1. Overview

Any taxpayer choosing offline mode (rather than online mode) to file Income Tax Returns needs to use the Offline Utility
for ITRs. With the utilities, you can file Income Tax Returns (ITRs) by uploading the utility-generated JSON:

. Postlogin to the e-Filing portal, or
. Directly through the offline utility

This service on the e-Filing portal offers two separate offline utilities for filing ITRs which are as follows:

« ITR-1to ITR-4, and
« ITR-5t0 ITR-7

2. Prerequisites for availing this service

Registered user on the e-Filing portal

Valid user ID and password for filing ITR through the offline utility
Downloaded offline utility for ITR-1 to ITR-4, or ITR-5t0 ITR-7

3. Step-by-Step Guide

Step 1: Without logging in to the e-Filing portal, you can download the relevant offline utility from Home >
Downloads. Install it on your computer and proceed to Step 2.
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Step 1a: Alternately, you can download the offline utility after logging in to the e-Filing portal, and clicking e-File > Income Tax
Returns > File Income Tax Return > Select the current AY and Mode of Filing (Offline). Then, click Download under the Offline

Utility option.
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Step 2: Install and open the offline utility. If previously installed, the utility version will get updated when you are connected to the
internet (in case of version updates). Click Continue.
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Step 3: You will be taken to the Income Tax Returns page, where you will see the following tabs and their contents:

« Returns - All your ITRs (based on the AY) are present here. You can start filing a new return from here, by clicking File
Returns.
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. Draft Version of Returns — If you wish to edit a partially filled ITR draft, click Edit on the relevant draft from the Draft
Version of Returns tab.
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. Pre-filled Data — All the pre-filled JSON files downloaded from e-Filing (with details such as PAN, Name, Last import, and
AY) are present here. By clicking File Returns on the relevant JSON, you can start your return filing process with the pre-



filled data available.
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Note:

. JSON is a file format used when downloading or importing your pre-filled return data into the offline utility, and is also
used when generating your prepared ITR in the offline utility.

. Refer to section 4.4 File, Preview and Submit Income Tax Returns to learn the return filing process in the offline utility.

Step 4:Under the Returnstab, click File Returnson the ITR for the relevant AY to start with the ITR filing process.
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Note:

« On clicking File Returns from the Returns tab, you will get a message warning you that the details saved against your PAN
will be discarded if you continue with a new filing. Click Yes if you wish to proceed. Else, you can continue editing your
ITR from the Draft Version of Returns tab.



. If you have already downloaded / imported your pre-filled data into the offline utility, you can start filing your return by
clicking File Returns from the Pre-filled Data tab.

Details saved earlier against PAN ABGPMN99839 for AY 2021-22

will be discarded. Are you sure you want to continue with new filing?

To learn how to file Income Tax Returns using the Offline Utility, refer to the following sections:

For Income Tax Returns (ITR1to ITR4 and ITR5to ITR 7)

Download Pre-Filled Data (JSON file) Refer to Section 4.1

Import Pre-Filled Data (JSON file) Refer to Section 4.2

Import Draft ITR filled in online mode

(applicable to ITR forms available in online mode) Refer to Section 4.3




For Income Tax Returns (ITR1to ITR4 and ITR5to ITR 7)

File, Preview and Submit Income Tax Returns Refer to Section 4.4

4.1 Download Pre-Filled Data (JSON)

Step 1: After you click File Returns under the Returns tab, you will arrive on this page. Click Download Pre-filled Data and

click Continue.
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Step 2: Enter your PAN, select the Assessment Year as 2021-22, and click Proceed.
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PAN

ABGPN99839 \

Assessment Year (AY)
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Step 3: You will get a message warning you that the details saved against your PAN will be discarded if you continue
with a new filing. Click Yes.



Details saved earlier against PAN ABGPN99839 for AY 2021-22
will be discarded. Are you sure you want to continue with new filing?

s

Step 4. You will be taken to the Login page, where you can log in to e-Filing through the Offline Utility itself.
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Show more

Step 5: Post login, you will see your pre-filled data downloaded for the PAN and AY you entered. Click File Return
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< Back File Return

Then, you will be taken to the page where you need to select your status (Individual / HUF / Other), to continue

with the filing process.

