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1. Disclaimer
While PDS Infotech (P) Ltd. makes every effort to deliver high quality products, we do not guarantee that
our products are free from defects. Our software is provided “as is” and you use the software at your own
risk.
We make no warranties as to performance, merchantability, fitness for a particular purpose, or any other
warranties whether expressed or implied.
No oral or written communication from or information provided by PDS Infotech (P) Ltd. shall create a
warranty.
Under no circumstances shall PDS Infotech (P) Ltd. be liable for direct, indirect, special, incidental, or
consequential damages resulting from the use, misuse, or inability to use this software, even if PDS Infotech
(P) Ltd. has been advised of the possibility of such damages.
These exclusions and limitations will apply in all jurisdictions.
Information in this document is subject to change without notice. No part of this manual may be reproduced,
stored in a retrieval system, or transmitted in any form or any means electronic or mechanical, including
photocopying and recording for any purpose other than the licensee’s personal use without the written
permission of PDS Infotech (P) Ltd.
All trademarks used herein are properties of their respective owners.
Copyright © 2011-2021 PDS Infotech (P) Ltd. All rights reserved.
PDS Infotech (P) Limited
6, Hungerford Street
The Regency, 4th Floor
Kolkata 700017
Phone: (+91) 33 22875500, 9836490007
Email : info@pdsinfotech.com
Website : www.pdsinfotech.com
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2. Preface
TDSMANOnline is a state-of-the-art software solution, enabling the companies / deductors to keep in pace
with the ever changing TDS filing procedures by the Income Tax authorities. TDSMAN helps in generation of
TDS / TCS return, Correction of the Returns filed earlier (irrespective of the software in which the earlier
return was filed) and generation of various reports and certificates.

It adapts to your business regardless of whether it is corporate, banking & insurance, Government bodies or
SMEs & individuals.

TDSMAN Online is a versatile and configurable tool that enables return generation of all type of Forms –
Form 24Q, Form 26Q, Form 27Q & Form 27EQ in line with the requirements of Income Tax authorities.
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2.1. Audience
This manual is intended to assist the users of the TDSMAN Online software.
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2.2. Manual Organization
This manual starts with the overview of the complete software including the different forms that are used for
filing the TDS / TCS returns. It provides the detailed description of the process for filing of the Returns,
Correction of the Returns filed followed by generation of various certificates and reports.
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2.3. Document Convention
This guide uses the following formatting conventions:

Figure 1-1 Document Convention Guide
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2.4. Abbreviation

Figure 1-2 Table of Abbreviation
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3. Overview
TDSMAN Online is cloud-based TDS software. It is an Online TDS Return preparation software as per the
system specified by TIN-NSDL in line with the requirements of the Income Tax Department, Government of
India. The platform enables TDS & TCS return generation for all types of Forms – 24Q, 26Q, 27Q, 27EQ.
It saves tax payers from the pain of buying or downloading any software or updating the File Validation
Utility (FVU). It works on pay as you go model wherein a user only has to only pay for the each Return
generated for filing.
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3.1. Description of the different TDS / TCS
Forms
The Income Tax Department, Govt. of India, has defined four different types of TDS/TCS Forms. Depending
upon your requirement select a particular form under which the return has to be filed.

All these four forms are explained below:

Form 24Q : For filing the returns of salaried employees, Form 24Q has to be selected. In this form the
deductions made are under section 192A (Payment done to government employees), section 192B
(payment done to non-government employees) or section 192C (payment done to union-government
employees).

Form 26Q : For filing of returns of the deductees other than employees residing under domestic territory,
Form 26Q has to be selected. This includes payment of contractors, professionals, rent, interests,
commission etc.

Form 27Q : For filing of returns of deductees other than employees residing outside the domestic territory,
Form 27Q has to be selected.

Form 27EQ : For filing TCS returns, Form 27EQ has to be selected
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3.2. Key Functions of TDSMAN Online –
Process Overview
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3.2.1. Processing of Returns
This is the process by which the company/deductor provides the details of the TDS /TCS to the Income Tax
department of India.

Figure 3-1 Processing of Returns

The details of the different steps involved in generating the returns are given below:-
Process Diagram
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Steps of Generating the Return
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3.2.2. Correction of TDS Returns
This is the process through which the company/ deductor prepares the corrections of the TDS/TCS details
submitted earlier to the Income tax department of India.

Figure 3-2 Processing of Correction Returns
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3.3. Getting familiarized with the Action
Buttons of TDSMAN-Online

Action Buttons
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3.4. Log In
TDSMAN Online is a cloud based TDS Software. In order to use this software, the user needs to Log into
the TDSMAN Online portal. Go to TDSMAN Online website and Click on ‘LOG IN’ :

TDSMAN Online – Log In

The following screen will appear :

TDSMAN Online – Login

Enter the registered Email ID & Password .

Click on the Login button.

The user will be successfully logged into TDSMAN Online software.

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 19 of 200



3.5. Dashboard
The dashboard provides a snapshot of all TDS Returns with links, for faster access.

Dashboard

There is a ‘Menu Bar’ on the dashboard. It comprises of all the features/modules provided by the software,
grouped under the various categories. The user can select the required module, available in the relevant
category, by clicking at it.

Menu Bar

Regular Return – Click here to prepare Regular Return

Regular Return - Dashboard
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Correction Returns – Click here to prepare Correction Return

Correction Return - Dashboard

Create Company – Click here to create Company

Create Company - Dashboard

Return Under Process – This section lists all Returns that are under process. If the list is long, use the
Filter for Quick Search. For direct access to a particular Return, click on the Return under ‘Return Under
Process’ list. It could be either Regular or Correction

Return under process- Dashboard

Returns Ready for Filing – This section lists all the Returns that have been successfully generated and are
ready for filing. If the list is long, use the Filter for Quick Search

Returns ready for filing - Dashboard
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FVU Date -Click here to download the ZIP file containing the FVU and Form 27A required
for filing.

Update – Once the Return is filed, click here to update the relevant filing detail

Filed Returns – This section lists all the Returns that have been filed. If the list is long, use the filter for
Quick Search

Filed Returns - Dashboard
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4. Setup
All the master information, which is used across the system, is defined in Setup. The following masters are
defined under Setup :

1. Company
2. Deductee
3. Employee

Setup

Company / Deductee / Employee List

The complete list of all the company/ deductee/ employee can be viewed here.

In order to access it, click on >Setup< and all the options will be displayed as below:
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Figure 01- Company/Deductee/Employee List

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 24 of 200



4.1. Company
In “Company” all details of the company, for which the Return has to be generated, is stored. In order to
access the company details, click on “Company” under the “Setup” option:-

Figure 01- Create Company

The following window is displayed.

Setup-Create Company – 2

The list of all the companies that has already been defined in the TDSMAN Online database is displayed
here.

In order to define a new company, click on the “Add” button given at the top of the screen.
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In order to Edit the existing data, click on the “EDIT” Button given at the right side of the screen.

The entire company details screen is displayed and explained below :

Figure 03 – Create Company
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Figure 04 – Create Company
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Figure 05 – Create Company

In the above screens, there are self-explanatory fields against which the data has to be entered. Further, we
can classify the fields into 2 broad following sections:

a) Details of Company : Enter the details of the company such as Company Name, TAN, PAN, Deductee
Type, Address and other govt. details (if applicable).

b) Details of Responsible Person : Enter the details of the responsible person such as Name, Father’s
Name, Mobile No., Address etc.

Brief description of each field is mentioned below

• Company Name

Enter the ‘Company’ name

• Basic Information

TAN (Mandatory) : Enter the TAN of the company.
PAN : Enter the PAN of the company.
GSTN (Mandatory) : Enter the GSTN.
Branch/Division : Enter the branch name or the division name of the company.
Deductor Type (mandatory) : Select the type of the company from the dropdown list provided.

