1. Overview

The e-Proceedings service is available to all registered users to view and submit a response to the notices / intimations / letters issued by Assessing Officer, CPC or any
other Income Tax Authority. Following notices / intimations / letters can be viewed and responded to, using the e-Proceedings service:

+ Defective Notice u/s 139(9)

+ Intimation u/s 245 — Adjustment against Demand

+ Prima Facie Adjustment u/s 143{1)(a)

+ Suo-moto Rectification u/s 154

+ Motices issued by Assessing Officer or any other Income Tax Authority
= Seek for Clarification communication

Additionally, a registered user can also add or withdraw an Authorized Representative to respond to any of the above listed notice / intimations / letters.

2. Prerequisites to Avail This Service

+ Registered user on e-Filing portal with a valid user ID and password

« Active PAN

« Notice / intimation / letter from the Department (AQ / CPC / Any other Income Tax Authority)

» Authorized to act as Authorized Representative (in case Authorized Representative wants to respond on behalf of taxpayer)
+ Active TAN (in case of TAN proceedings)



3.Step-by-Step Guide

Step 1: Log in to the e-Filing portal using your user ID and password.
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Step 2: On your Dashboard, click Pending Actions > e-Proceedings.
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Step 3: On the e-Proceedings page, click Self.
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« Ifyou login as an Authorized Representative, click As Authorized Representative, and you will be able to view details of the notice.
« |f you required to respond to a notice that has been issued as part of compliance under notice section 133(6) or 131 1o self -PAN/TAN, click Of Other
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Defective Notice u/s 139(9)

Intimation u/s 245 - Adjustment against Demand

Prima Facie Adjustment u/s 143(1)(a)

Suo-moto Rectification u/s 154

Motices issued by Assessing Officer or any other Income Tax Authority

Seek for Clarification Communication

To add/withdraw Authorized Representative

Refer to Section 3.1

Refer to Section 3.2

Refer to Section 3.3

Refer to Section 3.4

Refer to Section 3.5

Refer to Section 3.6

Refer to Section 3.7



3.1. To view and submit response to Defective Notice u/s 139(9):

Step 1: Click View Notice corresponding to the Defective Motice u/s 139{9) and you can:

View and Download Notice Follow Step 2 and Step 3

Submit Response Follow Step 4 to Step 7
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To View and Download Notice

Step 2: Click Notice/Letter pdf.
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Step 3: You will be able to view the notice issued to you. If you wish to download the notice, click Download.
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To Submit Response

Step 4: Click Submit Response.
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Step 5: You can either select Agree or Disagree.
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Step 5a: If you select Agree, then select Mode of Response as Online (Click Proceed with ITR and you will be able to open the ITR form online for the correction of defect) or Offline (upload
the correct XML/ JSON file as applicable) and click Continue.
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Step 5b: If you select Disagree, then select the reason from the list of options given in the dropdown and click Continue.
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Proceeding Name Assessment Year Return Acknowledgement No Document Identification Number
Defective Notice u/s 139(9) 2018-19 123476789009800 CPC/1819/G5a/1842211727
Communication Date Response Due Date
30-Sep-2018 15-0ct-2018
Defect Details
Defect : 01
Error Description Probable resolution
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head "Profits and gains of Business or Profession” more Part A - General
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Business receipts not more than specified limit u/s.44AB
Audit report already uploaded by the Auditor.

Other Income not part of Gross receipts from business
Books of accounts not audited

Fresh Return filed




Step 6: Select the Declaration checkbox and click Proceed to e-Verify.
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Note: Refer to the How to e-Verify user manuzl to learn more

After successful e-Venfication 2 success message is displayed along with 2 Transaction |D. Please keep 2 note of the Transaction 1D for future reference. You will 2lso receive 2
confirmation message on your email ID registered on the e-Filing portal.
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Step 7: If you wish 10 view the response submitted, click View Response on the Successful Submission page. You will be able to view the detzils of notices, response /

provided.
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3.2 To view and submit response for Intimation u/s 2435 - Adjustment against Demand:

