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· This menu facilitates you to add, Edit and Delete the deductors (the party who deduct the TDS) details and Responsible person details.

[image: image2]
· The next process is to add the details of  Responsible Person, After the Enter on Party Master the above screen will be displayed to you here you can add 

· the Name and address of the assessee, 

· the date of birth, 

· status,

· Pin code, 

· City, 

· state, 

· Designation, 

· Employer Category, 

· Status and TDS No.
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· After finishing the above steps one can go to add, Edit and Delete the Information of Deductee (the party whose TDS are deducted) from 
4. T.D.S. Management -> 1. Master -> 1. Deductee Master.

· This menu also facilitates you to add new Section from Section Master.

· This menu also facilitates you to Add, Edit and Delete the Section Master, Rate of TDS from Payee Type.
· From this menu one can also View or Print the Deductee list and edit the Deductor details from Company Details from this menu also. 
· This menu also facilitates you to Copy Deductee Master from another Deductee Master.
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· For entering the details of Deductee one can go above menu from.
4. T.D.S. Management -> 1. Master -> 1. Deductee Master. the above menu displayed on your screen here you have to fill up the following details.
Following Details are mandatory to avoid error.

· Party Name

· Pan

· Type: 01. Company 02. Non-Company 03. Employee
· If, deductee is employee than you must Press Y on I-TAX Cer. And fill up following Details in case of Employee.

· Emp. Sr. No.

· Sex, designation
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· This menu facilitates you to entering the data of T.D.S., T.C.S., Challan, T.D.S. Acknowledgement, 16A & 27 D Process and also helpful you to create a challan from this menu.
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· For fill up the details of Payment credited to the deductee, one can go to add the details from 4. T.D.S. Management -> 2. Transaction -> 1. T.D.S. the above screen will be shown on your screen.

· Here, you have to fill up
·  the date at which the Payment Credited, 
· Select Party from the list and as well as select section from list, 
· Fill up the amount Credited, 
· After entering the amount of T.D.S. Amount will be automatically calculate at the rate prescribed by the authority.
· In case of Lower Deduction of T.D.S. you can 
· Press A for Lower Deduction and 
· Press B for No Deduction in Lower Tax Column.

· After entering the above details it will ask you to save the records.

· For entering the T.C.S. details follow the same procedure from 
4. T.D.S. Management -> 2. Transaction -> 2. T.C.S.
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· After entering the details of T.D.S. one can go to add the challan details from the menu 4. T.D.S. Management -> 2. Transaction -> 3. Challan. The above screen will be display on your screen.

· Here, you have to enter the Challan clearing date as payment Date and enter the challan no. which is scroll by the bank on challan, after entering the date of clearing a menu will be display with a transaction records, from this menu you have to select Transaction which is adjusted against the challan after selection of transaction you have to press ESC for the next process. Tax amount, Surcharge and Education Cess will be automatically taken from the selected transaction you have to enter only Interest and Penalty, If any.

· In case of Cash payment write down CASH and select the BSR Code from the list, after entering the above details this will ask you to save the record.
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· After finishing the Transaction and Challan steps if you want to issue Form 16A, 

You may go to generate the Form 16A from 4. T.D.S. Management -> 2. Transaction -> 4. Process 16A. the above screen will be display on your screen for generate the form 16A here you have to press INSERT, a list will be open on your screen, from this list you may select all or one of them to generate form 16A by entering the transaction and by pressing ESC a message will be shown to you this message shown you a Period from and to which period you want to generate the Form 16A.

· For generation of T.C.S. form 27D one can go through 4. T.D.S. Management -> 
2. Transaction -> 6. Process 27D. The same procedure will be followed for generate  form 27D.

[image: image9]
· For generate the Form No.16 (Salary Certificate) one can go the above menu from     
4. T.D.S. Management -> 2. Transaction -> 5. Form 24Q. In this menu you have 
To enter salary details of whole year for generate Form No.16.

· If any accommodation given to employee you may also fill up Form 12BA from 
This menu by passing the above screen.
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· 4. T.D.S. Management -> 2. Transaction -> 7. TDS Acknowledgement, this option will be facilitates you to entering the Acknowledgement Number of Quarterly Return of 24Q, 26Q and 27Q. 
·  4. T.D.S. Management -> 2. Transaction -> 8. Challan 281, this option will be facilitates you to Creating & Printing the TDS Challan.
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· This menu will facilitates you to print the Register and Summary of T.D.S. with different option like with challan, without challan etc.

· From this menu you can print Form No. 16 (Salary Certificate) and Form No. 16A (Non-Employee Certificate) which you have already generate from the Transaction Menu.
· From this menu you can also print Annexure wise report of form 24Q, 26Q and 27Q for your office support.
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· This menu facilitates you to print the T.C.S. Register.
· From this menu you can print Annexure wise Report of Form No.27EQ for your office support.