Refer to section 4.4 File, Preview and Submit Income Tax Returns to learn the rest of the process.

4.2 Import Pre-Filled Data (JSON)

Step 1: After you click File Returns under the Returns tab, you will arrive on this page. Click Import Pre-filled Data and



click Continue.
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Step 2: Enter your PAN, select the Assessment Year (AY) as 2021-22, and click Proceed.
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Step 3: Click Yes if you want to proceed.
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Step 4: Click Attach file, select the pre-filled data (JSON file) which you downloaded from the e-Filing portal and saved on
your computer.
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Step 5: Once the JSON is uploaded, click Proceed, and the system will validate the JSON file imported.
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Step 6: Once the validation is successful, you will see details of pre-filled data downloaded. Click File Return. You can pre-
fill all the data from the imported JSON, and proceed to file your return. You will be taken to the ITR form selection page.
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Then, you will be taken to the page where you need to select your status (Individual / HUF / Other), to continue with the
filing process.

Refer to section 4.4 File, Preview and Submit Income Tax Returns to learn the rest of the process

4.3 Import Draft ITR filled in online mode

Step 1: After you click File Returns under the Returns tab, you will arrive on this page. Click Import draft ITR filled in
online mode, and click Continue.
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Please select download or import option to have your pre-filled data to proceed further

O Download Pre-filled Data

On click of this option, you can directly download the pre-filled JSON from Income-tax website in this
utility after providing login credentials.

O Import Pre-filled Data

On click of this option, the prefilled data already saved by you on your system in .json format can be imported to
prefill the information in the income tax return

@ Import draft ITR filled in online mode

On click of this option, already partially filled return in online mode can be imported here if you wish to change the
mode of filing from online to offline mode

E—
—_—

Note: If you have a partially filled ITR in online mode and wish to change the mode of filing to offline, the Import draft ITR filled in
online mode enables you to do that.

Step 2: Click Attach file, select the draft ITR JSON which you previously downloaded from the e-Filing portal and saved on your
computer.
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To import draft ITR filled in online mode, please upload the respective json

& Import draft ITR filled in online mode
only JSON file format

G Attach File

Note: You can download the draft online ITR JSON by clicking Download JSON from the Return Summary page on the e-
Filing portal. You can arrive at this page by clicking:

1. e -File > Income Tax Returns > File Income Tax Return
2. Then, select the AY > Mode of Filing (Online) > Resume Filing
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Step 3: Once the JSON is uploaded, click Proceed.
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Income Tax Returns

To import draft ITR filled in online mode, please upload the respective json

@ |mport draft [TR filled in online mode
only JSON file format
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Then, you will be taken to the starting page of your ITR form to continue with the filing process.

Refer to section 4.4 File, Preview and Submit Income Tax Returns to learn the rest of the process (Step 3 onwards).



4.4 File, Preview and Submit Income Tax Returns

Step 1: After downloading or importing your pre-filled data and clicking File Return, you will arrive on this page. Select
the status applicable to you, and click Continue.
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Please select the status applicable to you to proceed
further

Based on your last year's data we have pre-selected a status applicable to you
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@ Individual O HUF QO others

Step 2: You have two options to select the type of income tax return:



Help me decide which ITR Form to file: Click Proceed. Once the system helps you determine the correct ITR, you can
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Home > Filing Returns for ALY 2021-22
Income Tax Returns

You need to choose an ITR Form to proceed

Help me decide which ITR Form to file | know which ITR Form | need to file

|| Select ITR Form -

< Back



. | know which ITR Form need to file: Select the applicable income tax return form from the dropdown and click Proceed

with ITR.
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Income Tax Returns
You are filing returns for the PAN ABGPNS9839

You need to choose an ITR Form to proceed

Help me decide | know which ITR
which ITR Form to file Form | need to file

PROCEED ITR1 -

For individuals being a resident (other than not ordinarily resident)
having total income upto Rs.50 lakh, having Income from Salaries,
one house property, other sources (Interest etc.), and agricultural
income upto Rs.5 thousand