• Company Details
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Flat/Door/Block No. (Mandatory) : Enter the Flat/Door/Block No.
Building : Enter the building name.
Road/Street/Lane : Enter the name of the road/street/lane.
Area/Locality : Enter the name of the area/locality.
Town/District : Enter the name of the town/district.
PIN (mandatory) : Enter the Address PIN
State (mandatory) : Enter the name of the state.
STD (mandatory) : Enter the STD code of the company.
Phone (mandatory) : Enter the phone no. of the company.
Alternate STD : Enter any alternative STD No.
Alternate Phone Number : Enter any alternative Phone Number.
E-mail (mandatory) : Enter the E-mail address of the company.
Alternate Email ID : Enter any alternative E-mail ID of the Company

• Responsible Person

Name (mandatory): Enter the name of the responsible person
Designation (mandatory): Enter the designation of the responsible person
Father’s Name: Enter the father’s name of the responsible person.
Mobile No. (Mandatory): Enter the mobile no. of the responsible person.
PAN (Mandatory): Enter the PAN of the responsible person.

• Responsible Person’s Detail

Flat/Door/Block No. (Mandatory) : Enter the Flt/Dr/Block No.
Building : Enter the building name.
Rd/Street/Lane : Enter the name of the road/street/lane.
Area/Locality : Enter the name of the area/locality.
Town/District : Enter the name of the town/district.
PIN (mandatory) : Enter the PIN no.
State (mandatory) : Enter the name of the state.
STD (mandatory) : Enter the STD code
Phone (mandatory) : Enter the phone no.
Alternate STD : Enter any alternative STD No.
Alternate Phone Number : Enter any alternative Phone Number.
E-mail (mandatory) : Enter the E-mail address of the responsible person.
Alternate Email ID : Enter any alternative E-mail ID of the responsible person.

Govt. Deductors

PAO Code (mandatory): Enter the PAO code
PAO Registered Number: Enter the PAO Registration. No.
DDO Code (mandatory): Enter DDO Code.
DDO Registered Number: Enter the DDO Registration No.
State: Enter the ministry state (Applicable for State Government Deductors)
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Ministry (mandatory): In the ministry options if ‘Other’ is selected then enter other ministry.

After entering all the valid data in the sections, click on at the bottom of the page. (Refer to fig-00).

Delete a Company/Deductor
In order to Delete the existing data, click on the Delete Button given at the right side of the screen.
Note: The company/deductor cannot be deleted if any Return is made against it.
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4.2. Deductee
In the >Deductee< option, all details of the deductees are stored. Once the deductee is created in the
setup, it will appear in the help window of the transaction module. The user will just need to select the
Deductee from the help window to populate the details of the deductee in the required fields.

Note: Whenever a user saves a record of new deductee in transaction module, its master gets automatically
created.In order to access deductee, Click on >Deductee< under >Setup< option as displayed below:

Figure 07 – Deductee

The following window appears :

Deductee -Setup

The list of all the deductees that has already been defined in the TDSMAN database is displayed here.

In order to add a new deductee, click on the >Add< button given at the top of the screen.

In order to edit the existing deductee data, click on the >EDIT< button given at the right side of the screen.
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The entire deductee details screen is displayed and explained below:

Figure 03 – Deductee

The brief description of the fields is shown below:

• Deductee Name (Mandatory) – Enter the name of the deductee.
• Deductee PAN (Mandatory) – Enter the PAN of the deductee. In case the deductee is not having PAN
then “PANNOTAVBL” meaning PAN not available, has to be entered.
• Deductee Code (Mandatory) – It has to be either 01 or 02. If deductee type is Company select 01 else if
deductee type is non-company select 02.
• Email ID – Enter the e-mail address.
• Contact Number – Enter the mobile no.
• Address – Enter the address.
• Tax Identification Number – Enter your TIN Number

After entering all the required details, click on >Save<

Note: Address, Mobile and Email of the deductee is not submitted in the TDS return. This is required only to
print the TDS Certificate through the software.

Delete Deductee

In order to Delete an existing deductee from the deductee list, click on the >Delete< button given at the
right side of the screen:-
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Edit/Delete Deductee

Note: A deductee cannot be deleted if it has been used to generate any Return.
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4.3. Employee
In the >Employee< option, all the details of the employee, under a company, are stored. Once the
employee is created in the setup, it will appear in the help window of the transaction module of Form
24Q.The user will just need to select the employee from the help window to populate the details of the
employee in the required fields.

Note: Whenever a user enters a new employee in the transaction module, its master gets automatically
created.

In order to access employee, Click on >Employee< under >Setup< option as displayed below:

Figure 01 - Employee

The following screen appears:
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Figure 02 – Employee

The list of all the employees that has already been defined in the TDSMAN database is displayed here.

In order to add a new employee, click on the >Add< button given at the top of the screen.

In order to edit the existing employee data, click on the >EDIT< Button given at the right side of the screen.

The entire employee details screen is displayed and explained below:

Figure 04 - Employee

The above screen shows the following fields of employee information:

Employee Name (mandatory): Enter the name of the employee.

Employee PAN (mandatory): Enter the PAN No. of the employee.

Employee Category (mandatory): Select the category from the dropdown list provided.

Employee Ref. No.: Enter the company’s reference no of the employee

Employee Designation: Enter the designation of the employee.

>Delete< an Employee -

With the help of this option, user can ‘Delete’ an existing employee from the List of Employees.
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Edit/Delete Employees
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4.3.1. Company / Deductee / Employee List
The complete list of all the company/ deductee/ employee can be viewed here.
In order to access it, click on and all the options will be displayed as below:

Company / Deductee / Employee List
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4.4. Company List
The list of all the companies created in this software can be viewed by clicking on >Setup< and then
>Company List< :-

Company List – Setup

The following will appear:

Figure 02 – Company List

The list of companies can displayed in 2 way :

Summary –Select this in order to get the list of companies with minimum information.
Details – Select this in order to get the list of companies with additional information.
Click on, >Show Report< . The report will be generated. The following is displayed below:
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Company List – Summery

Company List – Detailed

Once the report is generated, user can print, save or export the report.
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4.5. Deductee List
The list of all the deductees created in this software can be viewed by clicking on and then :-

The following screen will appear:

The user can select either ‘All’ or a particular company for which the deductee list is required.
Click on , the following report will be generated:-
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Once the report is generated, one can print, save and export the report.
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4.6. Employee List
The list of all the employees for a selected company can be viewed though this report.
Click on under :

Employee List

The following screen will get displayed:-

Employee List - Show Report

Company – Select the company for which the employee list has to be generated.

Click on . The following is displayed below:
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Employee List - Report

Once the report is generated, one can print, save & export the report.
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5. Regular Return
To file the return you will have to select a particular form under which the return will be prepared. Basically
there are four forms that can be selected. These four Forms are explained in section 4.1
There are three broad steps required for the preparation of the file for returns. They are as following:
i. Selection of Parameters for filing the Returns
ii. Challan and Deductee Entry
iii. Generation of Returns
We shall discuss in details about all the steps mentioned above, over the subsequent sections.
As Form 26Qis most popularly used, the same is being used to explain the operational procedure.

