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1. Introduction

1.1 GST and GST Network

The Goods and Services Tax (GST) is an indirect tax, applicable throughout India since 1* July 2017. This
tax includes 16 different taxes, including excise, service tax and VAT, and has replaced taxes levied by
the central and state governments. The filing and administration of this tax regime will be conducted
through the ‘Goods and Services Tax’ Network (GSTN).

"Goods and Services Tax" Network (GSTN) is a nonprofit organization formed to create a platform
for all the concerned parties i.e. stakeholders, government, taxpayers to collaborate on a single portal.
The portal will be accessible to the central government which will track every transaction while the
taxpayers will be filing their tax returns and maintaining their details.

1.2 GST Identification Number (GSTIN)

GST Identification Number (GSTIN) is a 15 digit identification number that every registered taxpaying
entity must have. It is similar to the existing TIN number. Every person who is liable to have a GSTIN has
to register, separately for each state of business operation, with the GSTN.

Know your GSTIN

22 AAAAAO0000A 1 Z 5

Figure 1: Know your GSTIN (Source: cleartax.in)

The 15 digit Goods & Services Taxpayer ldentification Number (GSTIN) is designed to include:
e The first two digits represent the state code as per India Census 2011 (00 to 37, 99 for overseas
business)
e 39t012" digit represent the PAN of the taxpayer
e 137 digit is assigned to the taxpayer on the basis of their number of registration within a state
e 14" digit is Z, by default
e 15" digit is a check code (alphabet/ number)

A taxpayer can register for obtaining a GSTIN by:
a) GST Online Portal
b) GST Seva Kendra (by Government of India)

Once the registration is complete and approved by a GST Officer, the taxpayer obtains a unique GSTIN.
There is no cost involved in registration for GST and/or obtaining a GSTIN.



1.3 GST return filing
Users can file their GST returns through Application Service Providers (ASPs), who will then connect with
GSTN through GST Suvidha Providers (GSPs) to process the GST returns.

The ASPs and GSPs are envisaged to provide innovative and convenient methods to taxpayers and other
stakeholders in interacting with the GST Systems — from registration of entity to uploading of invoice
details to filing of returns. Thus, there will be two sets of interactions, one between the App user and the
GSP and the second between the GSP and the GST System. The ASP and the GSP could be different or the
same entity.

A visual representation of how the network will function —

GSTN Public Portal

for Individuais &
Small Businesses

ASP Solution
(Application Service
Provider)

End User

(Business GSP GSTN

Entity/ Server

Tax (GST

Payers/ Suvidha

Tax Return Provider)

Preparers)

Figure 2: GST Return Filing Infrastructure

Currently, the GSTN has granted licenses to 34 GSPs.

1.4 Axis GST Connect

Axis GST Connect is Axis Bank’s ASP solution to existing corporate customers (Small Business/Small
Business and Large Corporates). This is an end-to-end solution for all GST related activities including
invoice management, return preparation & filing, customer/vendor database management, reports &
analytics. Axis GST Connect also provides you with utilities like Invoice Utility, GSTIN Finder, Tax
calculator, offline excel utility for GSTR1 and GSTR3B, etc.

As an existing customer of Axis Bank, you <can log on to Axis GST Connect on
www.axisgstconnect.axisbank.co.in as a tax payer and manage all your GST related transactions.

1.5 Benefits of Axis GST Connect (Axis Bank GST return filing platform)

To begin with, you need not have to add invoice wise details based on the category like B2B, B2CL, B2CS,
and Export etc. For few categories like B2CS, HSN Summary etc. the data need to be aggregated which
involves tedious work and a lot of calculations.

But with the Axis Bank solution, you can update all your sales and purchases through our standard
templates (Excel based) and save data within Axis GST Connect. Axis portal will categorize and aggregate
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http://www.axisgstconnect.axisbank.co.in/

the data wherever required. Then data will be saved to GSTN Server and Returns will be filed with all
validations at a Click.
Additionally, Axis GST Connect also provides:
i. On-screen validations with help of Masters

ii. Extra features like free utilities and calculators

iii. Pre filing Reconciliation with invoice sharing option

iv. Reports & Analytics

V. Knowledge platform for real time GST updates.

vi. Multiple GSTIN handling in same Login

Axis GST Connect offers many features that other services do not —

e  Multiple PAN & their respective GSTINs access in a single login

e Dashboard with relevant charts

e Sharing of invoices with your counter party with Pre filing reconciliation feature.
e Configuration feature with Item, Customer and Supplier Masters.

o Different types of Analytics & reports

e |ntegrated Invoicing tool

e Manual & Bulk import facility

1.6 GST Payments

The Goods & Services Tax has to be paid directly through GSTN website. Axis Bank has been authorized by
RBI & GSTN to accept Goods and Services Tax payments, however the GST payment cannot be made
using GST Connect application.

To pay the tax, taxpayer needs to visit www.gst.gov.in to create a challan and make payments via Net
Banking or generate challan for Over the Counter payment at Axis Bank branch.

