ACES

USER MANUAL - ST REGISTRATION

ACES

Automation of Central Excise and
Service Tax

User Manual
For

ST Registration




ACES

USER MANUAL - ST REGISTRATION

Table of Contents

I [0 foTo [U Tt i o] o RO TP PP PP PR PPPPPPPPPPPP
P I = =T 153 1 = 11T o PR
2.1  Registration With ACES..........cooiiiiiiiiiie e e ae e 4
0 St R T E o 1] 1o PP RPPPPUPPRRRIN 4
2.1.2  Navigational Path ........cccceiiiiiiii e e 4
2.1.3  Operating iNSrUCHONS .....ceeee it e e e s aaeaeeneeas 13
2.1.4  BULON DESCHPLONS. ..ttt i ei it iiee ettt ettt s s s e e e e eeeeeaaee e eeeeeeeeeaeeeree 16
2.2. Migrating the Details of Existing Assessee into ACES ........ccccccevviviiiieinnnnns 17
2.2.1  DESCHPUON oiieeee ettt e e e e e et be e e e tbr e e e reaaeeeeeeree 17
2.2.2  Navigational Path ........cccciiiiiiiiii e e 17
2.2.3  Operating INSrUCHONS. .....ccoeiiiie i e 17
2.2.4  BULON DESCHPLONS. ..ttt e eiei ettt ettt s s e s e e e e e eeeeaaee e eaeeeeeeeeaeenee 18
2.3. Registration Of NON-ASSESSEE'S ....uuuuiiiiieiiiiiiiiiiieiiiii et aeaeeeeeae 19
2.3.1  DESCHPUON oiieeee ettt e e e e et e et e a e e e e e aeaerne 19
2.3.2  Navigational Path ........cccoiiiiiiiiiiie e e 19
2.3.3  Operating INSrUCHONS. .....ccoeiiiie i e 19
2.3.4  BULON DESCHPLONS. ..ttt ieieiiiee et ettt s r s e e e e eeeeeaaee e eeeeeeeeeaaeerne 26
2.4, FilliNG STL fOMMN. ittt e e e e e e e e e e e eeeerees 27
2. 4.1 DESCHPUON oiieeee et e e e e e et e e e tb e e e reaaeeeeeeree 27
2.4.2  Navigational Path .......ccccoiiiiiiiiiii e e 27
2.4.3  Operating INSrUCHONS. .....ccoeiiiie i e 27
2.4.4  BUION DESCHPLONS. ..ttt eie i ettt et s r s e e e e e eeeeaaee e eeeeeeeeeaaeeree 37
2.5, Amendment of RegiStration.............uuueieiiiiiiiiiiiii e 38
2.5 1 DESCHPUON oiieeeieieee et e e e e et e et bbb e e neaaeeeeeeree 38
2.5.2  Navigation Path ...........cciiiiiiiiii e 38
2.5.3  Operating iNStrUCHONS ... ..cceeei it e e e s aaeaeneneas 38
2.5.4  BULON DESCHPLION ..uvvtiiieie ittt e s e e e e e eeee e e eeeeeeeeeseeennes 48
2.6. Surrender of RegISIration ..........ccouuiiiiiiiiiin e e 49
2.6.1  DESCHPUON oiieeeeeieee et e e e et et e e a e e e e e eeeeaae 49
2.6.2  Navigation Path............ccoiiiiiii e 49
2.6.3  Operating INSrUCHONS. .....ccoeiiiieiieiiie i e 49
2.6.4  BULON DESCHPLONS. ..utuii i eieiiiee et et s r e e e e eeeeeaaee e eeeeeeeeeaaeennes 53
2.7. Change PaSSWOIM .......uuuiiiiiiiieiieiiietiiie eeeeeeeee et s e s s e e e e aaees saaaeaaeeaeeesaeenrens 55
2.7.1  DESCHPUON oiieeee et e e e e et e e s ee bbb e s e e s aaaeeeeeeree 55
2.7.2  NavIgation Path ...........cciiiiiiiiii e e 55
2.7.3  Operating INStrUCHONS. .....ccooiiiie i e 55
2.7.4  BUON DESCHPLION ..uvvtiiieieiie e iieie ittt ettt r e s e e e e e eeee e e eeeeeaeeeseennnes 57
2.8, FOrgot PaSSWOIQ.......ccuuuuiiiiiiieeiee ittt s e e e e e s s e e e e e e e aeeaeeeaees 58
2.8.1  DESCHPUON oiieeee et e e e e et et e n e e e e e aeaeree 58
2.8.2  Navigation Path............ccoiiiiii 58
2.8.3  Operating INSrUCHONS. .....ccooiiiieiieieiie e e 59
2.8.4  BULON DESCHPLION ..uvvviiieieiiiee ettt ettt s e s e e e e e eeeeaae e aeeeeeeeeseeennes 60




ACES

USER MANUAL - ST REGISTRATION

1. Introduction

Registration Module of Service Tax introduces an online system that brings the
Service Providers, Service Receivers and Input Service Distributors, under the
electronic purview of the Service Tax.

To transact business all users have to first register with ACES (Automation of Central
Excise and Service Tax) application. This registration is not a statutory registration as
envisaged in Service Tax Act but only a registration with the system.

The registration with ACES is a simple process and is done by giving user
credentials like Username, E-Mail ID, Unit Name, Designation and Phone Number. At
the time of submission of these details the password will be emailed to the user on
the respective e-Mail ID, which along with the username will be used for login into the
system.

Once logged in for the first time, the user will be compelled to change the pa ssword
and choose a new password and a hint question along with its answer. The hint
guestion and answer are used for authentication and password re-generation in the
event of user forgetting the password. On the homepage, the user can perform
various tasks through the incorporated menu options such as REG, RET, REF, SDR
etc.

After Assessee fills the statutory registrations form i.e. ST1 Form, functionalities like
filing Returns, claiming Refunds, accessing the proceedings of Disputes, viewing
documents like Provisional Assessment and Show Cause Notices are available.
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2. ST Registration

2.1 Registration with ACES

2.1.1 Description

The registration with ACES is the process by which the user registers himself with
the ACES electronically; it is a mechanism by which the user gets introduced to the
system.

The user is required to visit website http://www.aces.gov.in. In the homepage user
selects Service Tax option and gets a login screen.

The user may login into the system directly if already registered or may register with
the system as a new user.

2.1.2 Navigational path
For a new user the sequence of steps of registering with the ACES is as following:

Usera Login pagea “Register with ACES” screena Submit the details.

CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

User Mame : |padamjain

——
Password :

> Logon || Clear |

Mewy Uzers to Click here to Fargat your password
Register with ACES
Knowy your location Knowe your location based on locality

@ Copyright Information 2007

Figure: 2.1 Screen for Login to ACES

Enter the User Name and Password. For Assessee the User Name is the
login ID given at the time of registration with ACES

Click on the Logon button to login to the system

Click on Clear button for entering the User Name and Password afresh
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The page will be filled up with details and validations as per the following
table:

Field Name Description Validation Example

User Name This is the login ID At the time of | padamjain
given by the user at | submission of
the time of the user name
registration with and password,
ACES this entry is
checked
against the
username that
are presentin
the system.
The useris
alerted if no
match is
found.

Password The password of the | This entry is
user checked
against the
password that
had been
generated and
sent to the
user on his E-
Mail account.
A mismatch
creates an
alert.

Table 2.1: Field Descriptions for Login Screen

The login page has the following buttons for navigation:

Logon: On clicking the logon button, the system logs the user into the system and
takes the user to the home page, provided the User Name and Password as entered
by the user are correct. Otherwise it prompts the user for the same.

Clear: In case user wants to enter the credential afresh, he can click on Clear button.

Already registered users with ACES logs into the system and if not registered, the
user has to register himself with ACES through the “Click here to Register with
ACES".

In caser the users forget their passwords, they can click on “Forgot your password”
hyperlink to request for generating new password. The process has been explained
in details in chapter 2.8.

The login page also has following hyperlinks which can be used by the user to
explore their locations:
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Know your location: On clicking this hyperlink user can know his/her location based
on the jurisdiction i.e. Commissionerate, Division and Range.

P

o g’%ﬁ CENTRAL BOARD OF EXCISE AND CUSTOMS
/&y—mj;‘% Ministry of Finance - Department of Revenue

LIST OF STATES
AMDANMAN AND NICOBAR
AMDHRA PRADESH
ARUNACHAL PRADESH
ASSAM
BIHAR
CHANDIGARH
CHATTISGARH

DADRA AMD MAGAR HAWVELT

DAMAN AND DI
LDELHI

FOREIGH

a0A

GUJARAT

HARANA

HIMACHAL PRADESH
JAMMLI AMD KASHMIR
JHARKHAND
EARMATAKA

KERALA
LAKSHADWEER
MADHY A PRADESH
MAHARASHTRA

MANIPLIR,

MEGHALATA
MIZORAM
MAGALAND
DRISSA
POMDICHERRY
PUMIAR
RAIASTHAM

SIKKIM

TAMIL MADL

TRIPURA

UTTAR PRADESH
UTTARAKHAMD

WEST BEMGAL

|§® cancel |

@ CopyRight Information 2007

Figure: 2.2 ‘Know your location’ Screen showing List of States

Clicking on State hyperlink, next screen will show the Commissionerates under the
State.
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CENTRAL BOARD OF EXCISE AND CUSTONS

Ministry of Finance - Department of Revenue

COMMISSIONERATE UNDER THE STATE:TAMIL NADU
COMMISSIONERATE NAME COMMISSIONERATE ADPDRESS
-, 121 (MEW MS.26/1)

FAALATIAA SANDHT ROAD
MM GARMBAKIAT

COMMISSIONERATE
cODE

MM GAMBAKIAT

os CHENMMAI-T

drs@asciza. nicin
MO 92 MHU COMPLEX
AMMA SALAT

MAN DA

PLAM D ARLAT

sz CHEMMAI-IT

FMAHATHMA GANDHI ROAD
MM G ARMEAKAT

MM GARMBAKIGAT

ss CHEMMAI-IIT

enE@excise. nic.in
- MHU SOMPLER.STH FLR
a2, AMHA SaLaT

MANDAMAR

MAM DA

=5 CHEMMAL-TWw

Bl

2TD STREET

RACE COURSE ROAD

COIMBATCORE CEMTRAL

Diztrict: ©OIMBATORE
=2s CoIMBATORE

Lz LTU CHEMMAT TAMIL MaDU
-ass

Lal BHAGADUR SASTRI ROAD
IE TR

TALLakuLam

=24 MADURAT

dasz-zsz0z97

cexmadur@touchtelindia. net

FoULKES coMPoOUND
ANAIMEDU

s2 SAaLEM

MAN DA

MAMDAMAM
SERWICE TAX COMMISSIOMERATE Dristrick: SHEMMAT
CHEMMAT

da44-z4z22048

chenmaisarvicatax@datacns.in

CAMTOMMENT
TIRUCHIRAPPALLI

=0 TIRUCHIRAPALLL

SOUTH BYE-PASS ROAD
AMMARPET
WAMMARPETTAL

54 TIRUMELWELI

Phar=(2): 04£2-2502217
daez-zs0z2=1sS

cextulcom@sancharnet.in

[ |§® cancel

= CopyRight Informstion 2007

Figure: 2.3 ‘Know your location’ Screen showing List of Commissionerates
under State

