).

(2) The Assessing Officer who has jurisdiction over the deductor shall submit the

remand report and any other report to be furnished before the Commissioner of

Income-tax (Appeals) and an order, if any, giving effect to appellate order shall be

passed by suchAssessing Officer.

9. No personal appearance at the Cell.—

(1) No person shall be required to appear personally or through authorized

representative before the authorities at the Cell in connection with any proceedings.

(2) The Cell may call for such clarification, evidence or document as may be required for

the purposes of the processing of statement of tax deducted at source or for the

purposes of the rectification of any order or intimation passed or sent by the Cell

under the provisions of theAct.

(3) The deductor shall furnish the reply to any communication under sub-paragraph (2)

in such format as may be specified by the Director General.
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10. Service of notice or communication.—

(1) The service of a notice or order or intimation or any other communication by the Cell

may be made by delivering or transmitting a copy thereof to the deductor,—

(a) by electronic mail; or

(b) by placing such copy in the registered electronic account of the deductor on the

portal of the Cell; or

(c) by any mode mentioned in sub-section (1) of section 282 of theAct.

(2) The date of posting of any communication under sub-paragraph (1) in the electronic

mail or electronic account of the deductor in the portal of the Cell shall be deemed to

be the date of service of such communication.

(3) The intimation, orders and notices shall be computer generated and need not carry

physical signature of the person issuing it.

11. Power to specify procedure and processes.—

The Director General may specify procedures and processes, from time to time, for

effective functioning of the Cell in an automated and mechanised environment, including

specifying the procedure, formats, standards and processes in respect of the following matters,

namely:—

(a) form of correction statement of tax deducted at source;

(b) the manner of verification of correction statement of tax deducted at source;

(c) receipt of correction statement of tax deducted at source;

(d) form of rectification application;

(e) the manner of verification of rectification application;

(f) receipt and processing of rectification applications in the Cell;

(g) the mode and format of the acknowledgment to be issued by the Cell for the receipt

of any document;

(h) the mode of authentication of any document or information submitted to the Cell,

including authentication by digital signature or electronic signature;

(i) validation of any software used for electronic filing of correction statement of tax

deducted at source or rectification application;

(j) provision of web portal facility including login facility, tracking status of correction
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statement of tax deducted at source or statement of tax deducted at source, display

of relevant details of tax deduction or refunds to the taxpayer or deductor, as the

case may be, and facility of download of relevant information;

(k) call centre to answer queries and provide taxpayer services, including outbound

calls to a deductor requesting for clarification to facilitate the processing of the

statement of tax deducted at source filed;

(l) provision of grievance redressal mechanism in the Cell;

(m) managing tax administration functions such as receipt, scanning, data entry,

processing, storage and retrieval of statement of tax deducted at source and

documents in a centralized manner or receipt of paper documents through

authorized intermediaries.

[Notification No. 03 /2013 [F.No. 142/39/2012-SO (TPL)]

3.

Circular No. 04/2013 dated 17thApril 2013 (F. No 275/34/2011-IT(B)

Subject: Issuance of certificate for tax deducted at source in Form No. 16 in accordance

with the provisions of section 203 of the Income-tax Act, 1961 read with the Rule 31 of the

Income-tax Rules 1962 – regarding.

1. Section 203 of the Income-taxAct 1961 (“theAct”) read with the Rule 31 of the Income-tax

Rules 1962 (“the Rules”) stipulates furnishing of certificate of tax deduction at source (TDS) by

the deductor to the deductee specifying therein the prescribed particulars such as amount of 

TDS, valid permanent account number (PAN) of the deductee, tax deduction and collection

account number (TAN) of the deductor, etc. The relevant form for such TDS certificate is Form

No. 16 in case of deduction under section 192 and Form No. 16A for deduction under any other

provision of Chapter XVII-B of the Act. TDS certificate in Form No. 16 is to be issued annually

whereas TDS certificate in Form No. 16A is to be issued quarterly. TDS Certificate in Form No

16 as notified vide Notification No. 11/2013 dated 19.02.2013 has two parts viz PartAand Part B

(Annexure). PartAcontains details of tax deduction and deposit and Part B (Annexure) contains

details of income.