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 45 of 200



5.1. Regular Return – Form 26Q
From the Dashboard, select or one of the Returns which is already under process. To file the Regular
Return, click on Regular Return from the main options menu (Dashboard), or the user can use the shortcut
option for Regular Return directly from the dashboard, as displayed below: (Shortcut options can only be
found in the dashboard only)

Regular Return - Form 26Q

The following screen appears:
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Regular Return - Form 26Q - Step 1

Company – Select the Company for which the return has to be filed..
Financial Year – Select the Financial Year for which the return has to be filed.
Quarter – Select the Quarter for which the return has to be filed.
Form no. – Select the Form No. for which the return has to be filed. In this case, Form 26Q is selected.
click on Proceed to go further, as shown below:
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Regular Return - Form 26Q - Step 2

After proceeding, the above screen will appear. Here, we briefly explain the different steps that are involved
in preparing and generating the return.
The screen will show 5 options as displayed above. These options are:

Step 1: Add / Modify Entries – in this option, the user can add new Challan details and deductee data. If
the data is already given, the user can also modify the existing Challan & Deductee data in this step. There
are two options provided under step 1. The options are:
• Add Challan & Deductee – The Challan details & the corresponding deductions are to be manually
entered here.
• Add Data Using Excel – Apart from manual effort, this whole data can also be imported, through Excel
Sheets, using this option.

Step 2: Check Errors in Return – Once the data is in place, it is a healthy practice to check for any
possible error, which may lead to error notices from the IT department. Using ‘Predict Default’ option, the
user can check for errors and defaults in the data.

Step 3: Generate return – By clicking on this option, the user can generate the TDS Return in electronic
format, which has to be submitted to the IT department.

Step 4: Download Report – This option provides the detailed list of Challans & Deductees for the TDS
return as per the manual format of the IT department. This can be printed for record-keeping purposes.

Step 5: Save your Filing Detail – Once the TDS return has been filed, one can update the filing information
using this option. This would be useful in case of any correction is required to be made in the future.
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Step 6: Online Filing of Return – Once the FVU file is ready, you have the option to file it online.

Step7: Online Challan Verification

• Verify Challan – All challans entered in Return, through this option, may be verified with the IT
Department’s data.

• Import Challan – Instead of entering data manually or from the Excel Import, it may directly be
imported from the IT Department.
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5.2. Add Challan & Deductee
TDS Returns prepared by providing information of tax deposited through payment Challans and
corresponding breakup of deduction from the salary of the employees. Make sure that Company Name,
Quarter, Financial year & Form No. for which the return is being processed, is properly placed and visible
in the screen, above of where all the steps are shown(refer to fig- 03 Regular Return).

Click on <”Add Challan & Deductee”> option:

The following screen will be displayed:

In this section we concentrate on entering and maintaining all the Challan records, which have to be
submitted. On the left section of the screen, Challan details needs to be entered.
As above screen you have to enter the followings:

• Date of Payment
• BSR Code
• Challan No.
• TDS
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• Interest (Optional)
• Fee (Optional)
• Total
• Minor Head

After entering the details, click on Save and the records will be saved, and the new challan with new records
will be added and displayed in the ‘list of Challans’ section. To enter the corresponding detail of employee
deductions against each Challan, Click on SL NO as displayed below:

After clicking on ‘SL No’ The following screen will appear:
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Now provide the Tax deduction details of the employees, corresponding to the selected payment Challan.
The following employee details have to be entered: (refer to fig – 06 Regular Return)

• Employee Name
• PAN
• Code (Company/Non company)
• Section No.
• Date of Payment
• Amount
• Tax Deducted

The details of the Challan will get displayed in the right section of the screen.

After entering the details, click on Save to save the records. (refer to fig – 06 Regular Return).Similarly you
can keep adding employees.
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5.3. Modify a Challan
In order to modify a challan, select the challan, you need to modify, from the right panel with the help of the
mouse. Either double click on this entry or click on the Edit button. The left panel will display details of the
selected entry, which can now be modified and saved again.

Edit Challan

Note: When a challan details is shown in modify mode, you will be able to see two additional fields viz. ‘Interest
(Allocated)’ and ‘Others (Allocated). By default the amount entered in interest and others fields are copied to
allocated fields as well. The default values can be changed in this modify mode.
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5.3.1. Delete a Challan
In order to delete a challan, select the challan you need to delete, from the right panel with the help of the
mouse. After selecting the record click on Delete button, then after seeking your confirmation, the selected
record will be deleted.

Delete challan

Note: Whenever a challan is deleted, then all the deductees present in that challan will also subsequently get
deleted.
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5.4. Add Data Using Excel
TDS data can be prepared in Excel Sheets and then imported into the system. This would save effort in
entering data through formats of the software interface. Click on Add Data using Excel:

The following screen will get displayed:

The user can either add completely new data or replace the existing data with new one, by selecting the
option New / replace existing data

User can also make data addition to the existing data, by selecting the option Add to the existing data
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5.4.1. Download Excel Format
TDS data needs to be provided in structured Excel format. In case the format is not available, this needs to
be downloaded from Download Excel Format’ option.

After downloading the Excel format, the Challan and deductee details have to entered. In the worksheet. It
is recommended that after entering the data in the downloaded excel sheet, ‘Save’ the data with a different
file name so that the original empty excel sheet can be reused for other returns.
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5.4.1.1. Import Data from Excel
To import the data from excel file, Click on ’Import Data from Excel’.

Regular Return - Import Data

After uploading the Excel Data, click on Upload & Validate button to upload the data in the system. (Please
ensure proper format of excel file is used, otherwise it will display error) Following is displayed below:

Regular Return - Upload and validate
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5.5. Predict Defaults
Each filed TDS Return, is processed by the Income tax department to check for any irregularity or defaults.
’Predict defaults’ is a diagnostic tool to determine the possible errors & defaults in advance for taking
corrective measures, before filing TDS Return
i. Short Deduction – These are the errors, related to lower tax deduction for a deductee, which is
determined on the basis of PAN, Section and remarks.

ii. Late payment –Default owing to Late Payment is delayed deposit of TDS to the IT department either
through Challans or Book Entry. This error normally attracts interest.

iii. Late Deduction – This implies that, the delay in deduction of tax as per the provisions. Typically, this
attracts interest based on the date on which, tax was to be deducted and actual date of deduction.

This will also calculate Late Fee for filing the return. Select Predict Defaults option

Predict Default

The following screen will appear:
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Predict Default

As above screen, by clicking the View button, user can see all the possible defaults he made, while
generating the return. If any error is visible, the user needs to take corrective actions and update the TDS
data accordingly.

Challan Check – For Security reasons, ‘Captcha’ code has to be entered while checking the Challan
details . Then click on Recheck to check on possible error in your return.

Following is displayed below:

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 60 of 200



Predict Default

In case of first attempt of checking defaults in Challan, Start verifying option will be visible instead of
Recheck

Following is displayed below:

Predict Default - Challan Check (1st attempt)
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5.6. Generate TDS Return
Once the Challan & Deductee details (and also Salary Details in Form 24Q – Q4) have been entered, the
user can generate the TDS / TCS Return. Click on the Generate Return option:

Generate Return

The following screen appears:

Generate TDS Returns

In the above screen, under the ‘Return Information’ section, specify the Token No. of previously filed
return if there is any. Check the box for No change in address . In case of any changes in address of the
company or the responsible person, the user has to ‘Uncheck’ the box and it must be specified.

The process of Generating TDS Return includes validating the Challan data and CSI file, provided by the
Income Tax department.

The user needs to provide the CSI file through one of the following options:

• Income Tax Password
• Income Tax OTP
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• Upload CSI Manually

Charges will be displayed for generating the TDS return, this cost will be adjusted with the Credit amount or
one have to pay the sum amount, before the return can be generated

Click on Create TDS Return (FVU File) to generate the return.
Once the return is generated, one can download the ZIP File , containing the TDS FVU file. Form 27A can
also be viewed and printed from here. A copy of ZIP with all the relevant files will also be sent over email.
User can make offline submission of the return by taking print out of the FVU file or by using a pen drive as
well. User can also submit the return through online, by uploading the FVU file to the Income Tax portal.
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5.7. Download Report
The user can download the Return report in PDF format, using this option. Following is displayed:

Download Report
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5.8. Save Filing Details
The user can save their Return filing details using this option. Click on ’Save Filing Detail’

Save Filing Details

Following screen will appear:

Save Filing Details

Enter the ‘Token No.’ ‘Date of Filing’ & ‘receipt No.’ * and click on ’Save’. The details of your generated
return will be saved in the system.
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5.9. Online Filing of Return
Online Submission of TDS Returns through ‘Aadhaar’ authentication

The Income Tax Department now also offers a facility to upload the FVU (after achieving in ZIP format)
directly through their e-filing facility.