(Not for an individual who is either Director in a company or has
invested in unlisted equity shares or in cases where TDS has been

deducted u/s 194N or if income-tax is differed on ESOP)
PROCEED WITHITR 1
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Step 3: Once you have selected the ITR applicable to you, note the list of documents needed, and click Let's Get Started.
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Home > Filing Returns for A Y. 2021-22 > ITR-1

ITR 1 - (Income Tax Return 1)

For individuals being a resident (other than not ordinarily resident) having total income
upto ¥ 50 lakh, having Income from Salaries, one house property, other sources (Interest
etc.), and agricultural income upto T 5,000

(Not for an individual who is either Director in a company or has invested in unlisted
equity shares)

1 2 3 L

0]

Validate your Confirm your Verify & ]'
Returns Return Summary Submit your Return

breakup (Pre-filled)
Let's Get Started >

Documents list to help you file faster Frequently Asked Questions (FAQ)

« Form 16 « Dol need to file Income Tax Returns for this year?
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Step 4: Select the applicable reason(s) as to why you're filing the income tax return, and click Continue.
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Are you filing the income tax return for any of the following reasons?
Taxable income is more than basic exemption limit

[] Filing return of income due to fulfilling any one or more below mentioned conditions as per Seventh Proviso to
section 139(1): ()

Deposited amount or aggregate of amounts exceeding ¥ 1 crore in one or more current accounts during the
previous year;

Incurred expenditure of an amount or aggregate of amount exceeding ¥ 2 lakhs for travel to a foreign country
for yourself or for any other person;

Incurred expenditure of amount or aggregate of amount exceeding ¥ 1 lakh on consumption of electricity
during the previous year

[(] others
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Step 5: In each section of your ITR (Refer to the Instructions to File ITR issued by CBDT for details on how to fill the ITR):

. Review the pre-filled data downloaded / imported
. Edit your pre-filled data (if necessary)
- Enter your remaining / additional details

After completing and confirming all the sections of the form, click Proceed.
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Details of Investment & Confirmed
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2 he purpose of claiming deduct inder Part B of Chapter VI-A

Tax Paid @& confirmed Z 55,000
Ly Includes details of taxes deducted and paid by deductors e.g. employer Modify if required >
Also includes taxes paid by you e.g. advance tax, self assessment tax

Total Tax Liability & confirmed ¥3,73,810
=Q ncludes nputation of tax you owe to the Government base your income af Modify if required >

Step 6: On the Confirm Your Return Summary page, you will be shown a summary of your tax computation based on the details
you provided.

a) In case there is a tax liability:

If there is tax liability payable based on the computation, you will get the Pay Now and Pay Later options at the bottom of the
page.




Home Help

' 2 e-Filing anywhere Anyime Desktop i ITD e-Filing-DU-v0.1.211
é")ﬂ = Utility(ITR 1-4) L Callus ~ | @English~ | & B A" | @ | 4 utiityconnected Oniine
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E. Total Tax Paid ¥ 9,000
Show Details >

Amount Payable ¥3,90,704
Hide Details v

Total Tax Liability ¥ 399,704
Total Tax Paid ¥ 9,000
Total Amount Payable ¥ 3,90,704

< Return Summary Pay Later

Note:

. Itisrecommended to use the Pay Now option. Carefully note the BSR Code and Challan Serial Number and enter them in
the details of payment.

. If you opt to Pay Later, you can make the payment after filing your income tax return, but there is a risk of being
considered as an assessee in default, and liability to pay interest on tax payable may arise.

b) In case there is no tax liability (No Demand / No Refund), or if you are eligible for a refund:

If there is no tax liability, or if there is a refund based on your tax computation, you will get the option to directly preview your



return. Click Preview Return.
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D. Total Tax, Fee and Interest Payable ¥ 1,000
Show Details >

E. Total Tax Paid ¥ 59,000
Show Details >

Refund Amount ¥ 58,000

Show Details >

o summary

Step 7: On the Preview and Submit your return page, click the declaration checkbox, enter the required details.
Click Proceed to Preview.
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Preview and Submit Verify your Return