Clicking on Commissionerate Code hyperlink, next screen will show the Divisions
under Commissionerate.
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

GIVISIONS UNDER THE COMMISSIONERATE:CHENNATL-T
DIVISION
CODE DIVISION NAME DIVISION ADDRESS
-, 459 (317)
ANMA SALAT
AMAMDA OFFICE SOMPLEX

TEVMAMPET
Cristrict: CHEMMATL

0501 CHEMMAI-A TAMIL MADU
PINCODE: 600018
Phone(1): 044-24328097
Fhone(2): 044-24337932
fax(1): O44-24333550

: edecs_div0S0d1

District: -
osos CHEMMAI-AB TAMIL MADU
PINCODE: -2
Phone(1)
Phanelz): -
Fas(1): -

-, 459 (317)
AMMA SALAT
ANANDA OFFICE COMPLEX
TEVMAMPET
Districk: CHEMMAT

osoz CHEMMAI-B TAMIL MAD U
FINCODE: 60001
Phone(1): 044-24364592
Phone(2): 044-24351542
fax(1): 044-24357063
faxlz): -
email: edecs_div0S0z
-, 1775
dawAaHARLAL MEHRU IMMER RIMG RD

AMMAMNAGSAR WESTERM EXTH
Districk: CHENMAT

0502  CHEMMAI-C TAMIL MADU
PINCODE: 00101
Fhona(l): 044-26155630
Phone(2): 044-26155698
fax(1): 044-26155699

email: edecs_div0503
-, 1775
Jaw AHARLAL MEHRU IMMER RIMG RD

AMMANAGAR WESTERM EXTH
District: CHEMMAL

0504  CHEMMAI-D TAMIL MADU
PINCCDE: 600101
Phoma(l): 044-2615520%9
Phone(2): 044-26155906
fax(1): 044-26155307
fax(2)
ema

edecs_div0504

B 7S
JawiAHARLAL MEHRU INNER RING RD

AMMANAGAR WESTERM EXTH
Dristrick: CHEMMAT

0S50S CHEMMAI-E TAMIL NADU
PINCCODE: 600101
Phone(l): D44-26155880
Phome(2): 044-26155887
fax(1): 044-26155386
Faxl2): -
ernail: edecs_div0S0S

Districk: -
0599 DUMMY DWN FOR MISC ASSESSEE -

PINCODE: O
Phonef1): -0
FPhone(z): -0

MAHATHMA GANDHI ROAD
NUNGAMEAKKAM
NUNGAME A K KAM
Diistrick: CHEMMAT

osoo bt TAMIL MAD U
PINCODE: 600034
Phone(1): 044-28331068
Phone(z): 044-28331001
fax(l): 044-28331133
fax(2]: D44-0
ernail: cexrnds@usnl.corn

rE‘E _C_aﬂ ce Iii |

@ CopyRight Information 2007

Figure: 2.4 ‘Know your location’ Screen showing List of Divisions under the
Commissionerate

Clicking on Division Code hyperlink, next screen will show the Ranges under the
Division.
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

RANGE

CODE RANGE NAME

050101 CHEMMAI-A-1

-, 453 [317)

AMMA SALAT

AMANDA OFFIGE COMPLEX
TEYNAMPET

Districk: CHENMAI

TAMIL HADU

PINCODE: 600018
Phone(l): 044-24326843
Fhonel(2): 044-0

fax(1): 044-0

fax(2): D44-0

RANGES UNMDER THE DIVISION:CHENNAIL-A

RANGE ADDRESS

050102 CHEMMAT-A-2

email: -
-, 459 (317)
AMMA SALAT

AMANDA OFFICE COMPLEX

TEYHMAMPET
Districk: CHEMMAL
TAMIL MADL

PINCODE: 600018
Phone(l): 044-24326844
Phone(2): 044-0

fax(1l: 044-0

050103 CHEMMAL-A-3

-, 459 (317)

ANMA SALAT

AMANDA GFFICE COMPLER
TEVHNAMPET

Districts CHEMMAI

TAMIL NADU

PINCODE: 600018
Phone(1): 044-24326540
Phone(2): 044-0

fax(l): 044-0

fax(21: 044-0

email: -

050104 CHEMMAI-A-4

-, 453 (317)

AMMA SALAT

AMANDA OFFIGE COMPLEX
TEYNAMPET

Districk: CHENMAI

TAMIL HADU

PINCODE: 600018
Phone(l): 044-24326842
Fhonel(2): 044-0

050105 CHEMMAT-A-5

-, 459 (317)

AMMA SALAT

AMANDA OFFICE COMPLEX
TEVYNAMPET

Districk: CHEMMAI

TAMIL HADU

PINCODE: 600018
Phone(l): 044-24326841
Phone(2): 044-0

050199 DUMMY RANGE FOR MISC ASSESSES

-. 317

AMMA SALAT
TEYMAMPET
TEYMAMPET
District: CHEMMAL

TAMIL NADU
PINCODE: 600018
Fhone(1): -
Phone(2): 044-0
fax(l): 044-0

050100 KKK

-, 217
AMMA SALAT
TEYHMAMPET

TEVHAMPET
District: CHEMMAI

TAMIL MADU

PINCODE: 600018
Phone(1): 044-24333550
Phone(2): 044-24364143
fax(1): Od4-24364143
fax(2): 044-0

email: adivaci@yshoo.com

@ CopyRight Information 2007

Figure: 2.5 ‘Know your location’ Screen showing List of Ranges under

Division
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Know your Location based on locality: On clicking this hyperlink user can know
his/her location based on the State and District.

M}jﬁfi&%&; CENTRAL BOARD OF EXCISE AND CUSTOMS
@___ gﬁ“\% Ministry of Finance - Department of Revenue

LIST OF STATES
AMDAMAN AND MICOBAR
AMDHRA PRADESH
ARUMACHAL PRADESH
ASSAM
BIHAR
CHANMDIGARH
CHATTISGARH

DADRA AMD MAGAR HAWELT

DAMAN AND DIU
DELHI

FOREIGH

HOA

SUJARAT

HARAMA

HIMACHAL PRADESH
JAMMU AND KASHMIR
JHARKHAND
EARMATAKA

EERALA

LAk SHADWEER
MADHYA PRADESH
MAHARASHTRA
MAMIPUR
MEGHAL A A

MIZSR.AM

MAGALAND
DRISSA
POMNDICHERRY
PUMIAR
RAJASTHAM

SIKKIM

TAMIL NADU

TRIPURA

UTTAR PRADESH

UTTARAKHAND

WEST BEMGAL

@ CopyRight Information 2007

Figure: 2.6 ‘Know your location based on your locality’ Screen showing List of
States

Clicking on State hyperlink, next screen will show the District under the State.

10
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

DISTRICTS UNDER THE STATE:TAMIL NADU
DISTRICT NAME |

ARTTALUR

CHEMMAT
COIMBATORE
CUDDAL ORE
CHARMAPLUIRT
DIMDIGUL
ERCDE
EAMCHIPLIRARM
EANYAKUMART
EARUR
ERISHHASIRI
MADURAT
MAGAPATTIMAM
MAMAKKAL

MILSIRIS

PERAMBALLIE
PUDUKKOTTAL
FAMANATHAPLIRAM
SALEM

SIVAGANGA
THANIAVLIR

THENI
TIRUCHIRAPPALLT
TIRUMELWELI
TIRLMWALLUR

TIR LW ANMMAMALAT
TIRLNARLIE
TUTICORIM
WELLORE
VILLUPLRAM

WIRUDHUMAGAR

@ CopyRight Information 2007

Figure: 2.7 ‘Know your location based on your locality’ Screen showing List of
Districts

Clicking on District Name hyperlink, next screen will show the Area of Locality under
the District.

11
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

AREA OF LOCALITY UNDER THE DISTRICT:CHEMNNAI

PINCODE AREA OF LOCALITY
s00001 Sout Stanley Hospita
£00002 Pudupet 5.0

so00o0z Cr. armbedkar Magar s
s00004 Mandsueli 5.0
£000as Chepauk .o

s0000e Sreams Road 5.©
so0o007¥ Mepers 5.0

soooos Ethirai Salai 5.0
£0000% Fort 5t George 5.0
s00010 Eilpaulk Medical coll
s00011 Perarmbur Morth 5.0
£00012 Decosters Road 5.0
s00013 Eavspurara 5.0
s00014 Saudivamath Road 5.0
s0001sS Suindy Morth 5.0
£00017F Hindi Brachar Sabha
sooo01s Charmiers Road 5.0
s000zo0 Aduar 5.0

s000z1 Cermetry Road 5.0
sooo0zz Baibhsvan s.o
s000z3 Aunsuaram 5.0
son0z4 Kdrm WestiMar With kd
s000zS Directorate of Tech
so00ze wadspalani 5.0
soo0o0zs Foreshore Estate 5.0
£000Z9 Aminiikarai 5.0
so00zo0 P C Hastel 5.0
s00031 world University Cen
son0zz Chennai Race Course
so000zE Kumaran Magar 5.0
so00z4 Loveols colleqe S.o
s0003s Mandanam S.O
£0003E Indian Institute oF
sooozs 1f colony 5.
sooozg Mussar Magar Colonw
s00040 Anna Magar 5.0
£00041 Tiruwanmivur Morth S
s0004z welacheri s.o

so0o07s Kalsignar Karunanidh
s00079 Mint Building S.&
s00081 Tondiarpet Bazaar S,
sooosz Agsrarn S.o

sooosz szhoknagars.o
sonas4 Flowers Foad 5.0
£0008S Kotturpuram 5.0
sooo0ss Sopalspurarn S.O
so0o0so Besantnagar 5.0
£00082 Kowambedu Wholesale
soo0sz sSaligramarn S.o
so00z4 Choolairmedy S,
s00101 Anns Magar Western E
£00102 Anna Magar East 8.0
s00104 Hiah court Building
s00108 Arumbakbkarm SO
s00107 Howambedu S.0
£00108 Broadwaw S,

s0011z choolai 5. o

s00113 Tidel Park 5.0
soniis Erukkancheri B.C

Cancel |

& CopyRight Information 2007

Figure: 2.8 ‘Know your location based on your locality’ Screen showing List of

Area of Locality

Clicking on Area of Locality hyperlink, next screen will show Location Code, Range,

Division and Commesionerate’s details under the Area of Locality.