Step 1: Click View Notice corresponding to Adjustment u/s 245 and you can:

View and Download Notice

Submit Response

Follow Step 2 and Step 3

Follow Step 4to Step 7
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Maote: In caze you have been issued Imimation u/s 245 in previous Asssssment Years as well, yvou can search for the most recent Intimation u/'s 245 issued based on
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Step 2: Click Notice/Letter pdf.
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Step 3: You will be able 1o view the notice issued to you. If you wish to download the notice, click Download.
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To Submit Response

Step 4: Click Submit Response.
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Step 5: Details of Outstanding Demand related 1o 245 demand will be displayed. You can either select Demand is correct or Disagree with Demand (Either full or Part) or
Demand is not correct but agree for adjustment.
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Step Sa: If you select Demand is correct, you will be required 1o select the checkbox and provide an answer to Have you already paid the demand amount and add the challan
details, if already paid and click Save and go to Step 6.

[ ]
(1- H‘Fi‘hg--\.--r'h-' ERL Al ¥ il - i ' ad
%hn'—.l—"-‘ sl ¢ orda - vy v : o] u - i .

Cusshtcaard | Perding Arfeor: .| ¢ Peeesdsg  Gabmd Aesporas | Srporss Froe dsus s

Response to Outstanding Demand - 2019201810009871233C (DRN)

201819 #1000 100 143(1)
v Pttt [omgtghion
Dt of Dermand Baise d ¥ M i klode ol Sere Har s gumvga
03-Feb-2019 16-May-2019 Emadl § Post Demand covered by mitalments

RVERT e

Rewponte Flom Aitettes

@ Demand i comect
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Mote: Once you agree that the demand is correct, you cannot disagree with demand later on.



Step 5b: If you select Disagree with Demand (Either full or Part), you will be required to add reason(s) for disagreement and click Save and go 1o Step 7
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Response. Disagree with demand (Either in Full or Part)

Reason

7‘ mw’? 1 ] 11 Reasons are sefected

Provide details for each section

Reason 1 : Demand paid and challan has CIN (without open challan details)

© Comvleted

Reason 2 : Demand paid and Challan has CIN (With open challan details)

Reason 3 : Demand paid and Challan has no CIN
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Reason 4 : Demand already reduced by Rectification/Revision
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Payment Summary
Outstanding Demand Amount 23000
Accrued Interest 2200
Total Amount Not Payable -¥3,000
Amount Payable 7200
Cancel




Step 5c: If you zelect Demand is not correct but agree for adjustment, 2 message will be displayed, click Continue and add a reason for disagreement and go to Step 6.
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Step 6: Enter Set Priority for the order in which the adjustment is favoured and click Submit Response.
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Mote: You can set priorty for adjusting demand in case you have more than one outstanding demand to be paid [/ adjusted.



Step 7: Select the Declaration checkbox and click Proceed to e-Verify.
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Mote: Refer to the How to e-Verify user manual to learn more.

On successful e-Verification, a success message is displayed along with a Transaction 1D and Acknowledgment Number. Flease keep a note of the Transaction D and Acknowledgment
Mumber for future reference. You will receive a confirmation message on your email ID registered on the e-Filing portal.



3.3. To view and submit response to Prima Facie Adjustment u/s 143(1)(a)

Step 1: Click View Notice corresponding to Adjustment u/s 143(1){a) and you can:

View and Download Notice Follow Step 2 and Step 3

Submit Response Follow Step 4 to Step 11
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Step 2: Click Notice/Letter pdf.

