A Brief Overview of the Procedure for E-Filing of Returns

The procedure to file e-returns can be described in brief in the following flowchart:
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Figure 1: Process of e-Filing



This file is written to help a users file their e-returns online using the Income Tax
Department E-Filing website. The user must have finished the registration procedure and
obtained his unique User ID and Password before attempting the following procedure.
Follow the step-by-step procedure given below to successfully file your e-returns:

Step 1: Choose method of e-filing

There are three methods by which individuals/corporates can file their e-returns:

e With Digital Signature: To file using this method, you must have a digital
signature to sign the e-return form. It involves no paper work. The entire
procedure is done online and is the quickest method to file your e-returns.

¢  Without Digital Signature: For people/organizations that do not have a digital
signature, the procedure is:

o The e-return form should be filed online and uploaded to the Income Tax
Department server.

o A print out of the form and provisional acknowledgement (shown on your
screen when the e-form has been uploaded successfully at the Income Tax
Department server) with your physical signature should be submitted to
the nearest Income Tax Department office.

¢ Through Intermediaries: The intermediaries include chartered accountants and
other financial bodies who file e-returns on behalf of individuals/organizations.
They mostly file the e-returns in the batch or bulk mode.



Step 2: Login to the Income Tax portal

After deciding on your method of e-filing, the next step is to login to the Income Tax
portal (http://incometaxindiaefiling.gov.in/portal/) using your user ID and password.

Click the button to continue.
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Figure 2: E-Filing Web Site



Step 3: Download form and other utilities

On logging on successfully to the portal, note the menu displayed on the left hand side of
the window. Also note the Menu displayed on the Top of the webpage.
The links are:
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Figure 3: Menu Bars After Login

Top Menu

Home: Takes you back to the home page.

About Us: Gives and Overview of the Web Site and the need for it. It also
contains the Contact Information for the Citizens.

Downloads: Various documents and software can be downloaded here.

Help: You can find out more about the procedure to file their e-returns.
Frequently Asked Questions (FAQ) can also be downloaded here as a PDF format
document.

Feedback: The Directorate of Income Tax welcomes constructive suggestions
and feedback from the Citizens, which it finds invaluable in continuously
improving its service to the Tax Payers. You need to be logged in to provide
feedback.

Other Services: Other Services already offered by the Directorate of Income Tax,
but not directly related to Submitting of Returns for Form 1, Form2, Form 3 and
Form 3B for the current Filing Season. Services like Know Your PAN, Know
Your TAN, Download Challan can be found here.

My Account: You can view personalized information like Details of your
previous Return, or Refund, if applicable, and Edit Your Profile, by availing this
Service.

Logout: To logout from the website.
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This Navigation Bar allows you to focus on the Specific Forms, Form 1, Form 2, Form
2F, Form 3 and Form 3B. The above image shows the view when Form 1 has been
selected.

¢ Overview: Clicking this option will provide an overview of the selected Form.

e Who Should Submit This Form: Provides a brief note on who is eligible to
submit the selected Form.

e Downloads: Provides a collection of downloads specifically for the selected
Form. These would include free Client Side Utilities, and other downloads that
are aimed at helping the Tax Payer to file e-Returns.

¢ FAQ: Frequently Asked Questions relating to the Forms and e-Filing of Returns.

e Help: Suggestions, and added facts to help you e-File the Returns.

¢ Submit Your Return: Click on this when you are ready to upload the e-Filing
XML File. You must be logged in to access this, or upload your Return.



Process of E-Filing

To file your e-returns, you will first need to download the form and other utilities. Click
Downloads. The following window is displayed. The example shown below is for Form
1 and Form 3B.

Click on the hyperlink to start the download
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Figure 5: Download Menu

For all users, it is important that you download the XML Validation Utility. Any e-return
file has to be validated before it is submitted on to the Income Tax Department server.
This utility check for obvious mistakes on the local machine itself, thus, reducing the
uploading time while submitting the file.



You will need to choose your appropriate form and a file format (PDF, Excel, or EXE) to
download. Click the Download option for Click here to download the form <form
number> application in Excel and EXE.

