
User manual 

Data Entry for Forms up to 2011-2012 

Step 1: Login by Dealer using TIN as User ID and Password. 

 

 

 

  



Step 2: Go through “Online Form” and then click on link ‘Data Entry for Form up to 2011-12’.Then “Enter 

Manual Record” appears.

 

 

 

Step 3: Select any one form Type which is required and Click on Next Button 

 

 



Step 4: Select financial year and period, and then Click on “Next” Button 

 

Step 5: Now fill up party TIN, Party Name and amount in the appearing fields then click on save button. 

Repeat this step for every dealer. 

 

 

   

 

 

 

 



  Step 5.1   Saved Data appears in the green and white grid below save button. 

 

 

 

 

 

 

 

 

 

 

 



Step 6: After making entry of each party click on Close button. 

 

 

 

 

 

 

 

 

 

 

 



Step 7. Now again go through “Online Form” and from menu select required form as chosen earlier, 

then “Requisition Account for Declaration Form” will appear. Then select “Financial year” and “period” 

and click on “Next” Button. Data saved before close at step-6 appears. 

 

 

 

 

 

 

 

 



 

Step 8:  Then Click on “Party TIN” Hyperlink. 

 

 

 

 

 

 

 

 

 

 



Step 9: Enter party details in the fields. Then click on “Update” button after that click on “Back” Button. 

 

 

 

 

 

 

 

 

 

 

 



Step 10:  Now click one by one from “Amount Reduced”, “Aggregate of All Bills” and “Aggregate of All 

Items” Hyperlinks and enter details appears in the fields. 

 

 

 

 





 



 

 





 

 

 



 

Step -11:  After completing process at step-10, click on check box appearing before serial number and 

click on Check Box at “All the above data is correct and verified” then click on “Submit” button, a 

message appears that “Record submitted Successfully”. 

 

 

Note- On submitting above, the request will reflect in the ID of Ward Authority which will 

approve/reject this request after verification. You may be required to present yourself before the ward 

authority for verification of some of the details filled in the requisition, if required. After approval of 

your request, you shall be able to download the form at your end. 