2. With a view to streamline the TDS procedures, including proper administration of the Act,

the Board had issued Circular No. 03/2011 dated 13.05.2011 and Circular No. 01/2012 dated

09.04.2012 making it mandatory for all deductors to issue TDS certificate in Form No. 16A after

generating and downloading the same from “TDS Reconciliation Analysis and Correction

Enabling System” or (https://www.tdscpc.gov.in) (hereinafter called TRACES Portal) previously

called TIN website. In exercise of powers under section 119 of the Act, the Board has now

decided as following:-
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2.1 ISSUE OF PART A OF FORM NO. 16 FOR DEDUCTION OF TAX AT SOURCE MADE

ON ORAFTER 01.04.2012:

All deductors (including Government deductors who deposit TDS in the Central

Government Account through book entry) shall issue the Part A of Form No. 16, by generating

and subsequently downloading through TRACES Portal, in respect of all sums deducted on or

after the 1st day of April, 2012 under the provisions of section 192 of Chapter XVII-B. Part A of

Form No 16 shall have a unique TDS certificate number.

2.2 AUTHENTICATION OF TDS CERTIFICATE IN FORM NO. 16:

The deductor, issuing the Part A of Form No. 16 by downloading it from the TRACES

Portal, shall, before issuing to the deductee authenticate the correctness of contents mentioned

therein and verify the same either by using manual signature or by using digital signature in

accordance with sub-rule (6) of Rule 31.

2.3 In other words, Part A of Form No. 16 shall be issued by all the deductors, only by

generating it through TRACES Portal and after duly authenticating and verifying it.

2.4 ‘Part B (Annexure)’ of Form No. 16 shall be prepared by the deductor manually and issued

to the deductee after due authentication and verification along with the PartAof the Form No. 16

stated above.

2.5 Sub rule (3) of rule 31 of the Rules sets the time limit for issuance of Form 16 by the

deductor to the employee. Currently, Form 16 should be issued by 31st May of the financial Year

immediately following the financial year in which income was paid and tax deducted.

3.1 The Director General of Income-tax (Systems) shall specify the procedure, formats and 

standards for the purpose of download of Part A of Form No. 16 from the TRACES Portal and

shall be responsible for the day-to-day administration in relation to the procedure, formats and

standards for download of PartAof Form No. 16 in electronic form.

3.2 It is further clarified that Part A of Form No. 16 issued by the deductors in accordance with

this circular and as per the procedure, formats and standards specified by the Director General

of Income-tax (Systems) and containing Unique Identification Number shall only be treated as a

valid compliance to the issue of Part A of Form No. 16 for the purpose of section 203 of the Act

read with rule 31 of the Rules.

4. Hindi version shall follow.
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4.

08/2013 dated 10th October 2013 {F.No. 275/192/2013-IT(B)}

Regarding calculation of TDS on Salary.

5.

07/2014 04th March 2014 {F. No. 275/27/2013-IT(B)}

Sub: Ex-Post facto extension of the due date for filling TDS/TCS Statements for FYs

2012-13 and 2013-14 - regarding -

The Central Board of Direct Taxes (‘the Board’) has received several petitions from

deductors/collectors, being an office of the Government (‘Government deductors’), regarding 

delay in filing of TDS/TCS statements due to late furnishing of the Book Identification Number

(BIN) by the Principal Accounts Officers (PAO) / District Treasury Office (DTO) / Cheque

Drawing and Disbursing Office (CDDO). This has resulted in consequential levy of fees under

section 234E of the Income-TaxAct, 1961 (‘theAct’).