· From this menu you can print Form No. 27D (Certificate) of T.C.S. deducted party which you have already process from the Transaction menu.
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· This menu help you to print the Challan Register that you have already filled in Previous process.

· This menu also help you to know about how many challan are pending to generate against the entry you made from Transaction.

· This menu also help you to know about which parties return are pending to generate FVU file.
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· This menu facilitates you to generate FVU file and also enable you to print Form No.27A (physical form) from this menu for filing with CD.

· You can also Generate NIL Return of Form No.24Q and 26Q.
· For how to generate FVU file the further process will be given in next page.
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· For generate the FVU file you have to enter on Form 24Q, 26Q and 27Q enter on the one of them the above screen will be display on your screen.

· Here, you have to enter the following details to generate FVU file;

· Date at which you are filing the return, 
· Quarter for which you are filling the return and enter File name.
·  you can also typed file name as you want, after entering the file name a message will be display for generate the file in this message two option are display YES and NO, on press YES the above message will be display on your screen. 
· The above message help you at which path the generate file has been saved. 
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· After processing previous steps the above message will be display on your screen. This message will ask you to generate FVU File on the path given in previous steps.

· If, the data filed by you are correct than following message will be generate on your screen: “FILE GENERATE SUCCESSFULLY” this FVU file will be saved on the path given in a previous steps OR

· if the data filed by you are incorrect than below message will be generate on your screen: “ERRORS FOUND DURING VALIDATION” and this error message will be saved on the path given in a previous steps. 
· For know which type of errors are generated you may go to the path given in above process.
· The same procedure followed for generation of Form 24Q, 26Q and 27Q.
· If following type of message display while you validate your return then you should go to ITX folder and rename TDS_FVU_ into TDS_FVU_STANDALONE.
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· The above screen will be display on your screen for generate Form No. 27A.

· Here, you have to enter date, Quarter, No. of Annexure for generate form.

· If you return is revised than Press Y on Revised Column and write down the Original Receipt No.

· After finishing the above steps the above message will be display for generate Form No. 27A in GUI Format (Window Format) or DOS Format.
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· This menu facilitates you to generate FVU file from Form No. 27EQ and also you can print Form No. 27B (physical form) from this menu for filing with CD.
· For generate the FVU file further process will be given in next page.

[image: image20]
· For generate the FVU file you have to enter on Form 27EQ the above screen will be display on your screen.

· Here, you have to enter the following details to generate FVU file; 

· Date at which you are filing the return, 
· Quarter for which you are filling the return and enter File name.
·  you can also typed file name as you want, after entering the file name a message will be display for generate the file in this message two option are display YES and NO, on press YES the above message will be display on your screen.

· The above message help you at which the generate file has been saved. 
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· After processing previous steps the above message will be display on your screen. This will ask you to generate FVU File on the path given in previous steps.

· If, the data filed by you are correct than following message will be generate on your screen: “FILE GENERATE SUCCESSFULLY” this FVU file will be saved on the path given in a previous steps OR

· if the data filed by you are incorrect than below message will be generate on your screen: “ERRORS FOUND DURING VALIDATION” and this error message will be saved on the path given in a previous steps. 

· For know which type of errors are generated you may go to the path given in above process.
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· The above screen will be display on your screen for generate Form No. 27B.

· Here, you have to enter date, Quarter, No. of Annexure for generate form.

· If you return is revised than Press Y on Revised Column and write down the Original Receipt No.

· After finishing the above steps the above message will be display for generate Form No. 27B in GUI Format (Window Format) or DOS Format.
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· You can also Run File Validation Utility From this menu.

· This menu facilitates you to generate Revised Return Utility, entering on the Revised option a Government utility will be open in a windows screen.
· Further process to generate Revised Return is given in next page.
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· To generate Revised Return you have to enter on revised option then above screen will be open is your windows.
· Here you have to select following option;

· Form No (For which return you want to revised your return ex.24Q, 26Q etc.)

· Click on Correction option then above two options will be display to you. here you have to click on 1st option (Import Regular file to be corrected)
· When you click on the above option below menu will be open in your window. [image: image25.png]wn o o
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· In this menu you have to select FVU file for which you want revised your return.
· After finishing the above steps a message will be displayed on screen like; “FILE IMPORTED SUCCESSFULLY”. 

· On click ok a following menu will be open;
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· In this menu you have to fill up Original Return Receipt No.

· After fill up the Receipt No. click on Prepare Correction Statement. Below screen will be open on your screen.
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· In this menu your all the data will be imported from FVU file. Here you have to click on Challan or Annexure I to update your data. On click the annexure I or challan below screen will be open on your screen.
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· In this menu you have to click on scroll in third column on clicking the scroll following option will be displayed;
· Update, Pan Update and Delete
· You have to choose one from above three option on the record which is update after filing your original return.
· After finishing the process you should click on Create File option on clicking this option it will ask you path at which you want to save your Revised Return FVU File.
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