Following are the steps for submission through ‘Aadhaar’ authentication:

Click on >Online Filing of Return< under >NSDL Information<

The following screen will appear:

NSDL Information

In order to proceed, click on www.incometaxindiafiling.gov.in as mentioned above.

This will open the Income Tax Portal in a new window. The following screen will appear:
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NSDL-Online Filing of Return - Step 1

User ID – In order to Log In, enter the >User ID< as registered with the department.
Click on >Continue<

The following screen will appear:
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TMO- Online Filing of Return - Password

Password – Enter the >Password<

Click on >Continue<

The following screen will get displayed:
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TMO- Online Filing of Return

Select the option >Services< from the navigation bar and click on >File Income Tax Forms<
then click on >Income Tax Forms<

The following screen will appear:
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TMO- Online Filing of Return

Now select the option >Deduction of Tax at Source< and click on >File Now<

The following screen will appear:
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TMO- Online Filing of Return

Click on >Let’s Get Started<

The following screen will appear:

Online Filing of Return
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TMO- Online Filing of Return

The above screens displays blank fields that need to be entered correctly

>Form< – Select the correct Form number for which the Return needs to be filed
>Quarter< – Select the Quarter
>Upload Type< – Select the upload type (Regular Return / Correction Return)
>Upload TDS< – Upload the FVU file in ZIP format

After uploading the FVU ZIP File, click on >Proceed to E-verify<

The following screen will get displayed:
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TMO- Online Filing of Return

In order to proceed to E-verify, click on >Yes<

The following screen will appear:
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TMO- Online Filing of Return

To generate the OTP through Aadhaar, click on >I would like to verify using OTP on mobile number
registered with Aadhaar<

Click on >Continue<

The following screen will get displayed:

TMO- Online Filing of Return

Click on >Generate Aadhaar OTP<

The following screen will get displayed:
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TMO- Online Filing of Return

The OTP will be sent to your registered mobile number. Enter the OTP and click on >Validate<.

Once the validation is done, your FVU File is successfully submitted to the department
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5.10. Online Challan Verification
The user can verify the challan online by using this option. It also gives the option to import the challan
details.

i. Verify Challans
ii.Import Challans

Online challan verification
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5.10.1. Verify Challan

Verify Challan - 1

Click on ‘Verify Challans’ the following screen will get displayed:-

Verify Challan - 2

Financial Year – Select the Financial Year for which the Return has to be verified.
Quarter – Select the Quarter for which the Return has to be verified.
Form no. – Select the Form No. for which the Return has to be verified. In this case Form 26Q is selected.
Enter the TRACES login details and password.

Verify Challans after 31st March : – If the challans which have been submitted after 31st March i.e. after
the selected FA year, need to be validated then click on this option.

Please note that this option will be available only if Quarter4 is selected.

Enter Captcha Code and click on ‘Start Verifying’ to go further, as shown below:
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Verify Challan - 3

All the challans for the selected criteria will get displayed. Each challan’s status will get displayed under the
head ‘Status’. In the above screen the status displayed is ‘Amount Matched’
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5.10.2. Import Challan
In order to import the challan details directly from TRACES, click on Import Challans.

Import Challan -1

The following screen will get displayed:-

Challan Import - 2

The TRACES Credentials have to be entered. Provide From Date and To Date. Enter the Captcha code
and click on ‘Start Verifying’.
All the challans within the given date range will get displayed, as shown below:
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Challan Import - 3

In order to verify the challans, the user needs to click on ‘Verify Amount’ of the individual challan. The
following screen will get displayed:
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Challan Import - 4

The user needs to enter the Challan Amount and click on ‘Verify’. Once the verification is done, the system
will display the status of the same, as shown below:

Challan Import - 5

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 81 of 200



In this case the challan verification is successful. Click on ‘Close’.

Similarly, all the challans can be verified. After successful verification of each challan, the challan(s) can be
imported in the TDSMAN software.
Please note, that only the challans which do not exist in the system will get imported.
Click on ‘Import Challan’ as shown below:

Challan Import - 6

On successful importing of challan, the message for the same will get displayed as shown below:

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 82 of 200



Challan Import - 7
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6. Correction Return
The regular return for any Form type that has already been submitted can be corrected using the
‘Correction Returns’ module. In Correction Return, User can modify, add or delete existing information as
per rules and limitations as specified by the Income Tax Department.

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 84 of 200



6.1. Upload Conso File
There are two broad steps required for preparing a Correction Return in TDSMAN Online. They are as
following:
i. Import of data for correction (Upload Conso File)
ii. Make corrections
iii. Generate Correction Returns for submission
We shall discuss in details about all the steps mentioned above, over the subsequent sections.
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6.2. Import Data for Correction
For making the Correction Return you have to import the file of the last accepted return for the relevant
Deductor, Form type, Financial Year & Quarter.
This TDS file can be downloaded from TRACES website after registering your TAN in their website. The
URL for the same is www.tdscpc.gov.in .It will have all the details of the latest return that has been uploaded
by you. This TDS file will always show your last accepted statement at the Income Tax Department.
Click on Upload Conso File under ‘Correction Returns’ menu from TDSMAN online Dashboard to upload
the file in online portal.

Correction Return

The following is displayed below:

Upload Conso File
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Select the details of the ‘Conso File’ which has to be uploaded

Company: Select the ‘Company’, for which the corrections has to be made
FA Year: Select the ‘Financial Year’
Quarter: Select the ‘Quarter’ of which the TDS corrections needs to be made
Form Name: Select the ‘Form Name’

Then choose the Conso file from the system by clicking on . Once the file is uploaded, click on . After
uploading the Conso file, click on as shown above.

After importing the file, following will get displayed:

Correction Return

When The TDS file is imported to the online portal, click on Process to Correction Return. This will take
you to the details of the Correction Return.

Following is displayed below:
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TMO - Correction Statement

The desired correction can be made by clicking on Proceed as shown above.

Following is displayed below:
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correction return

There are six steps, which will lead the user to generate the correction return correspondingly.

Step 1: Add/Modify Entries: In this step user can get access to two options.

Step - 1

i. Challan & Deductee – Using this option, user can modify Challan and Deductee information.
ii. Modify Company Details – Using this option, user can edit or modify information regarding the
Company.

Step 2: Check Errors in Return – In this step, user can check all the possible errors in the returns using
Predict Default option and can rectify the errors accordingly.

Step - 2

Step 3: Generate Correction Return – After making all the necessary corrections in company deductee
data and ensuring that there are no defaults, the user is all set to generating correction return. Click on
Generate TDS Return to proceed.
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Step - 3

The following is displayed below:

Generate Correction Return

As above screen shows, The Return summery after making correction is displayed. In case of change in
address of company and the responsible person, it has to be specified.

The user needs to provide the CSI file through one of the following options:

• Income Tax Password
• Income Tax OTP
• Upload CSI Manually

Click on Create TDS Return (FVU File) to generate the return. Once the return is generated, one can
download the ZIP File, containing the TDS FVU file. Form 27Acan also be viewed and printed from here. A
copy of ZIP with all the relevant files will also be sent over email. The charges will be displayed for
generating the return, this would be adjusted with the credit balance or the user has to pay the amount
before the return can be generated. User can also submit the correction return offline through Aadhaar or
DSC by consolidating the ZIP file in pen drive or CD.

