
Procedure to download the Forms 16/16A:

1. Go to the website www.tin-nsdl.com.
2. Under the menu ‘Login’ select the submenu ‘TAN Account’ and click on submit.
3. Then login using the available user id, password and TAN number.
4. Now, from the drop down menu ‘TDS Certificate’ select either ‘Request Form 16A’ or ‘Request Form 16.’
5. Now provide the 15-digit token number (token no of 26Q of any quarter for salary, token no of 24Q  of appropriate quarter for Other than Salary)
6. Select the appropriate financial year. Also select the appropriate quarter in case of request for Form 16A.
7. Now some verification details will have to be provided. 
For Form 16: 
To request Form 16 provide details of one challan (BSR Code, Challan serial number, Date of Deposit, Amount) and three distinct deductees of the Form 24Q statement of which token number is provided in previous screen (PAN number of the deductee & amount of tds deducted). In case of multiple entries for a PAN in TDS return, individual amount for a record is to be quoted not the sum total of amount deducted for that PAN.
For Form 16A:
To request Form 16A provide details of one challan (BSR Code, Challan serial number, Date of Deposit, Amount) and three distinct deductees of the Form 26Q statement of which token number is provided in previous screen (PAN number of the deductee & amount of tds deducted).  The details of the deductees need not be of the same challan. It just needs to be of the same quarter.
8. After successful verification, request number is generated and the Form 16/16A file is e-mailed to the 
      user within 48 hours on the e-mail ID provided at the time of TAN registration and available for 
      download under the menu  ‘Downloads’. Download the tds certificates generated from the downloads 
      menu.
9. Now right click on the .txt file in the zip file and extract in onto the computer. For this, the 12-digit TAN 
     registration number received at the time of TAN registration is required to be quoted. 
10. After that, under the menu ‘TDS certificate’ in the tin-nsdl website, select the ‘download PDF Converter option’ and save it in the desired location on the computer. Then unzip the file.
11. Double click on ‘PDF Converter Utility_SHA2.bat’ to operate the pdf converter utility. Provide the details asked for,  and click on ‘Generate PDF’ in order to generate the TDS certificates.
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