2. The matter has been examined. In case of Government deductors, if TDS/TCS is paid

without production of challan, TDS/TCS quarterly statement is to be filed after obtaining the BIN

from the PAOs / DTOs / CDDOs who are required to file Form 24G (TDS/TCS Book Adjustment

Statement) and intimate the BIN generated to each of the Government deductors in respect of

whom the sum deducted has been credited. The mandatory quoting of BIN in the TDS/TCS

statements, in the case of Government deductors was applicable from 01-04-2010. However,

the allotment of Accounts Officers Identification Numbers (AIN) to the PAOs/DTOs/CDDOs (a

pre-requisite for filing Form 24G and generation of BIN) was completed in F.Y. 2012-13. This

has resulted in delay in filing of TDS/TCS statements by a large number of Government

deductors.

3. In exercise of the powers conferred under section 119 of theAct, the Board has decided to,

ex-post facto, extend the due date of filing of the TDS/TCS statement prescribed under

subsection (3) of section 200 /proviso to sub-section (3) of section 206C of theAct read with rule

31A/31AA of the Income-tax Rules, 1962. The due date is hereby extended to 31.03.2014 for a

Government deductor and mapped to a validAIN for –

(i) FY 2012-13 - 2nd to 4th Quarter

(ii) FY 2013-14 - 1st to 3rd Quarter

4. However, any fee under section 234E of the Act already paid by a Government deductor

shall not be refunded.

(available on www.incometaxindia.gov.in)
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5. Timely filing of TDS/TCS statements is essential to ensure timely reconciliation of

Government accounts and for providing tax credit to the assessees while processing their

Income-tax Returns. Therefore, it is clarified that the above extension is a one time exception in

view of the special circumstances referred to above. Since the Government deductor and the

associated PAO/ DTO/ CDDO belong to the same administrative setup that regulates the

clearance of expenditure, the deductors/collectors may be advised to co-ordinate with the

respective PAO/DTO/CDDO to ensure timely receipt of BIN/filing of TDS/TCS statements.

6. This circular may be brought to the notice of all officers for compliance.

7. Hindi version shall follow.
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CHAPTER-VI

Key Statistics

TRACES
TDS Reconciliation Analysis and Correction Enabling System
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The updated statistics related to CPC (TDS) upto November 30, 2014 are as below:-

Attribute Numbers

TDS statements processed for 26AS / TDS certificates 1.81 Cr

for Defaults 1.80 Cr

Registration with CPC (TDS) Deductors 13.18 Lakhs

Taxpayers 3.16 Lakhs*

* Over 2.50 crores taxpayers visit CPC-TDS website (www.tdscpc.gov.in) for view of Form

26AS through 35 banks and www.incometaxindiaefiling.gov.in

Attribute Numbers

FORM 16Acertificates (from 01-01-2014 to 15-10-2014) 23.22 Cr

FORM 16 certificates (from 01-01-2014 to 15-10-2014) 3.81 Cr

FORM 16B certificates (from 01-01-2014 to 15-10-2014) 3.12 Lakhs

Justification Report (JR) 36.42 Lakhs

Conso Files (for filing Correction Statements ) 65.53 Lakhs

Consolidated TAN – PAN files 99,198

Attribute Numbers

26AS online views hits 14.76 Cr

Unique PANs viewing 26AS 2.53 Cr

Attribute Numbers

Aggregated TDS Compliance Report 4,864

Online Corrections Submitted 2,11,118

Generic or specific issue Email communication to deductors Over 1.86 Cr

Intimations generated and dispatched 94.22 Lakhs

PAN Error Intimations 21.05 Lakhs

PROCESSING & REGISTRATION

NUMBER OF DOWNLOADS

NUMBER OF VIEWS
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COMMUNICATIONS VOLUMES - EMAILS

COMMUNICATIONS VOLUMES - TICKET MANAGEMENT SYSTEM

Categories Total Volume

Registration & Login 78,361

Response to Intimations 1,25,136

Demand Notice 60,307

Late Payment 13,051

Short Deduction 30,383

Short Payment 13,527

Others 7,868

Downloading 1,64,243

Conso File 45,756

Form 16 22,573

Form 16A 55,323

Form 16B 7,343

Justification Report 31,644

Miscellaneous 1,604

Queries 1,62,514

26AS 24,131

Statement Status 60,443

General Queries 57,269

Miscellaneous 20,671

Others 42,839

Total 5,73,093

Categories Total Volume

Response to Intimations 1,47,903

Online Grievances logged 12,372
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COMMUNICATIONS VOLUMES - INBOUND CALL CENTRE