View Notices for e-Proceedings
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Step 3: You will be able to view the notice issued to you. If you wish to download the notice, click Download.
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Step 4: Click Submit Response
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Step 6: On clicking the vanance, details of the variance will be display=d. To provide response for the particular vanance, click Provide Response.
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Step 8: Once allthe responses have been provided, click Back.
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Step 9: On clicking Back, you will be taken back to the details of Prima Facie Adjustment found by CPC in your filed ITR. After responding to each variance, the responses will be
zsavad. Click Continue
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Step 10: Select the Declaration checkbox and click Proceed to e-Verify.
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On successful e-Verification, 2 success message is displayed long with 3 Transaction |0, Please keep a note of the Transaction |D for future reference. You will 2lso receive 3
confirmation messzge on your email D registered on the &Filing portal.
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Step 11:If you wish to view the responsze submitted, click View Response on the Successful Submission page. You will b2 able to view the details of notices, response |
remarks provided
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3.4. To view and submit response to Suo-moto Rectification u/s 154

Step 1: Click View Notice corresponding to the proceedings u/s 154 and you can:

View and Download Notice Foltow Step 2 and Step 3

Submit Response Folliow Step 4 to Step 7
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Step 2: Click Notice/Letter pdf.
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Step 3: You will be able to view the notice issued to you. If you wish to download the notice, click Download.
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Step 4: Click Submit Response.
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Step 5: Details of the mistakes proposed to be rectified will be displayed. Select the response for each mistake proposed to be rectified. You can either select Agree and
proceed with rectification or Disagree and object to the rectification.

Submit Response

Farcuan of the mintske preosse

TOS/TCS crodit gven sarSer is now proposed 15 be withdeawn since deductor has updated e
amount of actuad deducton collsction

0 4w the dutadn of Unvareied Tar Deducond ot Souscs (TO0) ) Tas Cofiected ot Sowrce (102

Please check and provide your response

PAN of the Buyer/ TAN of the Deductor . YGHPM7522X

1120000 06 1 000,04 20000 00 w17




Step 5a: If you agree with the proposed rectification, select Agree and proceed with rectification and click Continue.

Submit Response

PABosact of The (enishe 20500 10 Le ot fed

TDS/TCS credit grven earler £ now proposed ¥ be withdrawn since deducton has updated the
wmount of actusd deduc tion, collecion

29 40 P Seate of Unmatcted Tar Coductes ot %

Please check and provide your response

PAN of 1he Super Tan of 1he Deducter | YGHPM7522X

#122.000 09 1 000 00 £2000008 01

= B M




Step 5b: If you disagree with the proposed rectification, select Disagree and object to the rectification, select the reason from the dropdown and click Continue.

(:') :_v::u\g - . > £@ x > Garema Vatss

Submit Response

Patenlars of he FUITINe $1009 400 10 B8 rerEtad

TDE/TCS crodit given earfier is sow Progosed 10 be withdr swn since deducsor has updated the
wrcust of schusd Seducson'cobection

e dnnds of Unmatcred Tax Decected ot Sewree (TS / Tas Collecaed ot Souse (15

Please check and provide your response

PAN of the Buyers TAN of the Decuctor - YGHPMT522X

£110,000.¢ 1000 00 220,000 0 w017

o
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Step 6: Select the Declaration checkbox and click Proceed to e-Verify.

(2) eFingemim . - N @ e >

[N S —T

Submit Response

Purcins e Ao srpes v e wet e

Declaration

.u"'l

Q@@

MNote: Refer to the How to e-Verify user manual to learn more.



On successful e-Verification, a success message is displayed along with a Transaction ID. Please keep a note of the Transaction ID for future reference. You will also
receive a confirmation message on your email 1D registered on the e-Filing portal.
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= E.‘-FI|II"Ig Arywher Anyame . & . . a - Garnma Vishnoi
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Authorised Partners ~ Pending Actions ~

Dashboard Pending Actions »  e-Procesdings View Motices Subrmet Response

@ Submitted Successfully!

Transaction 1D : FOS000000058237

Response 1o Suc-Moto rectification u/s 154 has been submitied successfully. Your Income Tax Return
will be processed after taking into consideration the response submitted, before making adjustments

An s-mail confirming the successful submission of your response has been sent to
rahuls @ cpe.incometax.gov.in

Go To Dashboard View Response | Go To E-Proceedings




remarks provided.

g 2 2 e-Filing s Ay
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Step 7: If you wish to view the response submitted, click View Response on the Successful Submission page. You will be able to view the details of notices, response /

e-File ~

Enclish v
Authorised Partners ~

A A~
Dashboard Pending Act

o

Garima Vishnoi

ndivid

sal
Pending Actions ~
> e-Proceedings View Notices

Grievances ~
Submit Respons B

SessionTime 1 4 . 5 0
Submitted Successfully!