Generating Challan
Step 1. Login to GSTN portal and login using your credentials

f; Goods and Services Tax

Home Notifications & Cirodars - Acts & Rules - Grievanoe
Login @ English
Legin
* indicates mandatary fialds
Ligemarme
Password*

B First time beging [ y



http://www.gst.gov.in/

Step 2. Post login, click Services -> Payments -> Create Challan on the dashboard

Goods and Services Tax

Services - Motifications & Circulars - Acts & Rules - Dowmloads - Grievance

Registration Ledgers Returms Payments Lhser Services

Ledger Balance | i1g/06/2017 Download @

IGST () CGST(E) SGST J UTGST () CESS (T)
Liability related to Return 5 5 5 - ]
Cash 180 AGT2 10619 ASBE e
Linpuit tax Credit (1] 4] o o
(Met Liability) f Net Credit (1] o o o
Liahility other than Return 1] 1] ] 1]

FILE RETURNS > PAY TAX > UTILIZE ITC f CASH »

Step 3. On Challan page, enter payable tax details and finalize the challan

Tax [ 1) Interest { 7) Penalty [ 7] Fees (1) Other [ T) Total [ 7}
CGST[0005) 10 10
IGST(0007) 2 5
CESS{0009) 7 -
:Efﬁgﬂ?m; S g
Total Challan Amount: t3of-

Total Challan Amount {In Words): Rupees Thirty Only

Payment Modes*
B E-Payment v
B Over The Counter

@ NEFT/RTGS

GENERATE CHALLAN




Making Payment using Axis Bank’s Net banking

Step 1. On the challan page, choose the option “E-Payment” from the Payment Modes

Tax [ ) Interest { T) Penalty [ 7] Fees [ 1) Oither [ 1) Total [ 7)
CGST(0005) 10 10
IGST(0007) g g
CESS{000D) 2 2
Rajasthan N c
SGST[0006)

Total Challan Amount: T30 f-

Total Challan Amount {In Words): Rupees Thirty Only

F == = = e = = = ===y

| Payment Modes*
B E-Payment v
E Ower The Counter

@ NEFT/RTGS

r-—-—--—-

GENERATE CHALLAMN

Step 2. Choose mode of payment as “Net Banking” -> Axis Bank (Radio button), and click on
“Make Payment”. You can also download the Challan for your reference.

Select Mode of E-Payment *
Mease sefect @ bank *
25 Net Banking v
ALLAMABAD BANK ANDHIA BANK

& Credit/Debit Caro

BANK OF BARDOD

e o o o o o o o o e o

BANK OF MAHARASHTRA
CANARA BANK CENTRAL DANK OF INDIA

CORPORATION BANK

HOFC BANK ICICI BANK LTD

1081 BNk INDLAN RANK

INDIAN OVERSEAS BANK JAMMU AND KASHMIR BANK LIMITED

ORIENTAL BANK OF COMMERCE PLUWIAS AND SIND BANK

PUNJAR NATIONAL BANK STATE Bk OF INDEs

SYNDICATE BaNK UCo

LNION SANK OF INDIA UNITED BANK OF INDIA

VUAYA BANS

—— e o
r I
I DOWNLOAD

Xz
1




Step 3. You will be directed to Axis Bank’s Net Banking page

‘l AXIS BANK

Corporate ID
I Obaab66e94576eb90597 1d44aa280ccd

LoginID

! 73127908588e0585(ef08083ee314f3d1.

Invalid User Credezsul

"

Troubés ngmng w?

First Time User”

Step 4. Login to Corporate/Retail Axis Net Banking

Step 5. Challan details will be auto-populated

Internet Banking

1 Payment Details

1%

\ TAX identincation Number  DTANRCVES4SR104
GST Transaction i AEHEASOTIR0I426
CPIN 1610652901 0160
Statn
IGST Amaunt 200
SGST Amount €300
CEST Amount €100

ADDIMONAL TAX Amaound L3 ]

Transachion Date 04-0iet-2018

EMI ka Happy Ending

Pay vour EMIs regularly and
get your last 12 EMIs waived off*




Step 6. On clicking Next and post confirmation, provide the transaction password.

Step 7. Enter OTP received for 2™ factor authentication
D04010200286194 T 500 TEst_CIB
Select Rule
Fule ID Authority With Herarchy
1009031 1EC =1 BDD e
i ¥

Level 1 Apprower m

Piease use lookup bution(s) 1o view all users mapped o an authorization growp and seiect a specific user as the next

approved. You can Skip This ko Send e iransaciion 1o 8 wisrs mappsd 1o the sulhoriz son giowp b8 displiged s the
koscdiup

Remarks For Approver

Transaction Password | | Forgot Trarsaclion Passwand?

b
Step 8. Post successful payment, Payment success confirmation will be generated

o Your Tax Payment is successfully sent for Approval

Faymend |10 for fsfure commurication: 16545 [Confimabon has been mailed you

E-Receipt for

Tax Payment

TAX Identdcation Numbar OTANRCVEGASRN
QST Transaction iy ABSEAFRESHRIA26
CPiN 1E1CEE1010160
Stale

IGST Amouni 200

SGET Amount 100

COST Amount 1.00

ADDIMIOMAL TAX Amount 0



Step 9. Post this, “Checker” logs in to authorize the transaction, click on Tax Payments
& 10ph Secured Login  Last Loger - 04 17 PM. 04 O » HELFP Mty S iee : corporate i@axisbank.com or call us a1 022 62175100