12
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FS

CENTRAL BOARD OF [3XCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

LOCALITIES UNDER AREA OF LOCALITY:Govt Stanley Hospita
Location

Locality Code/Range Range Details Division's Details Commissionerate's Details
Code
Division Marne: CHEMMAI Cormrnissionerate Mame: CUSTOMS
RangeNarne: CHENNAL CUSTOMS o) \opp o COMMISSIONERATES
RangeAddress: -, -, -, -, CHEMNAL ~ =~ o
Gout EPO - District: CHENMAL Divizion Address: -, -, -, -, Comrmissionerate Address: -, DUMMY, -,
Stanley 930501 Pinc;dé'SDDDDI:L Tele hc:ne(l)-- CHEMMAL GPO, -, District: -, CARMNICOBAR, -, Districk: ANDAMAN
Hozpita Telepholne(Z)'- JFale- Fa><2'l- ' CHEMMAL, Pincode:600001, MICOBAR, Pincode: 744301, Telephone
- e Y ' Telephone(1):-, Telephone(2):-, no(1):-, Telephone no(2):-, Faxl:-,
ermail:- " .
Faxl: -, Fax2:-, emnail:- Fax2i-, emaili-
|§¥ Cancel | |

@ CopyRight Information 2007

Figure: 2.9 ‘Know your location based on your locality’ Screen showing
Localities

2.1.3 Operating instructions

The screen can be accessed from the login page of the Assessee by clicking on the
hyperlink “Click here to Register with ACES *:

Assessee login page & hyperlink for “Click here to Register with ACES”

The details that the user needs to submit to the system are:
- User Name
Email Address for Communication
Name of the unit
The first name, middle name and the last name
Designation of the user
Phone number of the user

13
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fg\}g CENTRAL BOARD OF EX[FISE AND CUSTOMS

II et
2&&% Ministry of Finance - Department of Revenue

fmnarce

A

REGISTRATION WITH ACES FOR SERVICE TAX
User Name : |lalita |+
User Mame can be B-12 alphanumeric characters. First character should be an alphabet it can contain the special character [_) only

Email Address For Communication : (lalita.pawar@yahoo.couin |#

Name Of The Unit : |Anurag Builders |«

Dasignation anaging Directar |«

First Name
Middle Name

Last Mame

71145526

[All the Fields marked with * Are bMandstory)

Phone Number: |

[E) Submit | §¥ Reset | R Cancel |

@ CopyRight Information 2005 - 2006

Figure: 2.10 Registration with ACES screen

Enter the details for registration with ACES

Click on Submit to submit the details and get registered the user with ACES
Click on Reset to clear the contents of the fields, if required

Click on Cancel to cancel the process of Registration with ACES

14




USER MANUAL - ST REGISTRATION

ACES

The Registration with ACES screen will be filled up with details and validations as per

the following table:

Field name

Description

Validation

Example

User Name

User name will
be used as the
login ID for the
user

The user name
entered by the
user is
checked for
the validity e.g.
user name
should be 6-10
characters
long. First
character
should be an
Alphabet. Can
contain the
special
character
underscore ()

vishalks

E-Mail Address
for
communication

The E-Mail
address will be
used for
communication
with the
Assessee.

The E-Mail ID
entered by the
Assessee is
checked with
the list of
existing Ids
present in the
database. The
E-Mail ID
entered by the
user is
checked for
validity —
presence of @,
.com or .net or
other such
extensions.

amit.sharma@informax.com

Name of the unit

Name of the unit
being registered.

No validations
are performed
on this entry

Informax Corporation

First name

First name of the
user.

Checked for
the presence
of characters,
should not
contain spaces

Amit

Middle name

Middle name of
the user.

Checked for
the presence
of characters,
should not
contain spaces

Last name

Last name of the
user.

Checked for
the presence
of characters,

Sharma

15
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should not
contain spaces
Designation Designation of No validations | CFO
the user are performed
on this entry
Phone Number Phone number of | Checked for 9876543211
the user. the presence
of numbers

Table 2.2: Field Descriptions for Registration with ACES screen

2.1.4 Button Descriptions

Logon: On clicking on the logon button the system logs in the user based on the
credentials entered

Clear: Click on Clear button for entering the details afresh
Submit: Submit the details entered by user and lead the user to the response page.
Reset: Click on Reset to clear the contents of the fields, if required.

Cancel: Click on Cancel to cancel the process of Registration with ACES.

16
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2.2. Migrating the Details of Existing Assessee into ACES

2.2.1 Description

Existing Assessees have to register with ACES application as a user only. They are
not required to fill ST1 form again and will continue to have their existing statutory
registration numbers. For such existing Assessees whose data is migrated into
ACES, the system will send an email informing TPIN (Temporary Personal
Identification Number) and password to enable them to register with ACES.

The email message would contain a hyperlink to Login ID selection screen in ACES,
password for the Login Id and a link for notifying department about no further
communication to this address. The link “If you do not want to receive further e-mail
communication” will be used by persons who would have received the mail due to
incorrect e-mail ID’s.

In case no email containing TPIN is received by the Assessee, he will contact the
Range Officer. The Assessee may not receive TPIN in several situations described in
section 2.2.3.

In case e-mail address of the Assessee is not valid, the Assessee can approach
department for correction of details and regeneration of password. To register with
ACES click on the hyperlink provided in the email.

2.2.2 Navigational Path

The Assessee will access ACES application for the first time through the hyperlink
received by him/her through the mail.

2.2.3 Operating Instructions

CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Reverme

¢2

Service Tax Hegeiraton

PIN Number : | TO12345678

Loginm IDr =

Password =

Mew Password =

Confirm Mew Password =

Hint Quastion = | Sclact 2 Value [

Hint Answer =

[All the fialds mariced with * arc mandatory .|

() Submit ||§F Reset |

@ CopyRight Informetion 200E - 2006

Figure: 2.11 Screen for selecting Login ID and Password
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TPIN is auto-populated by the system in the t+'9 digit number’ format

Enter the user name that would be used as Login Id for accessing ACES
Enter password as provided in the mail and new password

Select the security question and its answer from the respective dropdown
Click on Submit button to submit the details. The system will authenticate
user based on the credentials and check for availability of desired Login Id as
entered. If the login Id is already in use by some other Assessee, then the
system will prompt the user to select a different login Id.

To enter the details afresh click on Reset button.

2.2.4 Button Descriptions

Submit: Submit the details will lead the user to the homepage.

Reset: The reset button will reset the values of the fields to the values they held
before being changed.
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2.3. Registration of Non-Assessee’s

2.3.1 Description

A Non Assessee is one who is required to transact business with the department but
is not a registered as an assessee. He could be a:
Persons other than registered assesses who wish to file refunds
Co-notices in Departmental proceedings against registered assesses
Persons who have failed to obtain ST registration as required under the
law and against whom the Department has initiated proceedings
Persons who are required to tender any payment under ST Act /Rules

Such Non-Assessee would require a Non-Assessee code for payment of fine,
penalties or duties imposed.

2.3.2 Navigational Path

Usera Login pagea “Non-Assessee Registration Form” screena

2.3.3 Operating Instructions

The code generation process is initiated either by the Non-Assessee or by the
departmental officer on behalf of the Non-Assessee.

The process to get login Id and password for Non-Assessee is similar to
any other normal Assessee, he has to first fill in Assessee registration
form and get login Id and password.

Once logged in successfully, the menu option to fill in Non-Assessee
designated Registration Form is provided.

Assessee will pick the relevant statutory registration form from the list of
available forms (ST1, Non-Assessee registration form).

Once Non-Assessee registration form is filled and submitted, the Non-
Assessee code will be issued and the application shall not allow
submitting further ST1 or Non Assessee registration forms.

To aid Assessee in selecting correct registration form a help note is
displayed post login.

The Non-Assessees would have access to all functionalities in ACES as a
normal Assessee.

The information regarding registered Non-Assessees would be passed on
to NSDL and further to the bank for enabling the person to make the
payment.

The structure of Non-Assessee code would mimic the 15 digit Assessee code and
this code would be mapped to a jurisdiction.
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

PRA REF REG RET HELP

ACES - Home Fill ST-1 Sign Out

Fill hon Assesses

Change Password

@ Copyright Information 2007

Figure: 2.12 Navigation Screen for Registration of Non-Assessees

A Non Assessee can access and fill his registration form by clicking on Fill
Non Assessee Registration Form under REG main menu. Here REG is the
label for registration menu.

CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

PRA REG REF RET HELP

Service Tax Registration - Form kon Sssesses Logged in : sandeep Sign Out

Form for Registration of Non-Assessees

APPLICANT DETAILS

Name OF The Applicant : _Venkat Seshaiva | =
Address OFf The Applicant: |5/16. Spring Field Colony. Bhubaneshwar | =
PAMN (If Allotted) : |szDzwi 2320 | [Mand=atory for olaiming RefundiRebate]

BUSINESS TRANSACTION NUMBER OBTAINED FROM OTHER GOVT. AGENCIES / DEPARTMENTS

Customs Registration No{BIN No) : | | [f Registerad with Customs)
Import Export Code Mumber : |: '[w Registered With Director General Foreign Trads]
State Sales Tax Number : | ?[w Registered under any State Sales Tax Act)
Central Sales Tax Number : |: |t Registered under the Cartral Sales Tax Act)
CIN Number : ?55é3598 f[w Registered With Registrar Of Companies)

POSTAL ADDRESS

Name Of Building : _rArvind Tower ] - Flat / Door / Block No = |11/32 =
Road / Street / Lane : |0/G | = village / Area / Locality = ita Magar =
Block / Taluk / ?T':::':“ |.F%ambagh J Post Office rmar Colamy _ -

City / District IEIh ubaneshwar | = State / Union Teritory : i_ORISSA v

Pin : Phone Number-1 :

Phone Number-2 : Fax Number -

| | Email Addres

Commissionerate : | BHUBANESHW.AR- | s
Division : | BHUBANESWAR

Range : | BHUBAMNESYWAR (C)

Fax Number -2 :

(21 the fizlds marked with * are mandstory.]

| [g_ Save ||_EE Reset | [§® cancel |

@ Copyright Information 2007

Figure: 2.13 Screen showing Registration Form of Non-Assessees
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Enter the details in the Registration Form for Non Assessee. It is mandatory
for the Non Assessees who claim any refund or rebate from the department to
guote their valid PAN numbers.

All the fields marked with * are mandatory

Select the jurisdiction. On selecting the Commissionerate the system will
automatically refresh the page and populate the Division dropdown, similarly
on selecting the Division field the system will populate Range dropdown.

Click on Save button to save the details into the database

Click on Reset button to enter the details afresh

To cancel the process of filing registration form for Non Assessee click on
Cancel button, this will take user to the home page.

CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

SDR PRA REG REF RET HELF
Fervice Tax Registration - Form Mon Assesses Logged in @ sandesp Sigr Ot
Form for Registration of Non-Assessees
APPLICANT DETAILS
Name Of The applicant: venkat Seshaiva
Addeess Of The Applicant : 8/16. Spring Field Colany, Bhubaneshwar
PAN (If Allotted) : ASDSW12320
iBusINEss TRANSACTION NUMBER OBTAIMNED FROM OTHER GOVT. AGENCIES / DEPARTMENTS
Customs Registration No(BIN No) :
Import Export Code Number :
State Sales Tax Number :
Cenbral Sales Tax Number :
CIN Number: 7SS23598
POSTAL ADDRESS
Name OF Building :  Arvind Tower Flat / Door / Block No : 11732
Road / Street / Lane : 1] village / Area / Locality : Sita Magar
Bloclc/ Talile dihieision; . s Post Office :  Armar Calany
STown :
City / District: Bhubaneshwar State / Union Termditory :  ORISSA
Pin: 110000 Phone Number-1: 2346074
Phone Mumber-2: 2346075 Fax Mumber -1: 2346076
Fax Number -2 : 2346077 Email Address :  arvind_pandey@rediffroail.comm
Commissionerate :  BHUBANESHWAR-T
Division : BHLUEANESWAR
Range : BHUBANESWAR-I (CH)
| _ Submit | |/  Modify ]

& Copyright Information 2007

Figure: 2.14 Confirmation Screen of filled Registration form of Non-Assessees

Click on Submit button to submit the registration form

Click on Modify button to modify the details entered if required

To cancel the process of filing registration form for Non Assessee click on
Cancel button, this will take user to the homepage.