Step 4: Download Report – The user can download the Return report in PDF format, using this option
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Step - 4

Step 5: Save Filing Details – The user can save their Return filing details using this option.

Step - 5

Click on ’Save Filing Detail’ . Enter the acknowledgement receipt details which are ‘Token No.’ ‘Date of
Filing’ & ‘receipt No.’ and click on ’Save’ as displayed below:

Save Filing Details - Correction Return

Step 6: Online Filing of Return

Online Filing of Returrn

The following screen will appear:
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Online Filing of Return

Financial Year – Select the Financial Year for which the Return has to be filed.
Quarter – Select the Quarter for which the Return has to be filed.
Form no. – Select the Form No. for which the Return has to be filed. In this case Form 26Q is selected.
Enter password for Income Tax – Enter the password for income tax for which the return has to be filed.

Click on Proceed to go further, as shown above.
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6.3. Correction Statement
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7. Reports
TDSMAN has an in-built comprehensive system for printing TDS / TCS certificates and reports. It generates
report for on-screen viewing and printing hard copies serving multiple purposes such as record keeping,
auditing, filtered queries, etc. The report interface is simple to use with convenient self-explanatory labels
for understanding. Most of the reports have the facility for setting filters across multiple Form types,
Quarters, Deductees, Sections etc.
Following Reports are available under this section:

Reports
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7.1. Return Details
The user can view the details of the Return generated for the selected quarter through Return Report.
In order to view this report, click on Reports -> Return Details

Return Detail

The following screen will appear:

Return Detail - Show Report

Company Name: Select the Name of the Company for which Return Report needs to be generated
Financial Year: Select the Financial Year for which Return Report has to be generated.
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Quarter: Select the Quarter for which Return Report needs to be generated.
Form: Select the Form No for which Return Report has to be generated
In addition, the user can also view the Company, Challan or Deductee details by selecting the relevant radio
button. In this case ‘Company’ has been selected.
Click on Show Report. The details of the Return will get displayed as shown below:

Return Detail - Report

The system gives the option to Print, Save or Export the generated report.
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7.2. Return (IT Format)
The user can view the details of the Return generated for the selected quarter through Return Report. This
report is designed as per the format provided by the department.

In order to view this report, click on Reports -> Return (IT Format) :

Return (IT Format)

The following screen will appear:
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Return (IT Format) - Show Report

Company Name: Select the Name of the Company for which Return Report needs to be generated

Financial Year: Select the Financial Year for which Return Report has to be generated entered.

Quarter: Select the Quarter for which Return Report needs to be generated.

Form: Select the Form No for which Return Report has to be generated

In addition, the system also gives the option to view the report for Regular or Correction Return as per
requirement. In this case Regular Return has been selected.

Click on Show Report. The details of the Return as per the IT format will get displayed as shown below:

Return (IT Format)- Report - Page 1

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 98 of 200



Return (IT Format)- Report - Page 2
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Return (IT Format)- Report - Page 3

The system gives the option to Print, Save or Export the generated report.

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 100 of 200



7.3. Challan Details
This report provides the list of all the Challan payments made across one or multiple forms and further
across one or multiple quarters for the selected financial year.

In order to view this report, click on Challan Details option, under Reports :

Challan Detail

The following screen will get displayed:

Challan Detail - Show report
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Company (TAN): Select the Company for which the challan information has to be displayed.

Financial Year: Select the Financial Year for which the challan information has to be displayed.

Challan Type: Select either or any one of the 3-challan type:

i. Bank Challan
ii. Book Entry
iii. Nil Challan

Sort Order: The challan query can be sorted on any of the following parameters:

i. Date
ii. Form No.
iii. Quarter

Click on Show Report

The Challan Report will be displayed on the basis of the specifications provided.

The following report will appear:
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Challan Detail - Report

The system gives the option to Print, Download or Export the report as per requirement.
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7.4. Party / Employee – Details
This report provides the details of all the deductions made for Parties / Employees for the specific criteria
provided by the user. It could be for a particular Form or across different Forms for any selected financial
year.

Click on Party / Employee Detail under Reports:

Party / Employee - Details

The following screen will appear:
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Party / Employee - Details

Company: Select the Company for which the Deductee/Employee information has to be displayed.

Financial Year: Select the Financial Year for which the Deductee/Employee information has to be
displayed.

Deductee / Employee: Select either deductee or employee from the dropdown list, for which the
information has to be displayed. The system gives the option to select one or multiple Deductee/ Employee.

Sort Order: The Party / Employee Detail can be sorted on any of the following parameters:

i. Date Wise
ii. Section Wise
Click on “Show Report”. The report will get generated and displayed as shown below:
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Party / Employee - Details - Report

The system gives the option to Print, Download or Export the report as per requirement.
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7.5. Party / Employee – Summery
This report provides the summarized information of all the deductions made for Parties / Employees for the
specific criteria provided by the user. It could be for a particular Form or across different Forms for any
selected financial year.

Click on Party / Employee Summary under Reports:

Party / Employee - Summary

Following screen will appear:
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Party / Employee - Summary

Company: Select the Company for which the Deductee/Employee transaction summery has to be
displayed.

Financial Year: Select the Financial Year for which the Deductee/Employee transaction summery has to be
displayed.

Deductee / Employee: Select either deductee or employee from the dropdown list, for which the summery
has to be displayed.

Summary Type: Choose the Summery Type. It can be sorted in three of the following parameters:

i. Annual
ii. Quarterly
iii. Monthly

In this case, Monthly Summary is selected:

Select the Deductee or Employees from the Deductee/Employee list, for which the summary have to be
displayed, user can either select them individual, multiple or altogether. Then click on Show Report .

The report will get generated and displayed as shown below:
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Party / Employee - Summary (Report)

The system gives the option to Print, Download or Export the report as per requirement.
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7.6. Deductee Wise Query
The details of the deductee(s) will get displayed on the basis of the criteria provided.

Click on “Deductee Wise Query” under “Reports”:

Deductee Wise Query

Following screen will appear:
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Deductee Wise Query

From Date – To Date: Select the time span for which the report has to be generated.
Company: Select the company for which the report has to be generated.
Deductee/Employee: Select either deductee or employee to filter out a particular type of information.
Choose Section: Select one or multiple section(s) across which the report has to be generated.
Select Forms: Select one or multiple form(s) across which the report has to be generated.
Select Qtrs.: Select one or multiple quarters across which the report is to be generated.
Select ‘Amount Paid’, ‘TDS Amount’ & ’Cess’ – User needs to select one of the following four options
mentioned below:
i. All
ii. Greater Than
iii. Equal To
iv. Less than

Click on Show Report. The following report will get generated as displayed below:
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Deductee Wise Query - Monthly report
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Deductee Wise Query - Annual report

The system gives the option to Print, Download or Export the report as per requirement.
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7.7. Challan Wise Query
This query provides advanced filtering functions to extract specific information, as per requirement, from
TDS / TCS returns throughout the financial year for a particular deductor. For example, throughout the year
one can extract all payments under section* 194J greater than Rs. 1,00,000.*

Click on Challan Wise Query under Reports:

Challan Wise Query

The Following screen will appear:
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Company (TAN): Select the company for which the report has to be generated.
FA Year: Select the relevant Financial Year for which the report needs to be generated.
Quarter – Select the relevant quarter for which the report needs has to be generated.
Form – Select the relevant Form.
Challan Type – Select the Challan Type, it could be Bank Challan/Book Entry/Nil Challan.
Sort Order – Select the parameter on the which the report has to be generated.
BSR Code / 24G Receipt No. – Enter the BSR Code, or Form 24G receipt No.(if required)
Challan Total Amount – Select one of the following four Challan amount parameters:

i. All
ii. Greater Than
iii. Equal To
iv. Less than

Click on Show Report. The following report will get generated.