AA.XIS BANK Coperate = Locateo - Dwision - @ 1 MOHANTY v Log out

= SNAPSHOT  ACCOUNTS FPAYMENTS SERVICES AUTHORIZE TRADE  ADMIN

Accounts Authorize ONE DESTI %
acc bl . % Trans%er Funds mm
Asssenis Avaliste Balance mnm;-.umq
Savings - 005010100001287 361 ,;': De Upload Flieix Cards ' L _ |

m Service Reguest

Paymant Hietory

Payse Additon
R".rm T'ﬂmm—tnm : : n O“'CK Pay o
Bller Addibon

Current - 46001020000056% - *casmie Dizce Tax Faymants From Account -
T 2%

INBVIEI24MNTERNET TAX PAYMENTAes! Select Payes Type .
INB/18323CBO T-ePayment Non- TOS/TCS (280 ¥ 190000 By Paymasts T0V7 8% Select Payee .

=0 77/Es = =~ o runds -
INBSOD101577/Estera And Astar Solutons LS EuS o | ahelis IPAPC 1090 3
INBSO0101570Esfara And Astar Solusons e105 3 Findy IPARC 1175 m

Tranafer
INBSOD191568/Esfera And Aster Soksons T @ Tax astT 550 Favounte Transactions @
84

Faymests
m Falled File Uploads (7]

5R0SMIFLL XA IQOENDASISUMULWTESST. .

Step 10. Checker has to select GST payment for authorization

| Migh Secured Login Last Login - 0417 P 04 Oct '10 ? HELP Mot your wited queses 1o COTPOIALE.ibE

AAXIS BANK  Coporste + | Location - | oweion > P 2

SNAPSHOT ACCOUNTS PAYMENTS SERVICES AUTHORIZE TRADE ADMIN

TRANSFERFUNDS UPLOADFALES PO SERACE REQUEST PAYNMENT HSTORY  PAYEE ADDITION

Transactions os Hesus 44 ownload As | A POF XxLts Csv « &
-

Date Reference 1D Transaction Type Frequency lype
. GST TAX
118 § GST TAX
© iocan 16545 GST TAX One Time oo 1
Central Bosed Of CBEC ONLINE
03 Oct™16 16540 Excise And One Time SERVICE- 1
Cusioms TAXPRYMENT
. GOVT OF
23 5ep 16 16496 i One Time ASSAM TAX 1
oy PRYMENT
o GOVT OF
23 Sep 16 18495 ;.- i ianes One Tune ASSAM TAX 1
el PRYMENT
AR GOVT OF
213ep 16 16482 i One Time ASSAM TAX 1
Taxpayment PAYMENT
Aaaam ED GOVT OF
215ep 16 15480 ;u i One Time ASSAM TAX 1
e i PAYMENT

Central Boars OF MREC. Carvics



Step 11. Post authorization by checker, Tax payment is processed successfully

& Hagh Seoured Login  Last Login - 04,17 F 4 Dol 7 HELP Wi s e querss 1o COMpoTabe.iby

‘AKIS BANK  Coporste »  Locwon = Divisien . & 1

SNAPSHOT ACCOUNTS PAYMENTS SERVICES AUTHORIZE TRADE ADMIN

TRAMNGFER FUMIES FLOAD FLES = SERNCE RECLEST  PAOTWENT HISTDRY PWEE ADDITION BLULER ADDIMON TAE PRYMENTS

\ = Back W Appeov sl

o Your Tax Paymeant has bean done succassfully.

Fayment ID for future communication: 16545 (Confirmation has been malkad you

E-Receipt for

Tax Payment

Tax Identification Mumber OTANRCWESEASR 104
GET Transachon i AE554B0F 130406
CPIN 1610621010160

Making Payment at Branch (OTC Cash or NEFT/RTGS)

Step 1. On the challan page, choose the option “Over the Counter” OR “NEFT/RTGS” from the
Payment Modes

Tax [ T) Interest { ¥) Penalty [ ) Fees [ 1) Other [ 7) Total [ 7)
CGST( 005 10 10
1GST(0007) g :
CESS{0009) 2 !
Rajasthan
SGST( 0006) ! 2
Total Challan Amount: T30 /-

Total Cleallan Amount [In Words): Rupees Thirty Only

Paymant Modes*
= E-Fayment v
& Over The Cownter

@ NEFT/RTGS

SAVE GEMERATE CHALLAN




Step 2. Choose mode of Payment as “Cash” or “NEFT/RTGS” and select Axis bank for making
payment at your Axis Bank’s branch
it ol of EPrats
23 Net Banking v

& Credit/Debit Caro

DOWNLOAD | MAXE PAYMENT

Step 3. After selecting Axis bank, generate Challan for OTC/NEFT payment at branch

Step 4. Take print of the challan, and visit your Axis Bank branch

Step 5. Meet customer care executive, and he/she will help you with GST payment

Step 6. Please note, only a tax payment up to Rs. 10,000 can be made in Cash via OTC challan.
For tax payments higher than Rs. 10,000, please use RIB/CIB or NEFT/RTGS payment
method.

13



2. Registration and Login

2.1 Registration

For accessing registration page of Axis GST Connect application, the customer must be an active user on

Retail Internet Banking (RIB) or Corporate Internet Banking (CIB) platform.