Transaction |D : FOS000000058237

Response 10 Suo-Moto rectification u/s 154 has been submined successfully. Your Income Tax Return

rahuls@cpc.incometax.gov.in

will be processed after taking into consideration the response submitted, before making adjustments
An e-mail confirming the successful submission of your response has been sent to

Go To Dashboard

View Response ’ Go To E-Proceedings




3.5. To view/submit response or seek adjournment of response due date fo notice issued by Assessing Officer or any other Income Tax Authority (including respond as
part of compliance related to other PAN/TAN)

Step 1: Click View Notice corresponding to the notice issued by Income Tax Official and you can:

View and Download Notice Follow Step 2 and Step 3

Submit Response Follow Step 4 to Step 10

Respond as part of compliance - Of other PAN / TAN Follow Step 4 to Step 10



E-T1ING Asywhane Anytime

—- Session tme
income Tat Degirtnent. Governmeet of inda y ey Vishal Garg
14:34 individual

Dashboard e-File ~ Authorised Partners + Request Pending Action ~

Dashboard / Pending Action / eProceedings

e-Proceedings

View e-Proceedings related to :
Of Other PAN/TAN | As Authorized Representative
For your Action (1) For your information (1) Search Q Y

Proceeding Name : Assessment Proceeding ws 147 (B3  Assessment Year 2018-19

AKCPM5885F O 27 May 2015 ' Proceeding Limitation Date * 13-Jun-2015
PAN e-Submissions Proceeding Closure Date : - —
re-enabled by AD . « .
Financial Year  2017-18 Add / View Authorized Representative
Vishal Garg : .
Name of Assessee Q 15 y 2015

Open

¢ Back



Step 2: Click Notice/Letter pdf.

Ircome Taz Desariment, Government of Inda Ty Hanz Abdulkalam
Indrndusl

Authorised Partners ~

Dashboard / Pending Action / e-Proceedings / View Notices

View Notices for e-Proceedings

Proceeding Name PAN Name of Assessee Financial Year
Assessment Proceeding u/s 147 AKCPMS885F Mahesh Jain 2018-19
Assessment Year

2018-19



Notice/ Communication Reference ID : 10000000976488

142(1) ITBA/AST/S/148/2017 -
18/1009597187(1)

Document reference ID

Notice u/s

Notice/ Communication Reference 1D : 10000000976489

148 ITBA/AST/S/148/2017 -
18/1009597187(1)

Document reference 1D

Notice u/s

Descrigtion © «<Notice subject line»
Issued on: 13-Jan-2016
Served On - 13-Jan-2016
Response Due Date - 28-Feb-2016

View Less

Description : <Notice subject line>
issued on: 13-Jun-2015
Served On : 14-Jun-2015
Response Due Date | 13-Feb-2016

Yiew More

Submit Response

Notice/Letter pdf

] Seek View Agounment l

| Seek Video Costerencing |

Submit Response

Notice/Letter pdf

] Seek View Adoumment :




Step 3: You will be able fo view the notice issued to you. If you wish to download the notice, click Download.

Notice/Letter pdf
. . Owe
120150229777 01 5ep 2020
;:».12315(- »l-mv—-\n’an. gmail com v‘:lew"EA Pomel com

Natice Subcrption




Step 4: Click Submit Response.