Challan Wise Query - Report

The system gives the option to Print, Download or Export the report as per requirement.
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7.8. Correction Statement
The report lists down all the corrections made in the previously filed erroneous Return.

Click on Correction Statement under Reports menu:

Correction Statement

The following screen will be displayed:
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Correction Statement - Report

Select the required correction statement.

Click on Show report.

The following report will get displayed:
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Correction Statement - Report

The system gives the option to Print, Download or Export the report as per requirement.
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7.9. Company Details
This report provides the details of the company selected.
Click on Company Details under Reports:

Company Details

The following will be displayed:

Company Details -Show Report

Select the company for which the report needs to be generated.

Click on Show Report

The following report will get generated:

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 119 of 200



Company Details - Report

The system gives the option to Print, Download or Export the report as per requirement.
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7.10. Print Form 16, Part B (TDS Certificate for
Employee)
Form 16, Part B is the TDS Certificate issued to Employees by the Employer. It provides the details of the
computation of taxable income and the applicable tax.
One can generate / print Form 16, Part B from the software if the details have been entered (as it is
optional).
Click on Form 16 – Part B under Reports :

Form 16 Part A &amp; Part B

The following screen will get displayed:

Form 16 Part A &amp; Part B

The report can be generated in any of the following 3 formats:
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i. Print Form 16, Part B
ii. Generate Individual PDF for each Employee
iii. Merge PDF files of Part A & Part B of Form 16

Each of the 3 formats are individually explained below:

i. Print Form 16, Part B
This will print the certificates for all selected employees.

Select Print Form 16, Part B
Click on Proceed.
The screen will get displayed:

Form 16 Part A &amp; Part B - show report

Company – Select the Company for which the report needs to be generated

FA Year – Select the Financial Year for which the return needs to be generated

Place – Select the place where the certificate has to be generated.

Date – Select the date when the certificate has to be generated.
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List of Employees – Select the employee name for which the certificate has to be generated.

Click on Show Report. The following report will get displayed:

Print form 16 part B

ii. Generate individual PDF for each Employee
This will generate separate PDF files of Form 16, Part B for the each of the selected Employee. All the PDF
files will be placed in one ZIP file and will automatically be downloaded to the local system.
Select Generate individual PDF for each Employee

Click on Proceed.
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Individual PDF for each Employee – Form 16 Part B – Reports

Company – Select the Company for which the report needs to be generated

FA Year – Select the Financial Year for which the Return needs to be generated

Place – Select the place where the certificate has to be generated.

Date – Select the date when the certificate has to be generated.

List of employees – Select the employee name for which the certificate has to be generated.

Click on Download Report. The report will get downloaded in PDF Format.

iii. Merge PDF files of Part A & Part B of Form 16
Part A of Form 16 is to be generated through the TRACES PDF Convertor by using the downloaded
Certificate file. This module will generate PDF of Part B for each employee and merge it with Part A and
store it as one consolidated PDF of Form 16 (Part A & B) in the local system.

Select Merge PDF files of Part A & Part B of Form 16

Click on Proceed
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Form 16 Merge Part A &amp; Part B - show report

Company – Select the Company for which the report needs to be generated

FA Year – Select the Financial Year for which the return needs to be generated

Choose File – Select Folder of PDF files of Part A (as generated by Convertor Utility)

Place – Select the place where the certificate is being generated.

Date – Select the date when the certificate is being generated.

List of employees – Select the employee name(s) for which the certificate is being generated.

Click on Merge Form 16 Part A & B. Once the merging is complete, the consolidated Form 16 is stored in
the provided folder.
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8. TRACES Information
All the modules related to TRACES are explained here.
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8.1. Request for TDS / Conso file Online
This module is used for requesting TDS/Conso file from TRACES. The system allows the user to request for
‘Conso file’ from TRACES through TDSMAN Online interface. In order to do this, click on >Request for
TDS/Conso file Online< under >TRACES Information<

Request for TDS/Conso File Online

The following screen will appear:

Request for Consolidated Statement
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Step1:
Enter the TRACES login details, after that select FA year, Form No. and Quarter.

Following screen will appear:

TRACES - Log In Details

Step 2:
If data is available in the software the above data will be automatically be fetched otherwise it needs to
entered manually.
It also gives the option to make additional request for Justification Report and Form 16A or Form 16. Enter
the captcha and click on >Request< button.

On clicking, a request will get submitted and TRACES will generate a request number against it. Normally,
TRACES takes some time to process the request. Once done, the file is made available in the
“DOWNLOAD REQUESTED FILE” Section
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8.2. Request Form 16A
This module is used for requesting Form 16A from TRACES. The system allows the user to request for
‘Form 16A’ from TRACES through TDSMAN Online interface. In order to do this, click on >Request for
Form 16A< under >TRACES Information< option

Request for Form 16A

Following screen will appear:
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Request for Form 16A

Step 1:
Enter the TRACES login details, after that select FA year, Form No. and Quarter.

Request for Form 16
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Step 2:
If data is available in the software the above data will be automatically being fetched otherwise it needs to
enter manually
This module also gives the option to make additional request for Conso file and Justification Report. Enter
the Captcha and click on >Request<
button
On clicking, a request will get submitted and TRACES will generate a request number against it. Normally,
TRACES takes some time to process the request. Once done, the file is made available in the
“DOWNLOAD REQUESTED FILE” Section.
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8.3. Request Form 16
The system allows the user to request for ‘Form 16’ from TRACES containing data for generating TDS
Certificate through TDSMAN Online interface. In order to do this, click on >Request for Form 16< under
>TRACES Information<

Request for Form 16

Following screen will appear:
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Request for Form 16

Step 1:
Enter User Details: Enter the Login details of the user i.e. TAN, TRACES User Id and Password

Select Your Return: Select the details of the Return i.e. Financial Year, Form No. and Quarter for which the
form needs to be downloaded.

Request for Form 16
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Step 2:
This information will be automatically placed, if available in the Regular Return as recorded in the system. In
case it is missing, this needs to be manually entered.

Provisional Receipt No.: Enter Token Number of Regular Return of that quarter

Provide 1 Challan Information of the Return: Enter the Serial Number, Challan Number, BSR Code, Date of
Deposit and Tax Deposited of one Challan of the selected Return.

Provide any 3 Deductee Record’s PAN and it’s Tax Deducted: Enter the PAN and the amount of Tax
deducted of any three Deductees from the Challan whose details have been provided.

Additional Request: The system also gives the option to make additional file requests for Conso and/or
Justification Report for the selected Return.
Enter the text as in above image: Enter the Captcha Code

Request: Click on >Request< button. This request will get submitted and TRACES will generate a Request
Number against it. Normally, TRACES takes some time to process the request. Once done, the file is made
available in the ‘Download Requested Files’.
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8.4. Request For Form 27D
This module is used for requesting Form 27D from TRACES. The system allows the user to request for
‘Form 27D’ from TRACES containing data for generating TCS Certificate through TDSMAN Online
interface. In order to do this, click on >Request for Form 27D< under >TRACES Information<

Request for Form 27D

Following screen will appear:
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Request for Form 27D

h2.Step 1

Enter the TRACES login details, after that select FA year, Form No. and Quarter.