2.1.1 Accessing GST Connect via CIB Platform:
Access to GST Connect application is only allowed for “Checker” user profiles in CIB platform.

Step 1: Login to Corporate Internet Banking portal using Corporate ID & User ID details

AAXIS BANK

Corporate ID
AXISDK

Login ID

YASH

Password Use Virtul Keypad

Login © Troutde signing in?

Set'Reset Password

Step 2: Post login, click on Services -> GST Connect tab under the top ribbon

) HELP Mad pras SO et soerss o COPpOcate, ibiianisbank. com or call ws at 822 52175100 ($I0AM 10 6:30PW oo worong days)

AA“S BANK Coporste » Lozetion - Davision - & l ASH v Log owt

ACCOUNTS PAYMENTS £S5 AUTHORIZE TRALE Cred Comnect

Accounts Services

00 e REgusst
Shegue Book Reques
Demand Daft Recuest
Recent Transactons ; . Pending Approvals n Quick Pay (7}
Summary of Reauess
Tramrs aches Fapen Ao
Current - S10020009227952 = i Rochil slindats Yoo tar e From Account -
- gsrg 1800 =
Consolcated Cnarges for Aic Dyax Sighumire * Siect Papes Tope -
Serace Tar @15.00% on Crarge o <ha Seinct Pajes P
YO SALARY oo S Upe 400
-3 X R
10 SALARY TSI E . 1 A 1on

14



Step 3: On clicking GST Connect link, a new intermediary page will open. Click on “Continue”

A.a.xus BANK  Corporste » | Location < Bl Dvvsion g =P i

SNAPSHOT ACCOUNTS PAYMENTS SERVICES FOREX AUTHORIZE TRADE Cre

AXxis GST Connect platform facilitates filing of your GST returns and provides reconciliation

of input tax credit for your business.

Step 4: On clicking continue, a new window will open with GST Connect application. For best user
experience, use Google Chrome version 45 or above for GST Connect application.

'[. Aoz GST Comnect x e —~ -«

“

5://3xisgstconnectuat.axisbank.co,in/gstweb/#|

4 . B

Step 5: Click on “Register Now” to access registration page of GST Connect application

15



2.1.2 Accessing GST Connect via RIB Platform:
Step 1: Login to Retail Internet Banking portal using RIB credentials

AAXIS BANK

Secured Login
Customer Id @ Debit Card No

Login Id

R

Password

L

I UseMirtual Keyboard

Forgot Password? Trouble signing in?
Enable Login ID? First Time User?
Register

Step 2: Post login, click on Services -> Tax Services -> GST Services under the top ribbon

I‘AXIS BANK m TAKE A SURVEY

FOREX

SNAPSHOT ACCOUNTS PAYMENTS SERVICES INVESTMENTS

OPERATIVE DEPOSITS LOANS PPF Services VARDS CREDIT CARDS

Update PAN/Form 60

Consolidated Statement Contact Details

Request For ==

All Operative Accounts Ehoniii e its
Tax Services

Other Services >>
Account No. Nickname .. :
_ Insta Services GST Services ﬂ

©Q  015020020390022  AC NAME NRI Services >~ oo b it el

Income Tax E-Filing ,

Pl Get your tax documents K

Mini Statement Detailed Statement Account Charges Accoul
[ ]

Step 3: On clicking GST Services link, a new intermediary page will open. Click on “GST Connect” link

16



& High Secured Login  Last Login - 11.27 AM, D2 Nov'17 © HELP Cu

I‘A}(IS BANK m TAKE A SURVEY

SNAPSHOT ACCOUNTS FAYMENTS SERVICES INVESTMENTS FOREX

GST Services

Axis GST Connect platform facilitates filing of your GST returns and provides reconciliation of input tax credit for
your business.

« Link your GST Identification Number{GSTIN)
« GST Connect

Step 4: On clicking “GST Connect” link, a new window will open with GST Connect application. For best
user experience, use Google Chrome version 45 or above to open GST Connect application.

5//axisgstconnectuat.axisbank.co,in/gstweb/#

S = ' =
L , : R

Step 5: Click on “Register Now” to access registration page of GST Connect application
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2.1.3 Registration process on GST Connect platform:
Step 1. Access GST Connect application page via CIB or RIB platform

Step 2. Click on “Register Now”

Step 3. On the next screen, enter email ID and desired password, and click “Register”

Register

&° Tax Payer

-~ I vsh123@matlinator. com l

g |
LTI TN

a I e |

Register

Already have an account? Login

Not activated your account yet? Resand

Figure 3: Sample - Registration

Terms and Conditions:

Lorem Ipsum dodor sit amet consectelur adipisting oSt Fusce ef omare saplen Morte faclisis venenatls -
torfor, et maimus mauns akquet molls. Cras eget dolar me Indeger ut commodo serm, a porta massa Nunc
EncKu! moleste lempor. Sed o SagERs VeI Sit amet sogales nuila Phaseius pharelrs guam dul, egel
ullamcorper erat fenmentum ved DOnSc dolor lBcis. pretiim K Massa inperdiel. sofictutn viputale od
Moty faucus, Misi aC vanius NSngue. wna 12Ras vesToulum ipsum. eget aliqust ibers mi eget a3t Asnean
nec milla Cul uRncies Mnibus at e wpls. Fusce Tincidunt, |1sto a faucibus 51 Jusio consecistn
giam, In haoncus magna lectus et ex. NuEsm yitae aiguet psum. Aenean ac tincigunt forem

