
Process of Filing Appeal at GST Portal 

Appeal to the Appellate Authority shall be filed in GST APL-01 by the tax-

payers. This functionality has been recently launched by the GSTN on GST 

portal. 

Step 1 – Login into GST portal using your username and password. 

Step 2 – Click on Services -> User Services -> My Application option. 

 

Step 3 – My Application page is displayed. Select application type as Appeal 

to Appellate Authority from the dropdown list and click on New 

Application button. 

 

 

 



Step 4 – This will open the form GST APL-01 in which appeal shall be filed to 

Appellate Authority. 

 

Step 5 – Select Demand Order under Order Type from the dropdown and 

enter the Order No. issued by the Adjudicating Authority and click 

on Search button. 

 

 

 

 

 

 

 

 

Step 6 – Basis of the Order Type and Order Number, details of that relevant 

order will get auto-populated. 



 



Step 7 – Date of communication will get auto-populated but it can be modified 

by the user if he has a reasonable reason for the delay in receiving of 

communication. The date will be cross-checked by the department with the 

actual date of communication so it must be entered correctly. 

Step 8 – Select the Category of the case under dispute from the available 

dropdown list and click on Add button. You can add multiple options for the 

category by the repeating this step again and again. Also, there is an option 

for Others if the category is not available in the Dropdown. 

 

Step 9 – Period of dispute shall get auto-filed on the basis of the Order 

Number but it can be edited by the user. 



 

Step 10 – The next step is to download the annexure from the link provided. 

 

Step 11 – Enter the required details related to your case in the downloaded 

annexure in word format. 



 

Step 12 – Save the file as PDF and select the button of Choose File to 

upload. 

Note: – The maximum file size which is allowed for upload is 5 MB and only 

PDF files can be uploaded. 

Step 13 – Click on the Dispute Amount/Payment Details button. This will 

open a new page where you are required to enter various details related to 

dispute amount and admitted amount. 

Note: – 

• The amount under Dispute cannot be more than the Amount of 

Demand Created. 

• 10% of such disputed amount is required to be deposited before filing 

the appeal. The lower percentage may be declared here with relevant 

approvals from the competent authorities. 



• 100% of the admitted amount is required to be deposited before filing 

the appeal. 



 



Step 14 – Click on Utilize ITC/Cash button once you enter all the details 

regarding disputed and admitted amount. 

Step 15 – On the next screen, the total liability along with the balance in cash 

and credit ledger will get displayed. Enter the amount in the relevant boxes to 

set off the deposit liability from cash and credit ledger. 

Note: – Make sure you have sufficient cash and credit balance already in the 

ledger to pay the deposit liability before filing the appeal. 



 



Step 16 – Select OK in the confirmation message displayed for Set-off. 

 

Step 17 – Once the set-off is successful, a payment reference number is 

displayed on the screen. Click on the Back button. 

Step 18 – You can also upload other supporting documents for your 

case. Enter Document Description and click on Choose File button to 

upload the supporting documents. 

Note: – Maximum 4 supporting documents can be attached in the application. 

Also, the maximum file size for upload is 5 MB and only PDF & JPEG format 

are allowed. If you are having more than 4 supporting docs then it is advised 

to hand over the hard copies of the remaining support to the office of the 

Appellant Authority. 

 

Step 19 – Now click on Preview button shown at the end of the form to cross 

check all the detailed filed. 



Step 20 – Once you are satisfied with the details, check the verification box, 

select the authorized signatory from the dropdown, enter your place and 

then click Proceed to File button. 

Step 21 – Click on Proceed button shown in warning box and select the 

relevant option for submission. 

 

Step 22 – A confirmation message is displayed that the provisional appeal 

has been submitted successfully. Also, a confirmation email shall be sent to 

the registered email address. 



 

Step 23 – This is the only the provisional acknowledgment of the appeal. The 

taxpayer is required to submit the following certified true copies to the 

Appellate Authority within a period of 7 days from the filing of appeal online: 

– 

• Appeal form 

• Provisional acknowledgment 

• Impugned order 

• Annexure 

• Pre-deposit particulars 

• Supporting documents 

Final acknowledge in the form GST APL-02 shall be issued after the 

submission of the hard copy of the above-mentioned documents. The appeal 

will be treated as filed only after issuing of Final acknowledgment. 



Note: – If the above documents are submitted after the 7 days from the filing 

of appeal then the date of actual submission of the document shall be 

considered the date of filing an appeal, not the date on which appeal is filed 

online. 

 
 

https://www.taxadda.com/author/ro_30081987_jeba/
https://www.taxadda.com/author/ro_30081987_jeba/