Preview and Submit your return

Place: ()

l,’ ABC , Son/daughter of | XYz solemnly declare

that to the best of my knowledge and belief, the information given in the return is correct and complete

and is in accordance with the provisions of the Income Tax Act ,1961.1 further declare that | am making

this return in my capacity as ‘ Self - ‘ and | am also competent to make this

return and verify it.| am holding PAN: ‘ JMDPK1234K ‘

If the return has been prepared by a Tax Return Preparer (TRP) give further details below:

Identification No. of TRP *

If TRP is entitled for any reimbursement from the
Name of TRP * Government, amount thereof *

\ | E

l < Back

@ English ~
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* Indicates mand

I Proceed to Preview |



Note: If you have not involved a tax return preparer or TRP in preparing your return, you can leave the textboxes related to
TRP blank.

Step 8: On the Preview and Submit Return page, click Proceed to Validation.
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Qa income Tax Ds?avmnx Gavernment of Inda Utility(ITR 1-4) L Callus > | @English~ | A B A o A utiiity connected Oniine
VERIFICATION

l, son/ daughter of solemnly declare that to the best of my knowledge and belief,
the information given in the return is correct and complete and is in accordance with the provisions of the Income-
tax Act, 1961. | further declare that | am making this return in my capacity as Self and | am also competent to
make this return and verify it. | am holding permanent account number

Date -2021

If the return has been prepared by a Tax Return Preparer (TRP) give further details as below:

TRP PIN (10 Digit) Name of TRP Counter Signature of TRP

AmounttobepaidtoTRP T 0 0

Proceed to Validation




Step 9: The system will run validation checks on your return. The list of errors, if any, will be shown on the Preview and Submit

your Return page. You will have to go back and correct errors in your form if there are validation errors. If not, you will get a
message about successful validation.

On successful validation, click Proceed to Verification to complete the return filing process.

Home Help

(g e-Filing aywter antme Desktop A ‘ ) ITD e-Filing-DU-v0.1.211
= IncmeTaxDegammlemmmdhda Utility(ITR 1-4) L Callus ~  @English~ | & B A" O | 4 utiityconnected Oniine

Validate Return Confirm your Return Verify and Submit
Summary
Preview and Submit Verify your Return

Q Validation Successful!

No errors were found

Download JSON ’ Proceed to Verification >

Note: If you click Download JSON, the JSON of your prepared and validated return is saved on your computer. You can upload it



on the e-Filing portal later, or submit it from the offline utility (elaborated in the steps below).

Step 10: When you click Proceed to Verification, you will be taken to the Login page through the utility. Log in using your e-Filing
user ID and password.

o - , Deskto ITD e-Filing-DU-v0.1.193
& e-Filing aywtee ansme P = R < . &
é')'ﬁ maveruaeogmw Govemment o Inda Utility(ITR 1-4) L Callus~ | @English~ A B A Q@ 4 utiity connected Oniine

Incoime 1ax xewrns

Know about your User ID

Login

Enter your User ID * PAN (Permanent Account Number)
Individuals (Salaried employee, Senior citizen, freelancer, NR
PAN/ Aadhaar/ other user |d ‘ Other Than Individuals (Company, Trust, AOR, AJP, BOI, Firm, HUF, Local

Authority

Note: To continue submission, please provide your e-
filing login credentials
This will help us to verify your returns Aadhaar Number
. Individuals (Salaried employee, Senior citizen, freelancer, NR

Other than PAN users
CA, External Agency, ERI Admin & ERI user, Tax Deductor & Tax
< Back collector, ITDREIN

=M< °ARCA (Authorized Representative Chartered Accountant)

Copyright © Income Tax Depariment, Ministry of Finance, Government of India. All Rights Reserved



Step 11: Post login through the Offline Utility, you will get the option to upload your return. Click Upload Return.

Home

Help
. &b €= 11ING Anywhere Anytime ) ITDefiling-DU-v3.0
% Income Tax Department, Government of India DESKTOP UT'L'TY(lTR 1-4) Your utility is up to date!