In vestituum odio ey enim tristique facreat eu ac gula Suspendisse potentl Cras moilts scolonsque mols

urna et

Jin. metus sed condimenium acoumsan, noh nulla eMotur dolor, fautdy
congimentum nisl pec

Nunc

e Al fermentum il semper in, aoree! &l quam Dones

Alguam orcl Ut tinciount toNor Sed Ndus mokestie Mngla Nubs consactelur Suscipt vanus, Mauns vitae

ulamcorper ortl, sit amet efictur magna. Maecenas tincidunt moliis

S SORCudin

Lorem ipsum dolor sit amet consecietur adpiEcing et Fusce &t omare s3pien. Morbd faciisis venenatlis ™

2, agree 1o Terms and Conditions

Figure 4: Terms & Conditions

address for an account activation email

Successfully Registered!

Activation link has been sent to your email
vsh123@mailinator.com. Please check
your email.

Figure 5: Successfully Registered!

Step 4. The “Terms & Conditions” will appear after this. Please read the T&C carefully and click on the
checkbox against “l accept the Terms & Conditions”. Then, click “Proceed”.

Step 5. A message will now appear saying, “Successfully Registered!” Please check the registered email

18



2.2 Account Activation
Step 1. After registration, the account needs to be activated
Step 2. For account verification, an activation link will be sent to the registered email ID

Dear user,

Your account has been created in GSTSTAR Your Login ID is vsh123@ mailinator.com

Pleme glx‘t here to ach ate your ac toum OR copy and rnte the following http_ ga gststar com'Axis Web #! Confurms?
= == 1o your browser to activate vour account

If vou did not register and you have received this email, it may mean that somebody else has registered. Please contact info@gststar.com immediately

Regards,
GSTSTAR Team

Figure 6: Sample - Account Verification Email

Step 3. Click on the activation link or copy-paste the same in your web browser to activate your account
Step 4. If no activation link email is received, on the GST Connect page, click on “Resent Activation Link”
to receive the email

Register

&° Tax Payer

= [vsmza @mailinator.com ]
& [ .........

- [ ........ d ]

Register
Already have an account? Lo
Not activated your account yet? s

Figure 7: Resend activation link option

2.3 Account Login
To access GST Connect application for login, there are two options:

Option 1: Using CIB or RIB platform (refer to section 2.1.1 for “Accessing GST Connect via CIB platform”
and section 2.1.2 for “Accessing GST Connect via RIB platform)

Option 2: Save the URL of GST Connect application at the time of registration

Step 1. Using any of the options suggested above, visit the GST Connect page for account login —
www.gstconnect.axisbank.co.in

19
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Login

Q

Forgot Password ?

Figure 8: Account Login

Step 2. Enter your email, password and the Captcha shown (Required for security purposes)
Step 3. If you have forgotten password, click on the “Forgot Password” link
Step 4. On first login, enter details of your Legal/ Tax Paying Entity

20



3. Account Configuration

3.1 Legal/ Tax Paying Entity
Legal Entity: Any Business Entity with a distinct PAN number is referred as Legal Entity in GST Connect
application

Tax Paying Entity: An entity under the purview of GST for taxation purposes and with a distinct registered
GSTIN is referred as Tax Paying Entity. One legal entity can have multiple tax paying entities under it.

Step 1. On first login, details of Legal/ Tax Paying Entity are required. Click the button “Add Legal Entity”

A boof TRES AT

Figure 9: Add Legal Entity on first login (Part 1)

Step 2. Enter your GSTIN and corresponding user name. Enter the said details and click “Validate”

/‘A XIS BANK =

Z# Caonhguraton ENTITY

-~ No Lagel Ertty -

Add Tax Payng £ty

Figure 10: Add Legal Entity on first login (Part 2)

Step 3. If an error appears, it means that the GSTIN has not been entered correctly. In such a case, check
the details entered, and try again

Step 4. Next, enter the entity details — Legal/ Tax Paying Entity, registration type, previous year aggregate
turnover, etc. and click “Save”

3.2 Adding more GSTINs/ Entities

Step 1. To add more GSTINs/ Entities, go to the “Configuration” tab in the left pane

Step 2. Select “Entity” option from the top ribbon

Step 3. To add a legal entity, go to the “Legal Entity” tab and click on “Add Legal Entity”; To add a tax
paying entity, go to the “Tax Paying Entity” tab and click on the “Add Tax Paying Entity” button

21



Dashboard ENTITY  USERS  ITEM MASTERS  SUPPLIER MASTERS  CUSTOMER MASTERS ACTIVITY LOG  INVOICES MY ORG. H5N

Invoices
Add Tax Paying Entity

M Outward Supplies

GSTIN*
Inward Supplies - _
‘ |_ STIN ‘ Note: Before clicking on validate, You need to allow API
(Application Programming Interface) access in your GST
Amendments ) )
GSTN User Name* common portal login. To know more click here.

& Reconciliation ‘ Enter Gstn User Name ‘

Returns

Ledgers
Reports and Analyhcs

Configuration

Figure 11: Adding additional entities

Step 4. Before attempting to add entities, please ensure that you have access to add new entities. If not,
please approach your admin.