21




ACES

USER MANUAL - ST REGISTRATION

SDR PRA REG:

CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

REF RET

HELP

Certral Excize Registration - Mon Assessee Registration Form

Logged in sgndeep

You have been sucesstully registered with ACES as Non - Assessee. The Registration Mumber is: ASDSW123205T001.

@ Copyright Information 2007

Figure: 2.15 Response Screen for Registration of Non-Assessees
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ACES

The Registration of Non-Assessees will be filled up with details and validations as per
the following table:

Field name Description Validation Example
Name of the Name of Person | No validations Manish Engineering Ltd.
Applicant are performed

on this entry

Address of the
Applicant

Address of
Person

No validations
are performed
on this entry

Plot No.234, Udyog Vihar,
Gurgaon

PAN

PAN of the
applicant

If the
applicant
holds a
PAN, same
to be
provided

ASDSW1232Q

Customs
Registration No
(BIN No)

Customs
Registration No.
(Bin No.)

If the
applicant
holds a
Customs
Registration
No, same to
be provided

012354-455

Import Export
Code Number

Directorate
General Foreign
Trade’s Import
Export

Code No.

If the
applicant
holds a
Directorate
General
Foreign
Trade's
Import
Export
Code No.,
Same to be

5431674000

State Sales
Tax Number

State Sales Tax
No.

If the
applicant
holds a
State Sales
Tax No.,
same to be
provided

ST13245

Central Sales
Tax Number

Central Sales
Tax No

If the applicant
holds a
Central

Sales Tax

No., same

to be

provided

CE567830

CIN Number

Registrar of
Company’s CIN
No (Company
Index Number).

If the
applicant
holds a
Registrar of

A17688Y
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Company’s
CIN No.,
same to be
provided

Name of
Building

Name of
premises /
building

The system
does not
perform any
validations
on the
entries
made by
the
Assessee in
this field

Vikas Bhawan

Flat / Door
/ Block No

Flat / Door /
Block number

The system
does not
perform any
validations
on the
entries
made by
the userin
this field

234

Road / Street /
Lane

Road / Street /
Lane

The system
does not
perform any
validations
on the
entries
made by
the userin
this field

Village / Area /
Locality

Village / Area /
Locality

The system
does not
perform any
validations
on the
entries
made by
the userin
this field

Udyog Vihar

Block / Taluka /
Subdivision /
Town

Block / Taluka /
Sub-division /
Town

The system
does not
perform any
validations
on the
entries
made by
the userin
this field

Gurgaon

Post Office

Post Office

The system
does not

Gurgaon
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perform any
validations
on the
entries
made by
the userin
this field

City/ District

The city from
which the
assessee
operates

The system
does not
perform any
validations
on the
entries
made by
the userin
this field

Gurgaon

State/Union
Territory

This is the state

in which the
above city is
present

The system
provides a
drop down
list of states
from which
the user
has to
select one
state

Haryana

Pin

PIN Code

The system 121003
checks that
this figure
should not
exceed six

digits

Phone
Number-1

Telephone
Number 1

The system 01242346074
checks that
this figure
should not
exceed
sixteen

digits

Phone
Number-2

Telephone
Number 2

The system 01242346075
checks that
this figure
should not
exceed
sixteen

digits

Fax
Number-1

Fax
Number 1

The system 01242346076
checks that
this figure
should not
exceed
sixteen

digits
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Fax Fax The system 01242346077
Number-2 Number 2 checks that
this figure
should not
exceed
sixteen
digits
Email e-mail The Email vikas@123india.com
Address address ID shall be
Non
Mandatory
in case the
department
al User fills
the form
and
mandatory
when the
user fills the
form
Commissioner | Name of the No validations Aurangabad
ate jurisdictional are performed
Commissionerat | on this entry
e of the
Assessee
Division Name of the No validations Ahmednagar
jurisdictional are performed
Division of the on this entry
Assessee
Range Name of the No validations Shirampur
jurisdictional are performed
range of the on this entry
Assessee

Table: 2.3 Field Descriptions for Non-Assessee’s Registration Screen

2.3.4 Button Descriptions

Save: Click on Save button to save the details into the database.
Reset: Click on Reset button to enter the details afresh.

Submit: Click on Submit to submit the registration form.

Modify: Click on Modify to modify the details entered.

Cancel: To cancel the process of filing registration form for Non Assessee click on
Cancel button, this will take user to the homepage.
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2.4. Filling ST1 form

2.4.1 Description

The ST1 form on ACES is an electronic version of the Registration form filled by
assesses of Service Tax. The registrant fills up the ST1 form with the details about
the business, addresses and details of the premises, details of proprietors’ partners’
chief executive officers and the details of the Services provided.

2.4.2 Navigational Path

The ST1 form can be accessed by the users after getting logged in successfully into
the system, through the ‘Registration’ menu item; here ‘Registration’ is the label for
registration menu. In the Registration menu the Pre-Assessee will click on the ‘Fill
ST1 form’ menu option. As soon as the user clicks on the same the system will
populate a blank ST1 form for the user on the screen.

The navigation path for the ST1 form is:

Logged in User & 'Registration’ menu & ‘Fill ST1’

2.4.3 Operating Instructions

The ST1 form can be filled by the users registered with ACES, to register their
business. The ST1 form on ACES is divided into four sections and seven screens.

The four sections on the ST1 form are:
Identification of business requiring registration
Proprietor/ Partner/ Chief Executive Officer/ Chairman/ Managing Director/
Trustee

CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

SDR PRA REF REG HELP RET

ACES - Home Fill ST Sign Out
Changﬂsswom

@ Copyright Information 2007

Figure: 2.16 Screen of Assessee Homepage

Click on the Fill ST-1 menu option to open a blank ST1 form
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@b CENTRAL BOARD OF EXCISE AND CUSTOMS
@_txj‘;ﬁ Ministry of Finance - Department of Revenue
SDR PRA REF REG HELP RET
Service Tax Registration - ST-1 Form Logged in lalita Sign Ot
5T-1 FORM

IDENTIFICATION OF BUSINESS REQUIRING REGISTRATION

Applicant's Name [Anushree Tivwar *
[Plot No 480-481, Udyog Vihar Phase —3

Address of Applicant |

*
| |

PAN Status . Allotted v ._ * PAN (If Allotted) :.AERPAS?ZSD |+
Applicant's Name as in PAN gAnushree [ [as appearing in FAN)
Constitution Of Business | Fiegistered Company % |+ Mention (If Dthers) : | +

Name of Trustee /Proprietor/HUF |
D Input Service Distributar
: :
Category Of Registration® Service Provider
Service Provider with Aggregate Value of more than Rs, three Lakh
I:‘Seruice Recipient
Nature of registration | Centralized Registration for more than one premises (v | »

Click on the search icon to select the services offered : |£:) | R

iTaxabIe service(s) offered :

Select 5l.MNo. Category of Service
I:l 1 AIR TRAVEL AGEMCY
I:l 2 AIRPORT SERVICES

X Delete |

Office Address of Central premises (Centralized billing system) /Input service distibutor/ Single Premises

Name OF Building : gi:’adam Tawer |+ ElatiDoon/ BL‘:::‘ 11432 B
Road / steet / D;G Fiiaas R | i‘Sita Nagar ;
DI::;':.’:,I:':: f ;Fiambagh |+ Post Office : |Fambagh .
City / District : E_Mumbai | * Sta::ﬂ{:;’::’“ MAHARASHTRA ) v-: .
pInN: (282006 |+ Phone Number-1 : |3054734 |+
Phone Number-2 : ] Fax Number-1 : :
Fax Number -2 : f_ | Email Address : :anoop.agamal-@w.i.hro.[i *
= ':MUMBAW | - Sdarod it il
Division :_:._ANDHERI v f .
Range: | | OF ANDHERI DVN | -

(2l the fields marked with * are mandstory.)

| |§¥ Reset | |R¥ Cancel | |&>  Next

@ Copyright Infarmation 2007

Figure: 2.17 First Page with filled data of the ST1 registration form

Enter the details in the fields Assessee name, Address of Registered unit,
PAN status, Constitution of Business

Select the Constitution of Business from the drop down

Check the business category to which the Assessee belongs there can be
multiple selections

To select the services offered click on the Search button with the magnifying
glass to display the pop up with the list of services
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Check mark the appropriate service on the service list pop up and press
submit

The system will refresh the page and display the list of services on the ST1
form

Enter the details for the office address of the business premises

To reset the field values click on Reset, if required

To cancel the whole process of filing the ST1 form and go back to the
homepage click Cancel

To go to the next screen of ST1 form click on Next

N'¢ ﬁ CENTRAL BOARD OF EXCISE AND CUSTOMS
P E&T’S Ministry of Finance - Department of Revenue
SDR FRA REF REG HELP RET
Service Tax Registration - ST-1 Form Logged in lalitz Sign Ot
5T-1 FORM

|ADDRESS OF PREMISES COVERED UNDER THE CENTRALIZED ACCOUNTING / BILLING SYSTEM

Name Of Building :

Shyam Elwldmg

Road / street / [iock-16

Flat / Door / Block P|Dt 8

Millage ;¢ A"ea f Green Field Colony

Block / Taluk ,.-" SBC‘tDI’ 31-32

Division / Town :

Locality

Post Office :

|Amar Colany

City / District : E_Mumba. . State / anion | MAHARASHTRA v
IN: ;282005 * Phone Number-1 : 23450?4 %
Phone Number-2 : | . Fax Mumber-1 :
Fax Number -2 : | Email Address : _anuopa.sﬁarma@.\n\ribm *
| & Save &8Add New |
[All the fields marked with * are mandstory.]
| {,_. Prevul.ous | [E‘E Reset | E‘E Cancel | |H Save & Contmue

@ Copyright Information 2007

Figure: 2.18 Second Page of the ST1 registration form

Enter the details on the second screen of ST1 and press Save & Add New to
add another address details of premises covered under the centralized
accounting / billing system.

Click on Previous to go to the previous page of the ST1.