- X, CallUs @ English A B A @
e-Flllng Arywhore Angtema AR
G income Tt Dezarimert Govermment of Inda Hanz Abdulkalam -
14:34 Indendus!
Dashboard e-File ~ Authorised Partners ~ Services ~ Peading Action ~ Grievances «
Dashboard / Pending Action / eProceedings / View Notices
View Notices for e-Proceedings
Proceeding Name PAN Name of Assesses Financial Year
Assessment Proceeding u/s 147 AKCPMS5885F Mahesh Jain 2018-19
Assessmant Year
2018-19
Search by Notice ID Q
Notice/ Communication Reference ID : 10000000976488
142(1) ITBA/AST/S/148/2017 - Description - <Notice subject line> = e
S 18/1009597187(1) lssued on - 13-Jan-2016 sstelooses
Document reference ID Served On - 13-Jan-2016 Notice/Letter pdf ‘
Response Due Date - 28-Feb-2016 L
Yiew Less - e

Notice/ Communication Reference ID : 10000000976489

- ST | s s

Notice u/s 18/1009597187(1) issued on © 13-Jun-2015

Document reference 1D Served On : 14-Jun-2015 Notice/Letter pdf
Response Due Date . 13-Feb-2016 | — ]

< Back



Step 5: Read the instructions for attaching documents and click Continue.

instructions for attaching documents

File Type

Anactment can e FOF Toon OOV

File Name
The Fiw e of the #E 0T 100UM €42 COTTIRR SKCH B A 1R
chersen oter B yphe) o furaemiso

Bont Practices for Scanming of

Decunents

Seen Seringa

a1 19 S Clmty 12 4 it 300 DY

e 10 furmat of seving T Sacirven s POR LA MLBUCSY and

e pcenne
W et 0 Back wa A ony
Crmss 181 the 230 4 731 patnesd piTtecied

Scarneng Sawne Drcemenny

Note: If you are responding to a notice which requires you to submit the ITR, a message will be displayed for filing the ITR. Click Proceed and select the TR t'ype from th%
dropdown and click Continue. 30 to Setting ,



Step 6: You can select Partial Response (if you wish to submit response in more than one submission, or if the number of categories exceed 10) or Full Response (if you
wish to submit response in single submission, or if the number of categories is less than 10).

Submit Response to Notice ID 120150223777

Assessment Procesding ws 147 VGHPMT 522X 01930 202122
TBA/TPOVVI2CA 2016 7 Notice Subcripghon 29-December- 2021
127100010091 M1}

13-March-2018 2% December- 2021

Response from Assessee

elect Ressanse Type 130 ptce * Leass Meve

240 Wimen Pesporse Bernarks

Exter reanon for your response



Step 7: Enter Add Written Response/Remarks (up to 4000 characters), select the categories for attaching the documents and click Add Document to upload the required
attachment. Click Continue.

Proese Parporss

Submit Response to Notice ID 120150223777

Asserument Proceeding W 147 YOMPMT 27X 201930 02V

TRA/TPO/RI2CA/201 147 Nobos Sutcrighon 29 December 2021
17/9000100917(1)
13 Maret 2018 29 December-2021

Response from Assessee

Swlnct Renparne 1rpe for Nomon 1 Lawn Mere

Add Wnrer Sespoase Rersacks

ENter 102000 10f pOUT MEPORE




Please select categories for Attaching Documents
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Note:

+ You will be required to attach the required document for each category selected.

+ The maximum size of a single attachment should be 5 MB.

« If you have multiple documents to upload, put them together in a zipped folder and upload the folder. The maximum size of all attachments in a zipped folder
should be 50 MB.



Step 8: Select the Declaration checkbox and click Proceed to e-Verify.

Submit Response to Notice ID 4542341770011

Declaration

' N
< Back Proceed %0 e Verily »

mdla gov in (%) ) y=

Note: Refer to the How to e-Verify user manual to learn more.

On successful e-Verification, a success message is displayed along with a Transaction ID and Acknowledgment Number. Please keep a note of the Transaction 1D and
Acknowledgment Number will be displayed, and you will receive a confirmation message on the email ID registered on the e-Filing partal.

Step 9: If you wish to view the response submitted, click View Response on the Successful Submission page. You will be able to view the details of notices, response /

remarks provided.



To View / Seek Adjournment

Step 1: If you wish to seek or view adjournment, click Seek/View Adjournment.