Step 5. Also, before validating the GSTIN details of the new entity please allow API access in your GST
common portal login. This is to ensure that Axis GST Connect is able to access the GSTN portal with the
user name assigned to a given GSTIN (For detailed process on allowing API access, refer to Annexure - 3)
Step 6. Next, fill up the mandatory fields (marked with a red asterisk) and click “Save”

Add Your Enhty Detoils

Legal Entity Details

PAM of Legal Enbiy Legal Entity Type Legal Entity Wams*

AABBCII2ZA Body of Individuas v |

Tax Paying Entity Details

GETIM 13t Tax Faying Entity Mame

28AABBC2FIIAYTY Kamataka - 29 X |
Registration Typs* Previous Year Aggregate Tumover [T) Aggregate Turnover fam Apr-June 2017 (T)

- Seietl-- N |

Sy

Body of United Nations SErs(B2CS) Nil and Exempled sales al Aggragale level?
Compaosie Tax Payer =7

E-Commerce Operatar

nput Service Distrbutor

Mon-Resident Tax Fayer

Marmal Tax Fayer

Figure 12: Entity Details

3.3 Users

All Axis GST Connect customers can currently have only one user for their login. The options for addition
of more users will, however, be visible to the customer.

Post implementation of single-sign-on from Internet Banking, the option of having multiple users will be
opened for all customers.
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Step 1. To add, remove or modify a user’s access, go to the “Configuration” tab in the left pane and
select “Users” option from the top ribbon

ENTITY USERS  ITEM MASTERS  SUPPLIER MASTERS  CUSTOMER MASTERS ACTIVITY LOG  INVOICES MY ORG. HSN

Users 10 per table +

MNumber of Records: 1

Saumya Das axisuser@mailinator.com Role &

Figure 13: List of users

Step 2. All the existing users will now be displayed on the screen. The “Action” column gives 3 access
options for a user — Define a role, edit details or delete

Step 3. If there is only one user for the entities listed on the portal, then he/she becomes the “Admin” by
default

Step 4. By clicking on “Role”, many options for the corresponding user appear. Select the role option
desired for the said user corresponding to the desired Tax Paying Entity

Add User Roles

First Mame ast Name
Rioles * Tax Paying Entity *
Roles L Tax Paying Enfity L
— Roles —

Readonly ser
Legal Entity Admin
Tax Paying Enlity Admin
Transaction Liser
Transaction Admin

g Authorized Signatory
Repors Liser

Figure 14: Role assignment to user

Step 5. This menu will also help you observe the modifications in user’s history done for the
corresponding legal/ tax paying entities

3.4 Item Masters

Item Masters is a master list prepared to contain details of all the items dealt by the entities i.e. all goods/
services and their details.

Step 1. In the “Configuration” menu, under the “ltem Masters” tab, you can see the master list of items
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|%om Mashor | |0 par takls 9

Number of Records: B I

— HEMRAL IGET Rate| W COST Fahvl K| SCET Rated % Ftam - Sale Price Purchase Price Discount
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Ml rated Hem 000 0 000 0 000 G BAC e & B

Figure 15: Item Masters

Step 2. To add a new item, click on the button “Add Item” (Refer Screenshot above) and enter the
required details for the item — Iltem name, GST Rates, etc.

Add New lfem
Mame * HSMISAC Description
| Name | | hsnsac | ‘ Description |
IGST Rate % * CGST Rate % * SGST Rate % *
| igst | | cgst | sgst |
Type * SKU Uom *
v SKU

| Sk | Select -
Sale Price (T) Purchase Price (Z) DISCOUNT %

sale price | | purchase price | discount
ITG * Used For*
| Input M | Used Exclusively for taxable supplies v Is Exempted? L is NilRated? L)

Save & New Save

Figure 16: Addition of Items in Items Master

Step 3. To add multiple items in the Item Master, click on “Import”. A pop-up will now appear with a link
of “Download New Data Template”. Fill up this template with the details of the items you want to add and
upload (Click on “Choose File”, select file containing details and click “Upload”).

Import From Excel

Download New Data Template

Choose File | No file chosen
Llpload

Figure 17: Importing multiple items

3.5 Supplier Masters

Supplier Masters is a master list prepared to contain details of all the suppliers/vendors of the entities.
Step 1. In the “Configuration” menu, under the “Supplier Masters” tab, you can see the master list of
suppliers/ vendors.
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Figure 18: Supplier Masters
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Step 2. To add a new supplier, click on the button “Add Supplier” (Refer Screenshot above) and enter the
required details for the item — Supplier Name, State, etc.

Add New Supplier

Supplier Id Supplier Name * GSTIN

Supplier Id ‘ Supplier Name ‘ GSTIN ‘

Find GSTIN
City State = Mail Id
[ == ] [ |
Mobile Addrass Composite Dealer
+91-Mobile ‘ Address
i

Figure 19: Addition of Supplier in Supplier Masters

Step 3. To add multiple suppliers in the Supplier Master, click on “Import”. A pop-up will now appear
with a link of “Download New Data Template”. Fill up this template with the details of the suppliers you
want to add and upload (Click on “Choose File”, select file containing details and click “Upload”).