IMPORTANT COMMUNICATIONS- ISSUEWISE LIST

Categories Total Volume

Conso File/Correction 2,33,492

Form 16/16A/16B & PDF 2,18,137

Demand Notice Queries 2,20,377

Registration & Login 1,59,626

Justification Report 70,407

Challan Queries 59,019

26AS 46,698

Taxpayer related issues 39,657

Statement Status 38,741

Miscellaneous 1,60,295

Total 12,46,449

Sl. Date Particulars Deductors

No. Connected

TDS Compliance – Statement Filing

1. 19.10.2014 Reminder communication to Non-Government 77,639

Deductors: TDS Statements filed for Q1, FY 2014-15,

not filed yet for Q2, FY 2014-15

2. 19.10.2014 Reminder communication to Government Deductors: 65,163

TDS Statements filed for Q1, FY 2014-15, not filed

yet for Q2, FY 2014-15

3. 15.10.2014 Follow up for filing of Form No. 24G in FY 2014-15 250

4. 08.10.2014 Reminder to Banks for raising Flag “B” in TDS 1,15,854

Quarterly Statements against 15G/H transactions

5. 08.10.2014 Non reporting of 15G/H transaction in contravention of 45

rule 31A (4) of Income Tax Rules read with section

200 of Income Tax Act

6. 04.09.2014 Reminder communication: TDS Statements filed for 70,605

Q 1, FY 2013-14, not filed yet for Q 1, FY 2014-15
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7. 20.08.2014 Reminder to file, TDS statements where TDS has been 11,833

paid, however, Quarterly TDS Statements are not filed

8. 20.08.2014 Reminder to report tax deducted against issuance of 9,712

197 certificates for FY 2013-14

9. 13.08.2014 Reminder in cases where TDS Statements filed in 82,761

FY 2012-13, but not filed yet for any quarter in

FY 2013-14

10. 13.06.2014 Deductors advised in cases where Invalid / Not Available 1,65,000

PANs were reported consistently while submitting TDS

Statements

11. 24.05.2014 Communication to deductors who filed Correction 28,000

Statements for Valid to Valid PAN Changes after

over an year

12. 17.05.2014 Communications to deductors who reported Deductees 11,00,000

with structurally Valid PANs, but actually Invalid PANs

13. 17.05.2014 Advisory to deductors who raised for 15G/15H despite 11,500

Income exceeding amount of exemption

14. 05.04.2014 Communication to deductors submitting C9 Corrections 880

repeatedly during FY 2013-14

15. 22.03.2014 Reminder to Banks for raising Flag “B” in TDS 80,000

Quarterly Statements for 15G/15H Forms

16. 14.03.2014 Reminder to Government Deductors for filing TDS 16,000

Statements: Not filed Q2, FY 2012-13 to Q3,

FY 2013-14)

17. 21.02.2014 Communication for submitting Correction Statements 10,00,000

18. 17.01.2014 Reminder to quote correct BIN to file TDS Statements 20,394

within Due Date

19. 31.12.2013 Non - Filing of TDS Statements for FY 2012-13 9,000

TDS Compliance – Downloading of TDS Certificates

1. 21.06.2014 Reminder for download TDS Certificates 1,08,000

(Form 16/16A) for FY 2013-14

2. 15.02.2014 Communication to Govt. Deductors for Downloading 85,000

of TDS Certificates

3. 08.01.2014 Communication for Downloading of TDS Certificates 62,700
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Advisory Communications