Click on reset to reset the field values, if required

Click on Cancel to cancel the process of filling of ST1 and go back to the
homepage

Click on Save & Continue to go to the next screen of ST1
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CENTRAL BOARD OF EXCISE AND CUSTOMS

&

s
b _;@ Ministry of Finance - Department of Revenue
o ]
SDR PRA REF REG HELP RET
Service Tax Registration - ST-1 Form Logged in lalita Sign Ot
S5T-1 FORM

|LIST OF ADDRESSES OF PREMISES WHICH ARE COVERED UNDER THE CENTRALIZED BILLING / ACCOUNTING SYSTEM

select sl.No. nName of Building City State Email address
O 1 Shuarn Building Murnb ai MAHARASHTR.A 3”099‘3'522:‘:"3@‘”'9'0-

| X Delete |

|.FIDDRESS OF PREMISES COVERED UNDER THE CENTRALIZED ACCOUNTING / BILLING SYSTEM

MName OF Building : |Padam Tower ® Elat:tDoon. B,I::'.‘ |11/32 IE:
Road / Street / | = ] will. S A AT I
2 e :EHDCK 16 i agT_ocal‘i‘:ya ¢ |Sita Magar |
5 Black / Taluk /(o0 400 31-32 * Post Office : |Fiambagh *
ivision / Town : | = 4] i ]
Gity / District: [Mumbal ] B ST [MAHARASHTRA M| -
PIN: 282006 :* Phone Number-1: |2345074 |+
Phone Number-2 Fax Number-1: | |
Fax Number -2 : | Email Address : .pac-l.mé@w.l.pro.com
| &  save & Add New |

[2ll the fields marked with * are mandstory.)

r_E‘E Reset i“IE‘E_Cancel |[§ Save &___g_og_tinue |

| |<,_.. Previous

& Copyright Information 2007

Figure: 2.19 Third Page for the ST1 registration form

Enter the details on the third screen of ST1 and press Save & Add New to
add address details of premises covered under the centralized accounting /
billing system.

Click on Previous to go to the previous page of the ST1.

Click on reset to reset the field values, if required

Click on Cancel to cancel the process of filling of ST1 and go back to the
homepage

Click on Save & Continue to go to the next screen of ST1
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

SDR PRA REF REG HELP RET

Service Tax Registration - ST-1 Form Logged in lalta Sign Ot

ST-1 FORM

|LIST OF PROPERTIES / PARTNERS / DIRECTORS / AUTHORIZED SIGNATORIES
Select Sl.No. Name Designation Email Address

| 1 Anushree Tiwari Director anushree@wipro.com

| (X Delete

|NAME, ADDRESS AND PHONE NUMBER OF PROPRIETOR / PARTNER / DIRECTOR ALONG WITH DETAILS OF AUTHORIZED
SIGHNATORIES

Name : ®

Designation : | Selectavalue |

Address =
L [200 Characters onlyf
Phone number : | = Email Address : [@anoop.agarwal@wiproa «

[ clickifthe same person is also an authorized signatory
1=] Save & Add New

DECLARATION

1, ,hereby declare that the information given in the application form is true,correct and complete in every respect and that I am
authorised to sign on behalf of the Reagistrant

(a) For new Registration I would like to receive the Registration Certificate by mailfby hand/E-MAIL
[b) For amendrments to inforrmation pertaining to existing Registrant :Date from which ammendments are made:

Diate :02/01/2009
(£ the fields marked with * are mandstory.)

|<o Previous |[§F Reset | |§F Cancel |[i5)  Save & Continue |

& Copyright Information 2007

Figure: 2.20 Last Page of the ST1 registration form

Enter the details on the fourth screen of ST1 and press Save & Add New to
add Name, Address and Phone Number of Proprietor/Partner/Director along
with details of Authorized signatories.

Click on Previous to go to the previous page of the ST1.

Click on reset to reset the field values, if required

Click on Cancel to cancel the process of filling of ST1 and go back to the
homepage

Click on Next to go to the next screen of ST1
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

SDR PRA REF REG HELF RET

Service Tax Registration - ST-1 Form Logged in lalita

ST-1 FORM
[Application form for registration under section 69 of the Finance Act,1994(32 of 1994)}]

| IDENTIFICATION OF BUSINESS REQUIRING REGISTRATION

Al icant's Name Anushree Tiwari

address of Applicant Plot Mo 4280-481, Udyog Wihar P

PAN Status Allotted PAN (If Allotted) AERPASTZED
Applicant’s Name as in PAN anushree
Constitution Of Business Registered Company
Name of Trustee /Proprietor/HUF
Category of Registrant Service Provider
Nature of registration Centralized Registration for more than one premises

Taxable service(s) offered AIR TRAVEL 2GEMCY, AIRPORT SERVICES

ADDRESS OF PREMISES FOR WHICH REGISTRATION IS SOUGHT

Name OFf Building Padarm Tower Elor. a2 B"’:"; 11732
Road / Street / Lane D/G AL LT /L:c’:ﬁ't; Sita Magar
I;'v"l‘s'l‘oﬁ-;"}';';rf Rambagh Post Office Rarmbagh
City / District Mumbai s"‘a"?rg“'_'";"w“ MAHARASHTRA
PIN 2852006 Phone Number-1 3054734
Phone Number-2 Fax Number-1
Fax Number Email Address i::ﬂop.agarwal@wipro.

Commissionerate FMUMBAI-Y

AMDHERI

Range: I OF AMDHERI DWH

BELOW ARE THE ADDRESS"s OF PREMISES COVERED UNDER THE CENTRALIZED ACCOUNTING / BILLING SYSTEM

Name OFf Building Shyar Building Flat /Do, B"’:‘:: Plat-2
Road / Street / Lane Black-16 Village: /L:cr:l?hﬁ Green Fiald Calany
Block / Taluk / o 5y 55 Post Office Arnar Colany

Division / Town
State / Union

City / District Mumbai Torvitory MAHARASHTRA
PIN 282006 Phone Number-1 2346074
Phone Number-2 Fax Number-1
Fax Number 2 Email Address :;;Dpa'Sha'ma@w'prD'

Flat / Door / Black

Mame OFf Building Padam Tower 1iszz

Mo
Road / Street / Lane Block-16 age /L:::Etwﬁ Sita Magar
Block / Taluke / o o) 22 Post Office Rambagh

Division / Town

State / Union

City / District Murnbai FMAHARASHTRA

Territory
PIN 282006 Phone Number-1 2346074
Phone Number-2 Fax Number-1
Fax Number 2 Email Address padma@wipro.com
|NAME, DESIGNATION AND ADDRESS OF AUTHORIZED SIGNATORIES
Name snushree Tiwari Designation Director
Address H Mo 622, Sector 7h, Murnbai
Phone Number 2346074 Email Address anushres@wipro.com

DECLARATION

1, Anushree Tiwari ,hereby declare that the inforration given in the application form is true.correct and cormplete in every respect
and that I am authorised to sign on behalf of the Registrant,

(a) For new Registration :I would like to receive the Registration Certificate by mailfby hand/E-MAIL
(b} For amendments to information pertaining ko existing Registrant :Date from which amendments are made:

Date :02/01/200%

| _Submit | [ Modify | [R2 cancel

2 Copyright Information 2007

Figure: 2.21 Confirmation screen of the ST1 registration form
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Click on Submit to enter the details of ST1 into the database

Click on Modify to go to the first screen of ST1 and modify the entered details
Click on Cancel to cancel the process of filing of ST1 and go back to the
homepage

Click on Print to get a printable version of the ST1

M_;*i;f“j-ﬁ CENTRAL BOARD OF EXCISE AND CUSTOMS
E%@% Ministry of Finance - Department of Revenue
SOR FRA REF REG HELP RET
Service Tax Redistration Logged in laltz Siggn Out

Your application having Registration number AERPAST23DSD001 . Pleaze mention this number in all your future transactions with uz, till you
receive the Registration Certificate. The jurisdictional office addrezzes are as helow

Commizsionerate-
MUMBAI-V .Address-UTPAD SHULK BHAVAHN - SECTOR-E,BANDRA KURLA COMPLEX - MUMEBAI MAHARASHTRA Telephone
Mumber-022-6570200.022-6572233

Divizion-
AHDHERL Addres=s-2HD FLR,MAHAVIR JAIH C.LBURFIWALA MARG JUHU LAHE - MUMBAIMAHARASHTRA Telephone
Mumber-022-6212048.022-6212972

Range-
1 OF AHDHER] DVH Address-GOLDEN TOBACCO CO S V ROAD GOLDEN TOBACCO HOUSE - MUMBAI MAHARASHTRA Telephone
Mumber-022-6719369.022-0

@ Copyright Information 2007
Figure: 2.22 The Response screen after the submission of the ST1 form

On the successful submission of the ST1 form, a registration number is generated.
The various screens of the ST1 form can be navigated with the help of Next and

Previous buttons. Each field on every screen of the ST1 has certain validations that
should be cleared by the Assessee before moving to the next screen.
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The various fields of the ST1 form and their respective validations are as per the

following table:

Field Name Description Validation Example
Assessee Name | Name of the No validations are | Amit Sharma
Assessee performed on this

entry

Address of The address of No validations are | MG road,
Registered Unit the unit being performed on this | Dibrugarh
registered entry
PAN Status Predefined list Three possible Applied for
with the following | statuses
possible status: Allotted /
Allotted Applied For/
Not applied Not Applied
Applied for
PAN (If Allotted) | The PAN number | Ten character ASDSW1232Q

of the Assessee.

PAN format string.

Assessee Name

Name of the

This entry is not

Amit Kumar Sharma

as on PAN registrant asitis | validated by the
in the PAN and IT | system.
database.
Business Category of The user selects Input service Distributor
Category business to which | one category from
the Assessee the following list
belongs. {Input service
Distributor,
Service Provider,
Service Provider
with aggregate
value of more
than Rs three
Lakhs, Service
recipient }
Nature of Nature of The user selects Centralized registration for

Registration

registration,
whether for
Single premises
or Centralized
Registration for
more than one

one category from
the following list
{Single premises,
Centralized
Registration for
more than one

more than one premises

premises premise}.
Official Address of Central Premises
Name of Premises/ This entry is not Informax Avenue

premises / building name validated by the
building system.
Flat / Door / The details of the | This entry is not MG Road, Informatics City,

Block number;
Road / Street /
Lane; Village /
Area / Locality;

address of the
business
premises.

validated by the
system.

Dibrugarh
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Block / Taluka /
Sub-division /
Town; Post
Office

City

City name

The system
provides a drop
down list of cities
from which the
user has to select
one city.

Dibrugarh

State

State name

The system
provides a drop
down list of states
from which the
user has to select
one state.

Assam

PIN Code

PIN code number

The system
checks that this
figure should not
exceed six digits.

124321

Phone Numberl

First Phone
number
(Mandatory)

The number
should not be
more than 11
digits.

914312418443

Phone Number2

Second Phone
number

The number
should not be
more than 11
digits.

Fax Numberl

First FAX Number

The number
should not be
more than 11

914312416322

digits.
Fax Number2 Second FAX The number
number should not be

more than 11
digits.

E-Mail address

E-Mail address of
the premises.

This is the E-Mail
ID which is also
the user ID of the
Assessee. This is
fed into the form
when it is shown
to the Assessee.

Amit.sharma@informax.com

Commissionerate | Commissionerate | The user selects Dibrugarh
under which the this from a drop
premises come. down list of
A drop down box, | Commissionerates
containing a list of
all
Commissionerate
Division Division under The user selects Dibrugarh

35




ACES

USER MANUAL - ST REGISTRATION

which the
premises come. A
drop down box
containing a list of
all the divisions
under the
selected
Commissionerate.

this from a drop
down list of the
divisions that fall
within the
Commissionerate
selected in the
previous field.

Name, Address an
Authorized signato

d Phone Number of P

ries.

roprietor/ Partner/ Director along with details of

Name

Name of person

No validations are
performed on this
entry

Ravi Dubey

Designation of
the Person

Designation of
the person

The user has to
choose a
designation from
the list in the
dropdown

Director

Address

Address of the

No validations are

Omnikarak Road,

premises performed on this | Dibrugarh
entry
Phone Number Phone number of | The number 01325434221

the premises

should not be
more than 11

digits.
E- Mail address E- Mail address of | Valid city ravi.dubey@informax.com
the Authorized
signatory

Table 2.4: Field Descriptions for filling of ST1 form
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2.4.4 Button Descriptions

Save: On clicking the Save button details entered on the ST1 from can be viewed on
the confirmation screen.