Import From Excel

Download New Data Template

Choose File | No file chosen
Llpload

Figure 20: Importing multiple suppliers

3.6 Customer Masters
Customer Masters is a master list prepared to contain details of all the customers (GSTN registered/

unregistered).
Step 1. In the “Configuration” menu, under the “Customer Masters” tab, you can see the master list of
customers
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ENTITY  USERS ITEM MASTERS  SUPPLIER MASTERS  CUSTOMER MASTERS ACTIVITY LOG  INVOICES MY ORG. HSN

Customer Master Add Customer 10 pertable v

Number of Records: 0

Figure 21: Customer Masters

Step 2. To add a new customer, click on the button “Add Customer” (Refer Screenshot above) and enter

the required details for the item — Customer Name, State, etc.

Add New Customer
Customer Name = GSTIN Display Name (Customer Id)
Customer Name | Gstin | ‘ Customer Id |
Find GSTIN
State * Mail Id Wobile
— State - v ail 1d | +91-Mobile |
Share Invoice Info? Composite Dealer? L) UIN Hoelder? LJ

Figure 22: Addition of customer in customer masters

Step 3. To add multiple customers in the Customer Master, click on “Import”. A pop-up will now appear
with a link of “Download New Data Template”. Fill up this template with the details of the customers you
want to add and upload (Click on “Choose File”, select file containing details and click “Upload”).

Import From Excel

Download New Data Template

Choose File | No file chosen
Llpload

Figure 23: Importing multiple customers

3.7 Activity Log
Activity Log contains a log of all the activities performed on the selected Legal & Tax Entity combination,

along with the corresponding date & time of activity.
To view the Activity Log, select the relevant Legal & Tax Paying Entity from the top banner. Then, in the
“Configuration” menu, select Activity Log. If you want to observe the activity log for a specific period, you

can select the desired period from the options on the page (Highlighted in the screenshot).

26



AP onradtd -

ENTITY  LEERS  MTERLMASTERS  SLPPLER MASTERS  CLETOMER AASTERS | ACTRATY LG | INEDECES MY ORG HSM  BUSMESS  GSTH
piniiy Liog m J parinpls ®

Module Arvtivicy Type Zhange Descnpaon User Diaie 2rd Timae

caate tem Master Lipdaie Z1-NOv-2017 6:27 41FM

Figure 24: Activity Log

3.8 Invoices
To prepare invoices through the GST Connect system, you can set the format of the invoice/credit/ debit
note by going to the “Invoices” tab under the “Configuration” menu.

EWTITY USRS [TERLAGASTERS.  GUPPLER MSSTERS  CLESTOWEE MASTERS  ACTRTY LOOG Y O, PR

Sumber A Formal

Chstword Supphe
e Miymbser Senings

B el Supglesi

el ey

Esconalabon ALTIIL

ledger

i Andlybes Tt

P

Bin

Figure 25: Setting format for invoices and credit & debit notes

Step 1. Update the number & formats of the invoices, as desired, by clicking on the button “Edit Settings”

o & F

o e S ]

Figure 26: Setting format for invoices and credit & debit notes (continued)

Step 2. In the menu, you can choose how to number your invoices/ notes, display of year, prefixes, etc.
After making your selection, click on “Save”.
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Edit Invoice Settings

I i
\ Sales Imvoice v

Automabc v

Figure 27: Setting formats for invoices/ notes (continued)

Step 3. Next, you can even add a logo to your invoices and notes (debit/credit) by choosing the
corresponding file and clicking “Upload”. Following this, you will be able to preview the logo.

| Choose Fie | No e chos
NO IMAGE

Figure 28: Adding logo to invoices/ notes

Step 4. The formats and logo for your invoices/ notes are ready
3.9 My Org HSN
MyOrg HSN gives an overview of the list of HSNs associated with the business entity. It provides a ready

reference for HSNs of the traded Goods & Services. Goods & Services for which HSN codes are required
can be added from the Utility tool.

28



= AdeGETConnedl -

Tnbey

EMTITY  UUSERS  ITEM\ MASTERS  SUPPLIER MASTERS  OUSTOMER MASTERS ACTITY LOG  INWOICES MY ORG MGNM  BUSINESS  GETIM

Py HSM Masier

Muriber af RAecords 1
HEN | Section Chapber .
Description of Goods/ Services G5T Rate Indust

T Pure Labowr Conbrac

twan, Firting Oul

Iher Driginal Warks Pertaining To The Banaficiary-

nhancement Under The Howsang For Al (Lirban

Pradhan Kanin Awas Yojana

3.10 Business
It will display the master list of all businesses (PANs) mapped to the user. Work on this section is currently

in progress. Details on this section will be updated once the section is ready.

EMTITY  LISERS  [TEM MASTERS  SUWPLIER MASTERS  CUSTOMER MASTERS  ACTIMTY LOG  INWOICES MY ORG. HSW  BUSIMESS GSTIM

3.11 GSTIN Verification

EMTITY  LISERS  [TEM MASTERS  SUPPLIER MASTERS  CUISTOMER MASTERS  ACTIMTY LOG IMWOICES MY ORG. HSM  BUSINESS GSTIM

Entity Verification

eqal Enlily Tax Paying Erility (TPE)

Add Tax Paysng Ensity m 10 per toble v |

Mumber of Reconds: 1

w Business Mame GETIN Legal Entity Name Verification Status Actions

AEC Lt Pending ® [ § GsinDefads

1 AEC Lid KA 2BAATCRITITHAZY ABC Lid

Screen 5: Verification of the entity created and the username

After saving the user can verify the details of the entity created and can view, edit or delete the entity.