1. 8.11.2014 CPC(TDS) communication to Govt. deductors for 1,03,539

“Mismatch in BIN” reported in TDS Statements

2. 24.09.2014 Advisory for closure of Short Payment Defaults using 74,465

Online Correction facility

3. 10.09.2014 Advisory to deductors making TDS payment through 3,155

multiple challans in a month

4. 28.08.2014 Reminder to report tax deducted against collection of 9,712

197 certificates for FY 2013-14

5. 09.08.2014 Advisory to close Short Payment Defaults using 12,42,370

Online Correction facility

6. 06.08.2014 Communication to Govt. Deductors to quote AINs in 1,65,710

their TDS Statements

7. 06.08.2014 Reminder for raising Flag “B” in TDS Quarterly 65,000

Statements against 15G/15H Forms for FY 2013-14

8. 31.07.2014 Common Errors in TDS Statements and guidelines 6,01,222

to rectify

9. 03.06.2014 Communication to sensitize deductors about 1,445

“Aggregated TDS Compliance” at Organization’s

PAN Level

10. 10.05.2014 Best practices to be followed for filing Q4 TDS 11,00,000

statements for Financial Year 2013-14

11. 25.04.2014 Communication advising simple ways to avoid 10,40,000

Defaults in TDS Statements

12. 06.03.2014 Communication about Circular 07/ 2014 for Late Fee 97,500

Levy for Government Deductors

13. 15.02.2014 Communication about inordinate delay in filing 85,000

Form 24G

14. 04.02.2014 Advisory Communication regarding Certificate u/s 2,36,000

197/197A for Lower or No Deduction of Tax

New Releases

1. 10.05.2014 Transaction based Report for NRI deductees 4,000

2. 10.05.2014 TCS Certificates in Form 27D 3,500
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3. 01.05.2014 “Aggregated TDS Compliance” at Organization’s 11,00,000

PAN Level

4. 28.04.2014 New versions of Return Preparation Utility (RPU) 11,00,000

V 3.9 and File Validation Utility (FVU) V 4.2 &

2.138 released

5. 19.04.2014 New Online Corrections without Digital Signature 10,40,000

6. 27.02.2014 PAN Verification through TRACES 10,00,000

7. 23.01.2014 Online Corrections through TRACES 9,49,000

Demand Follow-ups

1. 09.10.2014 Follow up for Payment of “Tax Deducted” within 20,322

stipulated time

2. 17.09.2014 Follow up: for Nil TDS Deposited during Financial 60

Year 2014

3. 17.09.2014 Follow up for: Substantial Reduction in TDS Deposited 5,308

during Financial Year 2014

4. 23.07.2014 Communication regarding Short Payment Defaults in 516

TDS Statements for FY 2013-14 (Exceeding 1 Lakh)

5. 09.07.2014 Communication for payment of outstanding Short 10,999

Payment Defaults with No Challans available for

consumption

6. 26.04.2014 Communication regarding Short Deduction defaults in 1,97,000

24Q FY 2012-13 TDS Statements

7. 25.04.2014 Communication regarding Short Deduction defaults in 38,000

TDS Statements

8. 22.02.2014 Reminder for Payment of outstanding Default amount 10,00,000

9. 29.01.2014 Follow up communication for payment of outstanding 4,65,000

Demand related with Late Filing
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TRACES
TDS Reconciliation Analysis and Correction Enabling System
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APPENDIX-I

MATRIX

The matrix below provides functionality-wise viewing/usage rights of different type of users’ on the

AO portal.