Previous: On the screens of the ST1 form the Previous button will take the user to
the previous screen.

Next: On the screens on the ST1 form the Next button will take the user to the next
screen.

Submit: The saved data on the confirmation screen will be submitted to the
database permanently by the Submit button.

Reset: The Reset button will reset the values of the fields

Cancel: The Cancel button will cancel the filling process of the ST1 form and take
the user back to the home page screen.

Modify: The modify button on the confirmation screen takes the user to the form that
was being modified

Print: The Print button on being clicked will open a printable view for the user.
Clear: The clear button on being clicked will clear the contents of the form

Add New: Add new button on being clicked adds a record to the screen
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2.5. Amendment of Registration

2.5.1 Description

There can be instances where Assessees might want to add new premises or
change addressees of the premises. Such an activity would tantamount to
amending the registration and would result in a submission of the amended form
to the jurisdictional Superintendent. Superintendent would then authorize the
necessary changes in the registration certificate of the Assessee.

The amendment of the registration can be done through the amend registration
menu option in the Assessee login.

2.5.2 Navigation Path

The Navigation path for the amendment of the registration in the Assessee login
is as follows:

REG&a Amend Registration

M;;;é’%ﬁ:\f;fﬁﬁ. CENTRAL BOARD OF EXCISE AND CUSTOMS
3&% Ministry of Finance - Department of Revenue
SDR PRA REG REF HELP RET
ACES - Home Amend Registartion Sign ot

Fill ST-1
ey
Surrender
Home

Change Password

& Copyright Information 2007

Figure 2.23 Menu option for the amendment of registration

2.5.3 Operating instructions

Following is the step by step process for the amendment of the registration
details for the Assessee.

The steps are the same as followed during the filling of the ST1 form, the only

difference is that the data is already populated on the form which was originally
filled by the Assessee.
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ity of Finmce

of Revenue

_Ser(-'ic;e.T'ax'_Régi..S{f"aii'on e A’mend' Registrations

Log;u,e_d in lalita

List of walid Registrations

1 Anuzhree Tiwari

| X

AERPASTZIDSDOOL

Close i

Figure: 2.24 Navigation Screen to access the ST1 applications
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

PRA REG REF RET HELP

Service Tax Registration - Amend ST-1 Form Logged in lalta

Sign Ot

AMEND 5T-1 FORM

IDENTIFICATION OF BUSINESS REQUIRING REGISTRATION
Applicant’s Name |Anushree Tiwari IE:
.Plot, HNo 450-481, Udyog Vihar Phase -3
Address of Applicant |
| |+
PAN Status Allotted PAN Allotbed AERPASTZED
Assessee's Name as on PAN Anushree
Constitution Of Business | Riegistered Company ¥ |+ Mention (If Others) : |
Mame of Trustae /Propriator/HUF | |

O input servies Distributor

na e R B ot e
Service Prowider with Aggregate Value of more than Rs. three Lakh
Pl biica Racipiant
Nature of registration | Centralized Registration for more than one premises | =

click on the search icon to select the services offered : |42 | |

I
| Taxable service(s) offared :
select  Sl.No. Category of Service
= 1 AIRPORT SERVICES

|| 2 AIR TRAVEL AGENCY

X Delete |

Office Address of Central premises (Centralized billing system) / Input service distributor/ Single Premises

Name OF Building : |Padarm Tower | = Flat / Door / B,':::‘ [11/32

Road / Street / | | village / frea /
2 lana i DG | T acnlity :

|Rambagh | & Post Office : [Fambagh

|Sita Nagar

Elock / Taluk /
Division / Town :

City / District : |Mumbai | = Sta.::ﬁi;’.‘_';’" MAHARASHTRA
PIN: ’?BZDUE | Phone Number-1: |3054734
Phone Number-2 : | | Fax Number-1: |
FaxiNarbaraz 7| 1 Email Address : .ElnDDp agarwaléw‘l‘;‘jm [ *
Comiissionerate | | MUMBALY ~ o -
D ._: ANDHER v '
Range: | | OF ANDHERI DVI ¥l -

[#] the fields marked with * are mandstory.]

\§F Reset | |§F Cancel [/=  Next |

& Copyright Information 2007

Figure 2.25 ST1 form for amendment with editable fields

Change the contents of the various fields if required (e.g. phone numbers)
The search button can be used to search services to be inserted on the form
Reset button on being clicked will result in the resetting of the forms content

to the original value

Click on the cancel button to cancel the process of amendment and go back

to the homepage
Click on the next button to go to the next page on amendment
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

SDR PRA

REG

REF RET

HELP

Zervice Tax Registration - Amend ST-1 Form

Logged in lalita

AMEND ST-1 FORM

|LIST OF ADDRESSES OF PREMISES WHICH ARE COVERED UNDER THE CENTRALIZED BILLING / ACCOUNTING SYSTEM

Selact Sl.No. Name of Building City State Email address
[ 1 Padarn Tower Murnbai MAHARASHTRA padrma@wipro.com
O z shuarn Building Murnbai MAHARASHTRA a”°°pa'522:\:"a@"”p'°'
| X Dpelete |

|ADDRESS OF PREMISES COVERED UNDER THE CENTRALIZED ACCOUNTING / BILLING SYSTEM

Name OF Building :

Road / Street / |

Lane : |

Block / Talulk / |
Division / Town :

City / District:
PIN: | *
Phone Number-2 :

Fax Number -2 :

i

Flat / Door / Block |
Noo: |
village / Area /|
Locality : |

Post Office :

State / Union
Tartorg | Select aValue

Phone Number-1: |

Fax Number-1 :

®

Email Address : |@noop.agarval@wipro.  «

| (2 save & Add New |

(4] the fields marked with * are mandstory.)

|‘ I_E‘E_CanceL | |E

Reset

| Lg,_. Previous iﬂ

Save & Continue

& Copyright Information 2007

Figure: 2.26 Next Page of ST1 form for amendment with editable fields

Click on the Hyperlink to view the address details of the premises

Click on Save and add new to add the details of the amended premises
Click on previous to go to the previous button

Click on reset to reset the contents of the page to the previous values, if
required

Click on Cancel to cancel the process of amending of ST1 and go back to
homepage

Click on Save & Continue button to go to the next page
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B@Ef CENTRAL BOARD OF EXCISE AND CUSTOMS
@,:—% Ministry of Finance - Department of Revenue
e
SDR PRA REG REF RET HELP
Service Tax Registration - &mend ST-1 Form Logged in lalita Sign Ot

AMEND ST-1 FORM

|LIST OF PROPERTIES / PARTNERS / DIRECTORS / AUTHORIZED SIGNATORIES
select Sl.No. Name Designation Email Address

| 1 Anushree Tiwari Director anushres@wipro.com

| X Delete

|NAME, ADDRESS AND PHOMNE NUMBER OF PROPRIETOR / PARTHER / DIRECTOR ALONG WITH DETAILS OF AUTHORIZED
SIGNATORIES

MName @

Designation : | Selecta’alue v | -

Address :

| (200 characters oriyy
Phone number : |= Email Address : |anoop.agarwval Ewiproa -

[ clickifthe sarne person is also an authorized signatory
=] Save & Add New

DECLARATION

1, ,hereby declare that the information given in the application form is true,correct and complete in every respect and that I am
authorised to sign on behalf of the Registrant

(a) For new Registration :I would like to receive the Registration Certificate by mailfby hand/E-MAIL

(b) For armendrents to infarmation pertaining to existing Registrant :Date frormn which amendrments are made:
Date :02/01/2009

(&1l the fields marked with * are mandstory.]

|2 Previous | [R¥ Reset _

|8 Cancel |[i5)  Save & Continue |

& Copyright Information 2007

Figure 2.27 ST1 form screen three for amendment

Click on the Hyperlink to view the details of the Proprietors/ Partners/Directors
Click on Save and add new to add the details of the amended proprietors and
partners

Click on previous to go to the previous button

Click on reset to reset the contents of the page to the previous values, if

required

Click on Cancel to cancel the process of amending of ST1 and go back to the
homepage

Click on Save & Continue to go to the confirmation screen for the amended
form
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The various fields of the amendable ST1 form and their respective validations are as
per the following table:

Field Name Description Validation Example
Assessee Name | Name of the No validations are | Amit Sharma
Assessee performed on this

entry

Address of The address of No validations are | MG road,
Registered Unit the unit being performed on this | Dibrugarh
registered entry
PAN Status Predefined list Three possible Applied for
with the following | statuses
possible status: Allotted /
Allotted Applied For/
Not applied Not Applied
Applied for
PAN (If Allotted) | The PAN number | Ten character ASDSW1232Q

of the Assessee.

PAN format string.

Assessee Name

Name of the

This entry is not

Amit Kumar Sharma

as on PAN registrant asitis | validated by the
in the PAN and IT | system.
database.
Business Category of The user selects Input service Distributor
Category business to which | one category from
the Assessee the following list
belongs. {Input service
Distributor,
Service Provider,
Service Provider
with aggregate
value of more
than Rs three
Lakhs, Service
recipient }
Nature of Nature of The user selects Centralized registration for

Registration

registration,
whether for
Single premises
or Centralized
Registration for
more than one

one category from
the following list
{Single premises,
Centralized
Registration for
more than one

more than one premises

premises premise}.
Official Address of Central Premises
Name of Premises/ This entry is not Informax Avenue

premises / building name validated by the
building system.
Flat / Door / The details of the | This entry is not MG Road, Informatics City,

Block number;
Road / Street /
Lane; Village /
Area / Locality;

address of the
business
premises.

validated by the
system.

Dibrugarh
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Block / Taluka /
Sub-division /
Town; Post
Office

City

City name

The system
provides a drop
down list of cities
from which the
user has to select
one city.

Dibrugarh

State

State name

The system
provides a drop
down list of states
from which the
user has to select
one state.

Assam

PIN Code

PIN code number

The system
checks that this
figure should not
exceed six digits.

124321

Phone Numberl

First Phone
number
(Mandatory)

The number
should not be
more than 11
digits.

914312418443

Phone Number2

Second Phone
number

The number
should not be
more than 11
digits.

Fax Numberl

First FAX Number

The number
should not be
more than 11

914312416322

digits.
Fax Number2 Second FAX The number
number should not be

more than 11
digits.

E-Mail address

E-Mail address of
the premises.

This is the E-Mail
ID which is also
the user ID of the
Assessee. This is
fed into the form
when it is shown
to the Assessee.

Amit.sharma@informax.com

Commissionerate | Commissionerate | The user selects Dibrugarh
under which the this from a drop
premises come. down list of
A drop down box, | Commissionerates
containing a list of
all
Commissionerate
Division Division under The user selects Dibrugarh
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which the
premises come. A
drop down box
containing a list of
all the divisions
under the
selected
Commissionerate.

this from a drop
down list of the
divisions that fall
within the
Commissionerate
selected in the
previous field.