Request for Consolidated Statement

Step 2
If data is available in the software the above, data will be automatically being fetched.Otherwise, it needs to
enter manually.
This module also gives the option to make additional request for Conso file and Justification Report. Enter
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the Captcha and click on >Request< button.
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8.5. Request for Defaults / Justification Report
This module is used for requesting Defaults/Justification report from TRACES. The system allows the user
to request for ‘Defaults/Justification Report’ from TRACES containing data through TDSMAN Online
interface. In order to do this, click on >Request for Form 27D< under >TRACES Information<

Request for Defaults/Justification Report

Following Screen will appear:

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 138 of 200



Request for Form 27D

Step 1
Enter the TRACES login details, after that select FA year, Form No. and Quarter.

Request for Consolidated Statement

Step 2
If data is available in the software the below data will be automatically being fetched otherwise it needs to entered
manually. This module also gives the option to make additional request for Conso file and Form 16A or Form 16.
Enter the Captcha and click on >Request< button. On clicking a request will get submitted and TRACES will
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generate a request number against it. Normally, TRACES takes some time to process the request. Once done,
the file is made available in the “DOWNLOAD REQUESTED FILE” Section.
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8.6. Download requested Files
All the request that are made from serial no. 8.1 to 8.5 will be available for download in this module. In order
to do this, click on >Download Requested File< under >TRACES Information<

Download Requested Files

Following screen will appear:
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Request Download

All the requests made will be available in the grid, click on >Download< button to download and extract the
required file

Following is displayed:

Files Requested for Download
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8.7. Download Default Summery
This module is used for Viewing Default summary. In order to do this, click on >View Default Summary<
under >TRACES Information<

View Default Summary

For this the user needs to enter the TRACES login details,

Following screen will appear:
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Default Summary

Enter TAN Number, TRACES User ID & Password. Then click on >Request< button

Following screen will appear:

View Default Summary

If there are any defaults in any return then it will show in a grid. On clicking the >View Details< button, it will
display the detail of defaults and the liability amount.

Following is displayed below:
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View Default Summary
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8.8. View Statement Status
This module is used for viewing the status of the Regular & Correction Return (Statements) as submitted. In
order to do this, click on >View Statement Status< under >TRACES Information< option

View Statement Status

Following screen will appear:
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View Statement Status

Enter the TRACES login details (FA Year, Form No. and Quarter wise) and click on >Request< button

Following screen will appear:

View Statement Status

Select FY, Form No. &Quarter. After that, the statement will get displayed.
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8.9. View Challan Status
This module is used for Viewing Challan Status. In order to do this, click on >View Challan Status< under
>TRACES Information< :

View Challan Status

The following will be displayed:
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View Challan Status

Enter the TAN Number & TRACES login details, and then click on >Request< button

After that it will show the Challans within a period. It will show the challan’s consumption details. For that
Challan Amount must be matched. Select Challan Deposit Date (From/To) >Then select Challan Status
(All, Claimed, Unclaimed) >Then click on >Go<
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View Challan Status
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8.10. View TDS / TCS Credit
This module is used for Viewing Deduction summary for a particular PAN. In order to do this, click on >View
TDS/TCS Credit< under >TRACES Information<

View TDS/TCS Credit

Following screen will appear:
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View TDS/TCS Credit

Enter the TAN *Number & *TRACES login details, Then click on >Request< button.

Following screen will appear:

View TDS/TCS Credit

After that one needs to enter the PAN and select FA Year, Form No. and Quarter and then click on >Go<
button. It will show the full deduction history for that PAN for that FA Year.
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8.11. Validate 197 Certificate
This module is used for Validating 197 certificates. In order to do this, click on >Validate 197 Certificates<
under >TRACES Information< option:

Validate 197 Certificate

Following screen will appear:
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Validate 197 Certificate

Enter the TAN No. & TRACES login details, Then click on >Request< button.

Following screen will appear:

Validate 197 Certificate

After that, enter the corresponding PAN Number and FA Year to validate. Then click on >Go< button to
execute.
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8.12. Download PDF Converter Utility to
Generate TDS Certificate
With the help of this module, user can download the PDF Converter Utility directly from TDSMAN Online.
Click on >Download PDF Converter Utility to Generate TDS Certificate< under *>TRACES Information
<* to download the utility.

Download PDF Converter Utility
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8.13. Download PDF Converter Utility to
Generate TDS Certificate – Part B
With the help of this module, user can download the PDF Converter Utility for part B of TDS Certificate,
directly from TDSMAN Online. Click on >Download PDF Converter Utility to Generate TDS Certificate –
Part B< under >TRACES Information< to download the utility.

Download PDF Converter Utility to Generate TDS Certificate – Part B
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8.14. Download Justification Report
Generation Utility
With the help of this module, user can download the utility for generating Justification Report, directly from
TDSMAN Online. Click on >Download Justification Report Generation Utility< under >TRACES
Information< to download the utility.

Download Justification Report Generation Utility
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8.15. Download PDF Converter Utility to
Generate 27D
With the help of this module, user can download the PDF Converter Utility to generate 27D, directly from
TDSMAN Online. Click on >Download PDF Converter Utility to Generate 27D< under >TRACES
Information< to download the utility.

Download PDF Converter Utility to Generate 27D
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9. NSDL Information
In this module, user can get all the Information that is integrated with NSDL. Following is displayed below:

NSDL Information
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9.1. View BIN Information Online
The users can view the BIN details available with the department through NSDL. This is applicable only for
Government deductors who use the Book Entry option for making payments. Click on >View BIN
Information Online< under >NSDL Information< menu. This will take you to a web page outside of
TDSMAN Online.

The following is displayed below:

View BIN Information Online

TAN: Enter: Enter your Tax Account Number

Form Type : Enter Form Type

AIN: Enter AIN

Month-Year : Enter the ‘Month’ and ‘Year’ of the Form 24G filed.

View Bin Details: Click on >View Bin Details<. The BIN details will get displayed. One will need to enter
the amount against BIN to know the status.

Once done, close this Screen to get back to the TDSMAN Online Dashboard.
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9.2. View / Download Challan Information
Online
The users can view/Download the Challan details available with the department through NSDL. In order to
do so, click on >View/Download Challan Information Online< under >NSDL Information< menu (Refer to –
figure – NSDL information).

The following screen will appear:

View / Download Challan Information Online

TAN – Select your Tax Account Number

Challan from Date – Enter Challan ‘From Date’.

Challan to Date – Enter Challan ‘To Date’.

After entering all the required details, the user can either ‘View’ the information or can ‘Download’ *the CSI
file. To download the CSI file, click on *>Download< button, enter the Captcha code and click on
>Continue<.

Click on >View< button to view the Challan Information. This will take you to a web page outside of
TDSMAN Online. The screen for ‘Challan Status Query for Tax Payers’ will get displayed:
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OLTAS-Challan Status Query

Click on “TAN Based View” and proceed, following screen will appear:
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TAN Based View

The TAN will get automatically displayed:

Date Range: Enter the date range i.e. the ‘From Date’ and ‘To Date’

Captcha Code: Enter the ‘Captcha Code’

View Challan Details: Click on ‘View Challan Details’.

Enter the amount against the Challans. This should match with the data available with the department.

Confirm Amount: Click on >Confirm Amount<.

If this amount matches with the amount recorded with the department, the system will display ‘Amount
Matched’
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Download Challan File: One has the option to also download the CSI file. If required, click on >Download
Challan File<.

Select a folder in your system, to Save the file and click on >Save<.Close this Screen to get back to the
TDSMAN Online Dashboard.
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9.3. View Return Status Online
The users can view the Status of the Return, which has been filed, through NSDL. The status could either
be ‘Accepted’ or ‘Rejected’.
In order to do so, click on >View Return Status Online< under >NSDL Information< menu.

The following screen will appear:

View Return Status Online

Company Name – Select the Company Name. The company name along with the TAN will get displayed.

Token No. – Enter the Token number.

View – Click on >View<

This will take one to a web page outside TDSMAN Online. The screen to view Return Status is displayed:

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 165 of 200



View Return Status Online

TAN*–Enter the *‘TAN’.