Menu Name Sub Menu Field Addl. Field

AO CIT CIT

Welcome NA Y Y Y

Dashboard NA Y Y

Tickets Inbox Y Y Y

Closed Tickets Y Y Y

Create New Ticket Y Y Y

Ticket Search Y Y Y

Generated Tickets Y Y Y

View Statement Processing Status Y Y Y

OLTAS Challan Details Y Y Y

TAN/AIN Details Y Y Y

Profile of Deductor Y Y Y

Default Summary Y Y Y

Form 15CA Y Y

Intimations/Communication Y Y Y

Form 26 AS Y Y Y

G-OLTAS Transfer Voucher Y Y Y

Intimations Y Y Y

Consolidated Demand Y Y Y

Conso File Y Y

(Approval

only)

Corrections OLTAS Challan Y

Force Match – Statement Y



Menu Name Sub Menu Field Addl. Field

AO CIT CIT

Add/Modify Demand Y

Bulk Upload Y

Tag / Replace Challan Y

Accounting Legacy Ledger Report Y Y Y

Summarized Ledger Report Y Y Y

Ledger Details Y Y Y

Trial Balance Y Y Y

Collection and Consumption Y Y Y

Net Demand Position Y Y Y

Gross Default Variance Y Y Y

TDR TDR Y Y Y

Quality Cases Create Quality Case Y Y Y

Modify Quality Case Y Y Y

View Quality Case Y Y Y

CreateAwareness Program Y Y Y

ViewAwareness Program Y Y Y

Enforcement Penalty Order:

Generate Intimation Y

Generate Show Cause Notice Y

Show Cause Notice History Y

Generate Penalty Order Y

Penalty order history Y

Prosecution 276B:

Generate Show Cause Notice Y

Show Cause Notice History Y

Show Cause Notice 201:

Generate Show Cause Notice Y

Generate Order u/s 201 Y
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Manual Demand
Management
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APPENDIX-II

REJECTION OF CORRECTION STATEMENTS- POSSIBLE REASONS AND
RESOLUTIONS:

Deductors can file correction statements to correct PAN of the taxpayer and/or the tax deduction

particulars through online facility at TRACES and also through electronic filing using consolidated

file at TIN-FC. There are instances where the correction statements, filed by the deductors get

rejected at CPC-TDS due to validation failures. Common rejection reasons along with the possible

resolution of the same have been tabulated below. Assessing officers are advised to sensitize the

deductors to avoid rejection of the correction statements.

Sl. Rejection reason on screen Possible Reasons of Statement

No. Rejection

1 Deductee details record number is not Sequence of challan/salary/deductee

unique for addition of new deductees detail record, being added in a correction

statement, is not in continuation of the last

sequence number for the said record in

the original statement.

Explanation:

Sequence of challan/salary/deductee detail record, being added in a correction

statement, is not in continuation of the last sequence number for the said record in the 

original statement.

Resolution:

a) Deductor should resubmit the request for conso file at TRACES Portal.

b) Open this Conso file in NSDL RPU and check whether the newly added row is in

sequence from the last row.

c) If it is in sequence, then Deductor can file the correction statement again. However,

the deductor should not file a fresh correction statement until his previous

correction statement is Rejected.

d) If the sequence number is still not proper, please contact CPC-TDS through e-mail

at contactus@tdscpc.gov.in along with the relevant details.



2 Deductee details verification keys for In the correction statement filed, non-

correction do not match with that of updatable fields are not matching with the

original corresponding details in the statement

available at CPC-TDS.

Explanation:

Deductor may have changed the fields which are not updatable fields by Mistake.

Resolution:

a) File the correction statement without any changes in non updatable fields in the

deductee details.

b) Deductors are advised to use latest version of NSDL RPU or any other software

restricting the changes in the non-updatable field for filing the correction statement

to avoid such rejection.

c) If deductor needs to change the value in any deductee row, then he should use

‘Add’, ‘Update’, ‘PAN Update’ and ‘Delete’ flag in the conso file.

3 Rejection- Latest Conso file not used Possible reason- While filing correction

statement, the deductor has used Conso

File, that is not the latest.

Explanation:

Deductor has not used latest conso file for filing correction statement.

Resolution:

a) Deductor should resubmit the request for conso file.

b) Prepare the correction statement using NSDL-RPU on the basis of this latest

downloaded conso file.

4 Rejection-Valid PAN to Valid PAN one Possible reason- Deductor is not allowed

corrections allowed to make corrections in a Valid PAN of a

deductee/employee more than once.