View Notices for e-Proceedings

Assetament Procesding u's 147 YOMPMPS22X Gartma Vishnes

201320
Notice/ Communcation Reference (0 120150223423

" ITBA/TPOVS/92CA/2010
17/1000100917(1)

200021




Step 2: Select Adjourned date sought up to, Reason for seeking Adjournment, enter remark/reason, attach file (if any) and click Submit.

Adjournment
Notice Detaily
p— e Vietrot . Motee Lot
yom . ragr 2




On successful submission, a Transaction 1D will be displayed. Please keep a note of the Transaction ID for future reference. You will also receive a
confirmation message on the email 1D registered on the e-Filing portal.

-
D), e te oo~ | & @ x| [ e

Adrthorised Partrery - Pendang Actong

Dantbosrd Parcding Actin wihrocesdingy © view otices acdprrerat Dwtslt

& Submitted Successfully!

Transaction ID | FOSOO00000582TI
Seek Adjcurnment request submitted successiully

&n el ared SKES hay Deen gent to emai i ra® tlsPope incometan. govin and Rotde Numbe
TExrxrxn?i

Back To Adjournment Details

To Seek Video Conferencing

Step 1: If you want to request for video conferencing, click Seek Video Conferencing.

Mote: This will be available only if Assessing Officer has flagged the notice for raising a video conferencing request.

Step 2: Select the Reason for Seeking Video Conferencing, enter Reason/Remarks, Attach File (if any) and click Submit.

0n successful submission, a Transaction 1D will be displayed. Please keep a note of the Transaction ID for future reference. You will receive a confirmation message on
the email 1D registered on the e-Filing portal.



3.6. To view and submit response to Seek for Clarification Communication

Step 1: Click View Notice corresponding to Seek for Clarification and you can:

View and Download Notice Follow Step 2 and Step 3

Submit Response Follow Step 4 to Step 7

Step 2: Click Notice/Letter pdf.

Step 3: You will be able to view the notice issued to you. If you wish to download the notice, click Download.



Step 4: Click Submit Response.

Step 5: On the Submit Response page, click Provide Response.

Step 6: Select the reason from the dropdown and click Continue.

Step 7: Select the Declaration checkbox and click Proceed to e-Verify.

Note: Refer to the How to e-Verify user manual to learn more.

On successful e-Verification, a success message along with a Transaction 1D will be displayed. Please keep a note of the Transaction ID for future reference “You willalso
receive a confirmation message on your email ID registered on the e-Filing portal.

Step 8: In case you want to view the response submitted by you, click View Response on Successful Submission page and your response will be displayed.



3.7. To Add / Withdraw Authorized Representative to respond to a notice
(You can add an Authorized Representative for responding to various kinds of e-Proceedings on your behalf, except for Intimation u/s 245)

Step 1: Log in to the e-Filing portal using your valid user 1D and password.

Step 2: On your Dashboard, click Pending Actions = e-Proceedings.

Step 3: Select the notice / intimation / letter and click Add / View Authorized Representative.

View and Download Motice Refer to Section 3.7.1

Submit Response Refer to Section 3.7.2



3.7.1 To add an Authorized Representative to respond to a notice:

Step 1: If there are no Authorized Representatives added previously, click Add Authorized Representative.

Note: In case you already have an Authorized Representative added of your choice, select Make Active and click Confirm.

Step 3: A 6-digit OTP is sent on your primary mobile number and email 1D registered on the e-Filing portal. Enter the &-digit mohile or email OTP and click Submit.

3.7.2. To withdraw Authorized Representative

Note:
. Step 1: Click Withdraw against the details of the respective authorized representative and the status will change to Cancelled.

after Note: You will only be able to withdraw an active Authorized Representative. In case the status is changed to Request Accepted, you will be required to provide the reason
receiv and the Authorized Representative will be removed.

3.7.2. To withdraw Authorized Representative

Step 1: Click Withdraw against the details of the respective authorized representative and the status will change to Cancelled.

Note: You will only be able to withdraw an active Autharized Representative. In case the status is changed to Request Accepted, you will be required to provide the reason
and the Authorized Representative will be removed.