PRN*– Enter the ‘*PRN’.

Captcha Code – Enter the ‘Captcha Code’.

View Status – Click on ‘View Status’.

The Return Status will get displayed (i.e. whether the Return is Accepted or Rejected). Following screen is
displayed below:
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View Return Status Online (Web page)

Close this Screen to get back to the TDSMAN Online Dashboard.
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9.4. Online Filing of Return
Online Submission of TDS Returns through ‘Aadhaar’ authentication

The Income Tax Department now also offers a facility to upload the FVU (after achieving in ZIP format)
directly through their e-filing facility.

Following are the steps for submission through ‘Aadhaar’ authentication:

Click on >Online Filing of Return< under >NSDL Information<

The following screen will appear:

NSDL Information

In order to proceed, click on www.incometaxindiafiling.gov.in as mentioned above.

This will open the Income Tax Portal in a new window. The following screen will appear:
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NSDL-Online Filing of Return - Step 1

User ID – In order to Log In, enter the >User ID< as registered with the department.
Click on >Continue<

The following screen will appear:

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 169 of 200



TMO- Online Filing of Return - Password

Password – Enter the >Password<

Click on >Continue<

The following screen will get displayed:

PDS Infotech Pvt. Ltd. TDSMAN Online Ver. 1.1 - User Manual_en

Copyright © 2011 - 2022 | PDS Infotech (P) Ltd. Page 170 of 200



TMO- Online Filing of Return

Select the option >Services< from the navigation bar and click on >File Income Tax Forms<
then click on >Income Tax Forms<

The following screen will appear:
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TMO- Online Filing of Return

Now select the option >Deduction of Tax at Source< and click on >File Now<

The following screen will appear:
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TMO- Online Filing of Return

Click on >Let’s Get Started<

The following screen will appear:

TMO- Online Filing of Return
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TMO- Online Filing of Return

The above screens displays blank fields that need to be entered correctly

>Form< – Select the correct Form number for which the Return needs to be filed
>Quarter< – Select the Quarter
>Upload Type< – Select the upload type (Regular Return / Correction Return)
>Upload TDS< – Upload the FVU file in ZIP format

After uploading the FVU ZIP File, click on >Proceed to E-verify<

The following screen will get displayed:
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TMO- Online Filing of Return

In order to proceed to E-verify, click on >Yes<

The following screen will appear:
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TMO- Online Filing of Return

To generate the OTP through Aadhaar, click on >I would like to verify using OTP on mobile number
registered with Aadhaar<

Click on >Continue<

The following screen will get displayed:

TMO- Online Filing of Return

Click on >Generate Aadhaar OTP<

The following screen will get displayed:
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TMO- Online Filing of Return

The OTP will be sent to your registered mobile number. Enter the OTP and click on >Validate<.

Once the validation is done, your FVU File is successfully submitted to the department
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10. Utilities
The various utilities provided in the system to make the system user friendly are explained in this section.
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10.1. Monthly TDS Calculator (Salary)
This module is for TAX calculation. The system allows the user to check Monthly TDS Calculator (Salary)
through TDSMAN Online interface. In order to do this, click on Utilities > Monthly TDS Calculator (Salary)
:-

Utility - Monthly TDS Calculator

Select FA Year, category and enter the income. There is also an option to enter any eligible deduction if
any. It will give the output of Monthly TDS.

Monthly TDS calculator - Summary
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10.2. Search BSR Code
This module helps to Get the branch details of a Bank from BSR Code. Click on >Search BSR Code<
Under >Utility< option

Search BSR Code

The following will be displayed

Search By BSR Code

Type BSR Code & Click on >Search<
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11. Help
In this module user can get help regarding TDSMAN online Interface & guidelines to use the platform.
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11.1. FAQ
Frequently Asked Questions Regarding TDSMAN Online Interface

TDSMAN Online FAQ Link -> https://www.tdsmanonline.com/faq.html
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11.2. Video Help
TDSMAN Online Video Tutorials for individual sections

Video Demo Link -> https://www.tdsmanonline.com/faq-video.html
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12. My Account
TDSMAN Online is a cloud based TDS/TCS Returns preparing and filing software. As it is a software based
on online platform, user needs to pay for each return they file. User either can pay for single returns they
file, or can buy a package plan by which one can file multiple return against onetime payment & that
substantially cuts down the cost per return compared to ‘Pay per return’ policy. In TDSMAN Online
Dashboard, User gets access to a panel called “My Account” where one can manage all their account
related information easily. Options included in this section are:

1. Buy Plan
2. Add Credit
3. Profile Details
4. Change password
5. Account Statement
6. View Tariff
7. Log Out

Following is displayed:

My Accounts
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12.1. Buy Plan
In this section, user can buy specific plans containing a particular number of returns. Click on >Buy Plan<
under ‘My Account’ option.

Buy Plan

Following screen will appear:

Buy Plan - My Accounts

Click on >Buy Plan< Button. The following screen will appear:
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By Plan - Choose Plan

As displayed above, the user has the option to select any plan from the different plans available in the
system. Choose a plan and click on >Proceed<.

Following screen will appear:
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Billing Details

Next, Billing Details will appear. User can edit their billing details by simply clicking on the >Edit< Button.
Click on >Make Payment<.

Following screen appears:

Make payment

Enter the payment related information & choose the payment mode. Click on >Make Payment<.The
payment will be made and the plan will be purchased for the account.
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12.2. Add Credits
In this section, user can add balance to their account. Click on >Add Credit< under ‘My Account’ option:

Add Credit - My Account

Following screen will appear:

Add Credit

Click on >Add Credit< button. Following screen will appear:
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Add Credit - Add Amount

Add desired amount and click on >Proceed<. Following screen will appear:

Billing Details

Next, Billing Details will appear. User can edit their billing details by simply clicking on the >Edit< Button.
Click on >Make Payment<.
Following screen will appear:
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Make payment

After the payment is successfully made, the amount will be added to the credit balance of your account.
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12.3. Profile Details
In this module, user can view their account details. Here, the user can modify & update their profile details
according to their need. Click on >Profile Details< under ‘My Account’ option.

Profile Details - My Account

Following screen will appear:
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Edit Detail

In this screen, user can see their account detail. In case of modification, click on >Edit Detail<.
Following screen appears:
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Update Details

Make the necessary changes in the fields, and then click on >Update Detail<.The changes will be saved
and the profile will be accordingly updated.
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12.4. Change Password
In this Module, user can change their accounts password. Click on >Change Password< under ‘My
Account’ section.

Change Password

Following screen appears:

Change Password

Type the old password and enter the new password 2 times in the given sections. It is always recommended
to choose a strong password for better security. Click on >Change Password< for updation. The password
will be accordingly updated.
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12.5. Account Statement
In this module, user can view their account activity and transaction summary. Click on >Account
Statement< under ‘My Accounts’ option.

Account Statement

Following Screen appears:

Account Statement
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In this screen, the user can view their account activity, such as, the number & type of returns which have
been filed. This panel also shows the amount that has been spent in each return & how much balance in
total is left. Select the >From Date< & >To Date< to set a time period, under which you want to see the
statement. Click on
The Statement report can be printed by clicking on >Print Statement< button.
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12.6. View Tariff
Information regarding Regular pricing & Package Plans are provided in this module. Click on >View Tariff<
under ‘My Accounts’.

View Tariff

Following screen appears:
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View Tariff

The user can choose Regular Prices or package plans according to their need and make purchase by
clicking on >Buy Now<.
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12.7. Log Out
User can Log Out from TDSMAN Online Dashboard by using this option. Click on >Logout< under ‘My
Accounts’ option.

Log Out - TDSMAN Online
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13. Healthy Practices of using TDSMAN
Online
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