Based on your comfort level with an application, choose the format for your appropriate

form. Forms 1, 2, 3, and 3B

Windows Application

are available in three formats:

@ e

Excel Application

Figure 6: Types of Forms

Whichever format you choose, an XML file has to be generated after filling in the

relevant information, and va

lidated before it can be submitted online.

e Option 1 (EXE format (Windows application) - Form 1 of size 1MB and
Form 3B of size approx 900KB): Downloading this application allows you to
enter data, save incomplete files, resume work whenever needed, export to Print,
and generate an XML format of the file.

A pre-requisite software, of size 7 MB should be installed on the local computer
for this application to work. It is available for free download on the website in the
Downloads window.
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Figure 7: Option 1 — EXE Format



The procedure to file the e-returns using the EXE format will be as follows:

o Fill in the relevant information

o Save the file (complete or incomplete). The file will be saved with a .xml
extension.

o Validating the completed file is done by double clicking the XML
Validation Utility, which was downloaded previously. Choose the XML
file in the utility and click Validate.

o If there are errors, correct them. Keep validating and correcting errors
until there are no more errors displayed.

o The XML file is now ready to be uploaded.

e Option 2 (Excel Sheet - Size 400 KB): This opens up an Excel sheet to enter the
relevant e-return information. This file can be saved.
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Figure 9: Option 3 — Excel Format

The process to be followed with an Excel sheet is:

o Fill in the relevant information and save the file.

o This Excel application comes along with an embedded validator. Right
click the saved Excel file to invoke it. It validates the form and generates
an XML format of the file on the local machine.

o Validator must now validate this XML format. Double click the XML
Validation Utility application that was downloaded previously to validate
it on the local machine itself.



o Correct the errors, if any. Keep validating and correcting until there are no
more errors.
o The XML file is ready to be uploaded.

Anyone who wants to create any other application to create the XML e-return file can
download an XML schema (the file with the extension .xsd) which will help them use
their application suited to their needs but still conform to the XML format required by the
E-Filing System. You can download the XML schema by clicking the Download option
near Click here to download the XML Schema for Forms <form numbers>.

Click on the hyperlink to start the download
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Figure 10: Download of Schema - .xsd format



Step 4: Upload the XML file

To upload the XML e-return file, click Submit Your Returns.
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Figure 11: Click to Submit Your Returns

On clicking Submit Your Returns, a page similar to the one displayed below appears
where you must click Browse to select your XML file.

Welcome to the E-Filing of Return

PAN AAGPDAA030

USERID ramu

Select the XML File |

Cerification chain (Base64-encoded) |

Digital signature (Baseb4-encoded) | |

|_5lemit J | Resst |
Figure 12: Upload XML and Submit

If you opt to digitally sign the form, drag and drop your digital signature and your digital
certificate. Otherwise, leave the fields blank. Click the Submit button to continue
uploading the e-return XML file.



Step 5: Print the Provisional Acknowledgment
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Return uploaded successfully.

Provisional Acknowle dgement Number

PAN ASACRI040R
PAN rmanana
GROSS TOTAL INCOME 200000007
DEDUCTIONS UNDER CHAPTER ¥I-A 20000003
TOTAL INCOME [B-C] 9000000008
TAX PAID

i)TDS/TCS 100000

ii)ADVANCE TAX 900000022

iii)ADVANCE TAX 9000000027

iv)TOTAL OF [i+ii+iii] 9900100049
YALUE OF FRINGE BENIFITS 1234567
TAX PAID

i)ADVANCE FRINGE BENEFIT TAX 104

ii) FRINGE BENEFIT TAX on SELF AST 4444444

AAAAAA

i TOT At
ACKNOWI EDGEMENT NUMBER
DATE

90000154
I

&l

Your return belongs to : DELHI REGIONAL COMPUTER CENTRE AT R. K. PURAM, DELHI

Click here to continue
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If the e-return has been filed successfully, you will now get an acknowledgement
number. If you had digitally signed the form, the filing process is over. You can take a

Figure 13: Print Provisional Acknowledgement

print out of the acknowledgment number for your records.

If you did not opt for the digital signature,

e Take a print out of the form you had filled up electronically, sign at the required
places
e Take a print out of the acknowledgement receipt given to you by the Income Tax

Department server
Attach the form and the acknowledgement receipt together
e courier it to the nearest Income Tax Department office.