Home/ Income Tax Returns / Download Pre-filled data

Validate Return Confirm your Return summary Verify ad Submit
o\
@ @
Preview and Verify your
Submit Return

Income Tax Returns

ITR Type Assessment Year (AY) User Name Verification PAN
ITR1 2021-22 Vishal Garg ABGPN99839

Cancel Upload Return

Step 12: Click Proceed to Verification.



Home Help

{.. f e- Flllng Anywhere Anytime

Income Tax Department, Government of India

DESKTOP UTILITY(ITR 1-4)

Home/ Income Tax Returns / Download Pre-filled data

3

Validate Return Confirm your Return summary Verify and Submit

Preview and

ITR1 Submit

Validation Succesful!
No errors were found.

| < Back Proceed to Verification

Step 13: On the Complete your Verification page, select your preferred option, and click Continue.

ITDefiling-DU-v3.0
Your utility is up to date!

(2)
t\E/
Verify your
Return

It is mandatory to verify your return, and e-Verification (recommended option - e-Verify Now) is the easiest way to verify your ITR —

it is quick, paperless, and safer than sending a signed physical ITR-V to CPC by post.



Home Help

- o | .
@;f ©-Filing Arywhers Arytme DESKTOP UTILITY(ITR 1-4) ITDefiling-DU-v3.0
S 3

Income Tax Department, Government of India Your utility is up to date!

Home/ Income Tax Returns / Download Pre-filled data

3
Validate Return Confirm your Return summary Verify and Submit
@ @
H H Preview and Verify your
Complete your verification s i

Select a Verification method below to finish filing

@ eVerify Now RECOMMENDED

Instant eVerification via Aadhaar OTP/Prevalidated Bank
Account/ Prevalidated Demat Account

O eVerify Later

You can submit the return now and eVerify within 120 days of
submission

O Verify via ITR-V

You can submit the return now and verify the return by sending a signed ITR-V
to the Income Tax Department by Normal/Speed Post within 120 days

Note:

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

. If you select e-Verify Later, you can submit your return, however, you will be required to e-Verify your return within 120
days of filing of your ITR.

. If you select Verify via ITR-V, you need to send a signed physical copy of your ITR-V to Centralized Processing Center,
Income Tax Department, Bengaluru 560500 by normal / speed post within 120 days.



https://www.incometax.gov.in/iec/foportal/help/how-to-e-verify-your-e-filing-return

. Please make sure you have pre-validated your bank account so that any refunds due may be credited to your bank
account.
. Refer to the My Bank Account user manual to learn more.

Step 14: If you clicked e-Verify Now, you will be taken to the e-Verify page to e-Verify your return.

Homo Help

R} e-Filing sopunwe smyos DESKTOP UTILITY(ITR 1-4) Elbbiomripn faimdots
Incore Taz Department Government of ndia Your utility = up to datel

Home/ Income Tax Returns / Downdoad Fre-filled data

Validate Return Canfirm your Return summary Verify and Subbmit
e-Verify Preview and Verify your
Submit Return

How do you want to e-verify?
@ ! would like to verify using OTP on mobile number registered with Aadhaar
A Your PAN and Aadhaar is not Inked. Link Now

(O | would like to verify using Digital Signature Certificate (DSC)

@ Note
Generate electronic verification code (EVC) Youw can generare VO mirough Bank ATM To gansrate EVIC through Sank ATM,
folNow Solow srops
Through Net Banking WS youv Bank’s ATM and swipe your ATM cand
2 Chck on the Fan for lcome Tax Mng'
Through Bank Account 2 An EVC wiV be sene 1o the mobie number and emal A0 registeved with ¢ fikng This VT is vald for

72 hours Uist of 8anks whiich are configared fo ganerate EVC mrough AT
<. The ganerated EVT can be usod 10 eventy be salecting e cotion 7 aveady howe an Sectronc

Through Demat Account
Veracanon Code (EVC)”™

I already have an Electronic Verification Code (EVC)

| already have an OTP on Mobile number registerad with Aadhaar

000 000

| would like to verify using Income Tax Retum Verification form (ITR V)

Back |

A


https://www.incometax.gov.in/iec/foportal/help/my-bank-account