Name, Address an
Authorized signato

ries.

d Phone Number of Proprietor/ Partner/ Director along with details of

Name

Name of person

No validations are
performed on this
entry

Ravi Dubey

Designation of
the Person

Designation of
the person

The user has to
choose a
designation from
the list in the
dropdown

Director

Address

Address of the

No validations are

Omnikarak Road,

premises performed on this | Dibrugarh
entry
Phone Number Phone number of | The number 01325434221

the premises

should not be
more than 11

digits.
E- Mail address E- Mail address of | Valid city ravi.dubey@informax.com
the Authorized
signatory

Table 2.5: Field Descriptions for amendment of ST1 form
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

PRA REG REF RET HELP

Service Tax Registration - Amend ST-1 Form Logged in lalta

AMEND ST-1 FORM
A lication form for registration under section 69 of the Finance Act,19294(32 of 1994)]

iIDENTIFICATIDN OF BUSINESS REQUIRING REGISTRATION
Applicant's Name Anushree Tivari

Address of Appli t Plot Mo 480-451, Udyog Wihar P

PAN Status Allotted PAN (If Allotted) AERPAST23D
Applicant's Name as in PAN Anushras
Constitution Of Business Registerad Company
Name of Trustea /Proprietor /HUF
Category of Registrant Service Provider
Nature of registration Centralized Registration for more than one premises

Taxable service(s) offered AIRPORT SERVICES, AIR TRAVEL AGEMCY

ADDRESS OF PREMISES FOR WHICH REGISTRATION IS SOUGHT

Flat / Door / Block
M

Name OF Building Padam Tower o 11732

village / Area / _
Road / Street / Lane D/ G Lo, Sita Hagar
Block / Taluk
Dlacke /aT‘;wr/‘ Rambagh Post Office Rambagh
i S & z State / Union
City / District Murnbai Tarrstoey MAHARASHTRA
PIN 28320068 Phone Number-1 3054734
Phone Number-2 Fax Number-1
Fax Mumber Email Address Shoap agaraalgwipio:
comn
Commi onerate MUMBATI-W AMDHERT

Range: I OF ANDHERI DWN

BELOW ARE THE ADDRESS's OF PREMISES COVERED UNDER THE CENTRALIZED ACCOUNTING / BILLING SYSTEM

Flat / Door / Block
o

Mame OFf Building Padarm Tower 11732

village / Area /
Locality

Post Dffice Rambagh
State / Union

Road / Street / Lane Block-16 Sitas Magar

Black / Taluk / =
D jon / Town Sector 31-22

City / District Murnbai ity MAHARASHTRA
PIN 222006 Phone Number-1 2345074
Phone Number-2 Fax Number- 1
Fax Number 2 Email Address padria@wipro. com

Name OF Building Shyarn Building FlatiiDoor B'°‘:'; Flot-g
Road / Street / Lane Block-18 Village: /I_:c":l‘?t; Graan Fisld Colony

Block / Taluk / (o0 oo

Division / Town Post Office Amar Colany

State / Union

ity / District Murnbai T ey MAHARASHTRA
PIN 222006 Phone Number-1 2346074
Phone Number-2 Fax Number-1
Fax Number 2 Email Address :::_f’pa's"‘a”""a@”'p""

|NAME, DESIGNATION AND ADDRESS OF AUTHORIZED SIGNATORIES
Mame Anuszhree Tiwari Designation Director

Address H Mo 628, Sector 7h, Murnbai

Phone Number 2345074 Email Address anushres@wipro.corm

DECLARATION

1, Anushree Tiwari ,hereby declare that the information given in the application form is true,correct and cormplete in every respect
and that I am authorised to sign on behalf of the Registrant

(a) For new Registration :I would like to receive the Registration Certificate by mailfby hand/E-MAIL
(b} For amendments to information pertaining to existing Registrant :Date from which amendments are made:

Date 10270172009

Submit

Modify | _fﬁ_c.ancgliri‘

@ Copyright Information 2007

Figure 2.28 Amend ST1 form confirmation screen
- Click on the Submit to submit the amendment request
- Click on the Modify button to go back to the amendment screens
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Click on Cancel to cancel the process of amending of ST1 and go back to the
homepage
Click on Print to open a printable view of the amended ST1 form

After the successful submission of amendment request the system will display a
response screen confirming the successful submission of Amendment Request.

i

o g«%&\, CENTRAL BOARD OF EXCISE AND CUSTOMS
'&;:%{&% Ministry of Finance - Department of Revenue
SDR PRA REG REF RET HELP
Service Tax Redistration Logged in lalta Siggn Ot

The Application for Amendment of Service Tax Registration, Service Code Mumber AERPAST23DSD00 |, has been submitted successfully.

@ Copyright Information 2007
Figure 2.29 Response screen for the amended ST1 form
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2.5.4 Button Description

Save: On clicking the Save button details entered on the ST1 from can be viewed
on the confirmation screen

Previous: On the screens of ST1 form the Previous button will take the user to
the previous screen

Next: On the screens of ST1 form the Next button will take the user to the next
screen

Submit: The saved data on the confirmation screen will be submitted to the
database permanently by the Submit button

Reset: The Reset button will reset the values of the fields

Cancel: The Cancel button will cancel the filling process of the ST1 form and
take the user back to the home page screen

Modify: The modify button on the confirmation screen takes the user to the form
that was being modified

Print: The Print button on being clicked will open a printable view for the user.

Clear: The clear button on being clicked will clear the contents of the form
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2.6. Surrender of Registration

2.6.1 Description

The Assessee must surrender the registration certificate to Service Tax
Department which was issued to him on request if he/she intends to close their
business unit. The Assessee must submit an application to Service Tax
Department stating that he/she intends to close their business and they want to
surrender the registration certificate issued to them. Upon submission of the
Surrender ST2 request, the superintendent will acknowledge the receipt of the
application. The superintendent verifies whether there is any revenue to be
recovered from Assessee.

Based on the Assessee’s response the superintendent will forward his feedback
on Surrender Request to AC/DC for approval / rejection. The AC/DC will go
through the application and the Superintendent’s feedback. If there are no
liabilities against the Assessee then AC/DC will approve the Surrender ST2
request.

2.6.2 Navigation path

The surrender request is generated by the Assessee as an application for
surrender.

The surrender request is then routed to the Superintendent. The Superintendent
will verify whether the user has any outstanding liabilities against him. If there are
no liabilities the Superintendent may forward the surrender request to the AC/DC
for approval.

2.6.3 Operating Instructions

For surrendering the ST2 the Assessee creates a surrender request through the
registration menu. To create the surrender request the ST1 of the Assessee must
be approved and the Assessee must be holding the ST2. There should not exist
against the Assessee any liabilities.
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The surrender request can be created through the registration menu by the
Assessee.

ey CENTRAL BOARD OF EXCISE AND CUSTOMS
%:{__éz@ Ministry of Finance - Department of Revenue
SDR. PRA REG REF RET HELP
ACES - Home Amend Redistartion alc Sign Ot

Fill =T-1
Wi
Surrender
Home

Change Pazsword

& Copyright Information 2007

Figure 2.30 Surrender option in the registration menu to generate a surrender
request by the Assessee

Click on Surrender to create the surrender request

The system will display a link for the registration filed by the Assessee for which the
Assessee wants to create the surrender request.

(%1% CENTRAL BOARD OREXCISE AND CUSTOMS
@\@;{t—fé Ministry of Finance - Department of Revenue
SOR PRA REG REF RET HELP
Service Tax Redgistration - List of lssued ST2 - Lzsesses Logged in lalts Sign Cut
ISSUED ST2

List of valid Regist-ations

Sl.No. Name of Unit Registration Numbar
1 Anushree Tiwari AERPAST23LS0O0L
| |3  Close

@ Copyright Information 2007
Figure 2.31 Link to the view of the surrender request for the Assessee

Click on the Registration Number hyperlink to open the ST 2 for surrender
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

SDR PRA REG REF RET HELP

Service Tax Registration - Surrender ST-2 Logeied in Ialts Sian out

SURRENDER ST-2

S5T-2 Issue Dateor/01/Z000

| IDENTIFICATION OF BUSINESS REQUIRING REGISTRATION
Assesseae’s Name Anushres Tiear

A of i d Unit Plot No 480-451, Uduog wihar Phase -3

PAN Status Allottad PAN (IF Allotted) AERPASTZSD
Aszessea’s Name as on PAN anushess
Constitution OF Business Registered Cormpany
Name of Trustee / Proprietor

Business Category S=rvice Prowider

of regis can Registeation for rmors than one prermizes
Sarvice Tax Code AERPASFZEIDSDO0L

Taxable service(s) offered SIRFORT SERVICES. AIR TRAWEL SGENCT

o R T ] P ST

Flat s Door / Black 4,05

Name OF Building Padarn Towsr
village / Area /

Road / steet/ o, =/ Are= /s nagar
0 T e rost affiee s Rambaoh
City / District: Mumbai e T MAHARASHTRA
PIN: zez00e Phone Number-1: 3054734
Phone Number-2 : Fax Numbar-1
Fax Number —2 = Email Address = fgrc‘:‘op.agarwal@wipro.

Commissionerate : MUMBAI-W Division : AMDHERI
Ranga: I OF ANDHERI Dwi
Service Tax Code : AERFPASFZ3DSDOO0L

Tamable servicele) JRpoRT SERVICES, AR TRAVEL ASEMSY

BELOWY ARE THE ADDRESS's OF PREMISES COVERED UNDER THE CENTRALIZED AGCCOUNTING ~ BILLING SYSTEM

Name OF Building : Shyam Building Flat/ Door / Block o, 5

age £ Area /| graan Fiald Colony

Road / Streat =
meet/ Block-1s

Block / Taluk
sion ./ Town

City ¢ District : Mumbai

e

Sector 31-32 Arnar Colony

T MAHARASHTRA
PIN: 2ez00e 2z4c07a

Phone Number-2 :

ancopa.sharma@wipra,

Fax Number —2 :

Service Tax Code : AERFAST2Z3DSCO0L
Taxable servicals) . ppoRT SERVICES, AIR TRAWEL AGEMCTY
offered
Name OF Bu o : Padarm Towsr Flat fBoon f Block v ayse
Road / Steat = village ~ Area / o
beet / Block-1e Seches ! sita Magar
Blocke / Talule £ oo cbor 21 o= ca armba
e L e e s Post Offica : Rambagh
cive 7 Disustei mutata: State J Unien s s
PING: Zszoos Phone Number-1: 2346074
Phone Number-2 : Fax Number-1
Fasx Number —2 Address : padrma@wipro. comm

Sarsice Tax Code : AERPASFIZDSDOO0L

Taxable servicels) npoRT SERVISES, AIR TRAWEL AGENTT

T
NAME, DESIGNATION AND ADDRESS OF AUTHORIZED SIGNATORIES

Mame @ Anushree Tiwar Dasignation : Directar
Address : H Mo 625, Sectar Fh, Mumbai
Phone Number : 2346074 Email Address : anushree@wipro.com
NOTE =
1. In case the registrant starts providing any other taxakle service (other than those mentioned akovel, he shall intimate the
department

2. In case the registrant starts billing from other prernises (other than those mentioned above), he shall intimate the department.
2. These intimations and any other inforrmation which registrantwishes to bring to the notice ofthe department can ke submitted
an-line by the registrant after logaing on ta web-site.