Explanation:

Valid to Valid PAN correction can be done only Once. The statement is rejected, since

Deductor has already filed one Valid to Valid PAN correction before the present

correction statement.

Resolution:

a) Deductor to deduct and pay TDS/TCS @20% and file the correction statement in 

order to avoid defaults in future.

b) Deductors are advised to use NSDL-RPU latest version for filing the correction

statement to avoid such rejection in future.
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5 Rejection - Challan details in correction Possible reason-

do not match for some of the non If deductor submits a correction statement

updatable matched challan columns to update existing matched / partially

matched challan with updates on one or

more of following fields then validation will

fail with mentioned reason:

- TDS – Income Tax

- TDS – Surcharge

- Education Cess

- Interest

- Others

- Last Total Tax Deposited

- Last BSR Code

- Last Date on which Tax is deposited

- Last Challan Serial number

- Last Transfer voucher number

- Whether TDS deposited by book entry?

(Yes/No)

Explanation:

If deductor submits a correction statement to update existing matched / partially matched

challan with updates on one or more of fields other than the following: a) Interest b)

Others and c) Section Code, change in any other field will lead to rejection of the

correction statement.

Resolution:

a) Deductor should download latest conso file from TRACES and file correction

statement without making any changes in any field of BOOKED Challan except

‘Interest, Others & Section Code’.

b) Deductor’s are advised to use NSDL-RPU latest version for filing the correction

statement to avoid such rejection.

6 Rejection- Challan detail verification keys Possible reason-

do not match with that of original If any of the verification key does not

match with previous statement then the

current statement is rejected with

mentioned reason. Verification keys are

given below:

Verification keys for Non Nil statement

provided with last transfer voucher no.

are:
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- Last transfer voucher no.

- Last Bank-Branch Code/Form 24G

Receipt Number

- Last date of transfer voucher no. / Bank

Challan no.

- Last total deposit as per challan

Verification keys for Non Nil statement

not provided with last transfer voucher

no. are:

- Last bank challan no.

- Last bank BSR code

- Last Date of transfer voucher no. / Bank

Challan no.

- Last Total Deposit as per challan

Verification keys for Nil statement are:

- Last Date of transfer voucher no. / bank

challan no.

- Last total deposit as per challan

Explanation:

If any of the verification key does not match with previous statement then the current

statement is rejected with the mentioned reason.

Resolution:

a) Deductor should not make any changes in the Non-Updatable fields of the previous

statement.

b) Deductors are advised to use NSDL RPU latest version for filling the correction to

avoid such rejection in the future.

7 Challan details have different values than Total Challan Amount is less than the sum 

that of original for C3 correction with o f TDS+In te res t+Others Amount

status as NULL

Explanation:

Total ChallanAmount is less than the sum of TDS+Interest+OthersAmount.

Resolution:

a) Deductor should update the Challan Amount only upto the Available Challan

Balance.

b) Deductor should pay excess amount through a new challan/book entry and then file

correction statement.
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8 Challan details record number not Challan details record number not present

present in the database in the database

Explanation:

Challan details record number is not present in the database of the CPC-TDS

Resolution:

Please contact to TDSCPC through e-mails at contactus@tdscpc.gov.in along with

relevant details.

9 Deductee details record number not Deductee details record number is not

present in the database to update or present in the database to update or

delete delete.

Explanation:

Deductee details record number is not present in the database due to technical issue for

updation or deletion.

Resolution:

Please contact CPC-TDS through e-mails at contactus@tdscpc.gov.in along with

relevant details.
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APPENDIX-III

CENTRAL ACTION PLAN 2014-15 (TDS UNITS)
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PROSECUTION & COMPOUNDING:

Relevant extracts of Chapter-XII of Central Action Plan 2014-15 is given below:-
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DIRECTORATE OF INCOME TAX (PR, PP & OL)

MAYUR BHAWAN, NEW DELHI-110001