4. This registration certificate is nottransterable,

5. List ofAccounting Godes

Accounting Codes

S.No. Types of Services
T ChIEEEEe Other Receipts (Interast @

Panalty)
1 AIRPORT SERWICES ooa4o0zss no4402539
2 AR TRAVEL AGEMGY oo440052 no440053

MName of Surrending Authority : |&rsind Pandr: |

Business oclosed.
Reasons for surrendering :

| (M= 300 chars)
Place : [MMumbai B

(A1 thes fialds raarked with * Sre mandsters.]

¥ _Surrender STz |

=i Clear | [RE Cancel

© Copyright Information 007

Figure 2.32 Creation of surrender request for the Assessee

- Enter the mandatory fields on the form

- Click on the Surrender ST2 to submit the surrender request

- Click on Clear to clear the contents of the screen

- Click on Cancel to cancel the process and go back to the homepage
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CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

Service Tax Registration - Surrender ST-2 Logaed in lalts

SURRENDER ST-2

ST-2 Issue Data : OF/01/Z000

| IDENTIFICATION OF BUSINESS REQUIRING REGISTRATION

Assessee's Name Anushree Tiwari

Address of Registared Unit Plot o 420-421, Udyog Yihar Phass -3

PAN status allotted PAN (If Allotted) AERPASTZI0

Assessee’s Name as on PAN Anushres

stution OF i R Company

MName of Trustee s ProprHetor

¥ S=ruice

Nature of regi Sen R for more than one premises

Sarvica Tax Code AERPASF220DSDO00L

Taxable service(s) offered AIRFORT SERVICES, AIR TRAWVEL AGEMCT

e o5 T e e e T T T

Name OFf B

ing : Padarn Towsar 1is32

Road / Street /
Lane @

Flat / Door / Block
No =

village / Area /

ora sita Magar

Locality
D Tk / Rambagh Post Office : Rarmbaah
City / District: Mumbai State / Union L aHaRASHTRA
PIN: zzz00s Phone Number-1: 3054734
Phone Number-2 : Fax Number-1 :
Fax Number —2 : Email Address ;| 2000P-2g93amwal@uipre.
Commissionarate @ MUMBAI-W Division : ANDHERT

Range: I OF ANDHERI DWwH
Service Tax Code : AERPAST2EDSCO0L

Taxable servicels) L lnpORT SERVICES, ALR TRAVEL AGENCY

BELOW ARE THE ADDRESS'= OF PREMISES COVERED UNDER THE CENTRALIZED ACCOUNTING / BILLING S¥STEM
Flat / Door / Block
Mo :

Road . Steast T willage / Ares
Lane : Block-18 Locality :

Flot-s

Name OF Bu g : Shyam Building

Sreen Field Solany

4 sactor 31-22 Post Offica : Armar Colony

City / District: Mumbai MAHARASHTRA
PIN: Zz&2008 Phone Number-1: 2346074
Phone Number-2 & Fax Number-1 =
i anes Email Addeacs : 2000RS sharma@vipe.

Service Tax Code : AERPASTZ3DSDO0L

Taxable servicals) L RpoRT SERVICES, ALR TRAVEL AGENCY

Name OFf B 1132

0 Flat / Goor / Block
ng : Padam Tower .

o
¢ Block-16 villaga / Area /

Road / Steact
Lana Locality :

Sita Magar

4 Sactor 31-22 Post Office : Rarmbagh

Block / Talulk
o on  Town

= e State / Union
City / Disteict: Mumbai atiatony ¢ MAHARASHTRA
PIN: Z&20068 Phone Number-1: 2346074
Phone Number-2 : Fax Number-1 =
Fax Number -2 : Email Address : padma@wipro.com
Service Tax Code : AERPASTZ30S0O01
Taxable service (s
Torl ) AIRPORT SERVICES, AIR TRAVEL AGENCY
| NAME, DESIGNATION AND ADDRESS OF AUTHORIZED SIGNATORIES
Name : Anushree Tiwari Designation : Director
Address : H Mo 628, Sectar ¥h, Mumbai
Phone Number: 2346074 Email Address : anushrae@wipre. com

NOTE =

1.In case the registrant starts providing any other taxakle service (other than those mentioned abovel, he shall intimate the
departrment

Z.In case the registrant starts killing from other premises (other than those mentioned akove), he shall intimate the department.

2. These intimations and any other information which registrant wishes to bring to the notice ofthe department can ke submitted
an-line by the registrant after logging on to web-site

4. This registration certificate is not transferable

5. List of Accounting Codes

Accounting Codes

S fIxpeial Sornces T = Other Receipts (Interast /
ax Collection Ponalte)
1 AIRPORT SERWVICES ooaaozss ooaaozss
E3 AIR TRAWEL AGENSY 00440032 00440033

Name of Surrending Authority @ Arvind Pandry
Reasons for surrendering : Business closed.

Place : Murmbai

@ Copyright Information 2007

Figure 2.33 Confirmation screen for the generation of surrender request by the

Assessee

- Click on the Submit to submit the surrender request
- Click on the Modify button to modify the details
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Click on Cancel to cancel the process of surrender and go back to homepage
Click on Print to open a printable view of the surrender request

After successful submission, the system shows the response page with the message
that the surrender request (Application for surrender) has been successfully created
and submitted.

,[,f;j'f' ‘i\‘;k CENTRAL BOARD df EXCISE AND CUSTOMS
':g\&’?in% Ministry of Finance - Department of Revenue
=
SDR PRA REG REF RET HELP
Service Tax Registration Logied in lalta Sign Ot

The Application for Surrender of ST-2, Service Code Mumber AERPAST23DSD001, has been submitted successfully.

@ Copyright Information 2007

Figure 2.34 Response screen for the successful submission of the surrender
request

2.6.4 Button Descriptions

Submit: The saved data on the confirmation screen will be submitted to the
database permanently by the Submit button

Reset: The Reset button will reset the values of the fields

Cancel: The Cancel button will cancel the approval process of the surrender
request and take the user back to the home page screen

Modify: The modify button on the confirmation screen takes the user to the form
that was being modified

Print: The Print button on being clicked will open a printable view for the user

Close: The close button on being clicked will result in the closing of the surrender
request

Clear: The clear button on being clicked will clear the contents of the form
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2.7. Change Password

2.7.1 Description

The Change Password is a process in ACES using which Assessee can change
the old password to a new password. The user may at any time feel the need to
modify the existing password and choose a new one. This can be done by the
Change Password option in the REG module.

The change password screen requires the Assessee to enter the existing

password and the new password. The new password has to be entered two times
to ensure that the new password is the same as desired by the user.

2.7.2 Navigation Path

The navigation path for accessing Change Password screen is as under:
REGa Change Password

CENTRAL BOARD OF EXCISE AND CUSTOMS

Ministry of Finance - Department of Revenue

SDR PRA REF REG HELP RET
ACES - Home Fill ST-1 Sign Ot

Change Password

@ Copyright Information 2007

Figure 2.35 Change password menu option to change the password

Click on change password menu option to get the change password screen
2.7.3 Operating Instructions

Using the screen for Change password the user can perform the task of changing
the existing password to a new password.
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The change password screen requires the user to enter the user name, old
password (original password) and the new password as desired. The user has to

enter the new password two times to confirm the change.

The Old Password and the New Password should not be the same.

M‘.‘Qyﬁ%&g CENTRAL BOARD OF EXCISE AND CUSTOMS
’&i};—g‘f% Ministry of Finance - Department of Revenue

SDR PRA REF REG HELP RET

Change Pazsword

CHAMGE PASSWORD
User Name : padarnchand
Current Password @ *
New Password : *

Confirm New Password @ *

—

Figure 2.36 Change password screen with fields to enter current password and

new password

Click on Submit to submit the changed password
Click on Clear to clear the contents of the fields

Click on Cancel to cancel the process of change password and go back to the

homepage
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On clicking the submit button the system shows the response page as
confirmation for change password.

-.-'f§j}}; CENTRAL BOARD OF EXCISE AND CUSTOMS
\'f_:__'f’,f_;« Ministry of Finance - Department of Revenue
' ACL. SOR AUD  PRA REG REF RET

Service Tax Registration

o Password has been Changed Successiully

@ CopyRight iInformation 2005 - 2006
Figure 2.37 Response screen after the successful change of password

2.7.4 Button Description

Submit: The submit button on being clicked changes the password and
displays a response page

Clear: The clear button on being clicked will clear the contents of the form

Cancel: The cancel button on being clicked cancels the process of change
password and go back to the homepage

57




ACES

USER MANUAL - ST REGISTRATION

2.8. Forgot Password

2.8.1 Description

The Forgot Password in ACES is the process through which a new password is
generated and mailed to the user, in case the user has forgotten the password.

The password is generated after authentication of the hint question and answer
given by the user.

2.8.2 Navigation path

The navigation path for accessing Forgot Password screen is as under:
Login Screena Forgot Password

M}jﬁ?ﬁﬁ%ﬁ CENTRAL BOARD OF EXCISE AND CUSTOMS
%%ﬁi:{éﬁg Ministry of Finance - Department of Revenue

User Name : |padamjain

P
Password :

> Logon ||zi Clear |

Click here to Redister with Foroot your password
ACES
kniovy your Location kniovw your Location based on Localty

@ Copyright Information 2007
Figure 2.38 Forgot password option on the login screen

Click on “Forward your Password” to view the Forgot password screen
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2.8.3 Operating Instructions

The forgot your password screen requires the user to enter the User Name,
select the Hint Question and enter correct answer to the Hint Question.

ey

Ly CENTRAL BOARD OF EXCISE AND CUSTOMS
}\f Ministry of Finance - Department of Revenue

s

Service Tax Registration Locin

User Name : | *

Hint Question : || Selact aValue M -

Hint Answer :

(Al the fieldzs marked with * are mandstory.)

|E) Submit ||gj Clear |

@ CopyRight Information 2005 - 2006

Figure 2.39 Forgot Password Screen for entering the hint question and answer

Enter the username whose password is to be regenerated.

Select the Hint Question which was given at the time of registering with ACES
Enter the Hint Answer against the selected Hint Question above

Click on Submit button to submit the request

Click on clear to clear the contents of the fields and want to give details afresh

If the entered hint question and the Hint Answer match the Hint Question and

answer stored in the Database the system will generate a new password for the
user and E-Mail the same on the stated E-Mail address of the user.
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Service Tax Registration

'S

ifi{? CENTRAL BOARD OF EXCISE AND CUSTOMS
i

“;;-‘.\ Ministry of Finance - Department of Revenue

‘a;u

“our password is resel and new temparary password is sent to your a-mail id

& CopyRight information 2005 - 2006

Figure 2.40 Response screen after the successful generation of new password

through the forgot password screen

Every time the user logs in the system after getting a generated password, the
system will force the user to change the password.

When the user logs in for the first time in ACES, the user is forced to change the
password, Select a Hint Question and enter an answer to the same. This hint

guestion and answer is utilized in the Forgot Password screen to authenticate the
user and generate a new password.

2.8.4 Button Description

Submit: On clicking on the submit button the system submits the request for
regenerating new password

Clear: On clicking clear the system clears the fields
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