For one time verification of the user name assigned by GSTN portal, user has to Go to Configuration ->

i i
Tax Paying Entity-> GSTIN Detail and then click on GSTIN details Gstin Details and verify the

entered GSTIN user name.
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GSTIN: 29AATCR1111H1Z1 TPE Name: ABC Ltd KA

GSTIN User Name:

usert ‘ Save & Verily

Screen 6: Verification of the username

Click on “Save & Verify” and an OTP will be received to the user’s mobile number / email and the OTP has
to be entered.

Screen 7: post verification of username

The username will be marked as “Verified” and this will be a one-time requirement. The user can create
any number of entities subject to all the process mentioned above.

Step 5. User may verify the Name, email and assign and edit role. With respect to deletion the same will
not be feasible if there is only one user.

4. Dashboard

The dashboard, by the means of pie charts, shows a summary of outward & inward supplies, while giving
a number of invoices (sales & purchase) received/ shared & rejected for a selected month.

Month ‘ Ociober v Year ‘ 2017 v
Qutward Supplies Summary Inward Supplies Summary Purchase Invoices Received (Prefiling)
Received Rejected
0 0
NO DATA FOUND

Sales Invoices Shared (Prefiling)

Shared Rejected

Figure 29: Dashboard

Additionally, on the dashboard, you can add a new tax paying entity/ legal entity. The same can be done
by clicking the Configuration tab on the left pane (Refer Section 2.1 Legal/ Tax Paying Entity)
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Sales Invoices Shared (Prefiling)

Shared Rejected
Users Tax Payer Entities Legal Entities
| | |

Figure 30: Dashboard (continued)
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5. Invoices

5.1 Sales

A list of sales invoices, whether uploaded in the platform or issued through the platform can be viewed by
selecting “Sales” option from the top ribbon under the “Invoices” tab on the left pane.

SALE  CREDAT/DERT MOTES 0
Al WY
v v R O 2017 J. r N2 7 -
Statun | ovoice Number | Invoice Date Customer Name Treable Yol (7)) G5T(E) CasT(T) SGST(Y) CESS(Y) Total Value (T T
.70
4 > 4 4 L 2O

Figure 31: List of Sales Invoices

The left column of the list of invoices mentions the status as “Saved” or “Ready”:

e A “Saved” invoice is an invoice that has been saved in the GST Connect system, but may not
necessarily flow into the return. All the invoices uploaded on to the system qualify for the saved
invoices.

e A “Ready” invoice is an invoice is ready to be used for preparation of the GST return or to be sent to
be shared with the customer.

Step 1. To create invoices, click on the button “Add Invoice” (Refer screenshot above)
Step 2. Enter the invoice date and place of supply, along with item name, its price & quantity purchased.
After filling, all the required details, click “Save”.

SALES  CREDIT/DEBIT NOTES Q)

New Invoice < Back
Invoice Number(Required) Invoice Date(Required) Payment Due Date(Optional)
INV2 & 24-Nov-2017 = | DD-MMM- | =
Place of Supply (Required) Customer Name{Optional) GSTIN{Optional)
‘ Tamil Nadu - 33 v| ‘ | — |
#dd Customer
Reverse Charge (Optional) Billing Address Delivery Address { ¥ Copy Biling Address
No v
P P

© Add Row Aed lizm Adjustments (T} (+/-) |adjustment f 0.00

Total (2) 0.00

Motes to customer (Oplionsl)

e
. [soe [ 5o e |

Figure 32: Creating invoices
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Step 3. To go back to the summary of invoices, click on the “< Back” button.

Step 4. To view/ edit/ delete existing invoices, click on the icon corresponding to
them. For editing, a window similar to above will appear. Make the required
changes and click “Save”.

Step 5. To export invoices created through above steps, click on the document
icon above the invoices table.

5.2 Credit/Debit Notes
Step 1. To create invoices, click on the button “Add Credit/Debit Note”

SALES | CREDHTFDEBT HOTES “

Al COMs

Credit ond Debit Mates Add CredsDise Mofe

Figure 33: Creating Credit/Debit Notes

Step 2. Enter the invoice date and place of supply, along with item name, its price & quantity purchased.
After filling, all the required details, click “Save”.

s | COOT RO (1]
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=
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Figure 34: Creating Credit/Debit Notes (continued)

Step 3. To go back to the summary of notes, click on the “< Back” button.

Step 4. To view/ edit/ delete existing notes, click on the icon corresponding to them. For editing, a
window similar to above will appear. Make the required changes and click “Save”.

Step 5. To export the notes created, click on the document icon above the summary of notes.
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6. Outward Supplies

In this menu all outward supplies (sales) related entries can be made and maintained.

6.1 Summary
Step 1. User clicks on Summary and selects the month and year
Step 2. User clicks on Get to fetch the summary for the given period with options to view and edit

Dashboard SUMMARY  SALES  CREDIT/DEBIT NOTES  B2CS AGGREGATED ENTRIES ~ ADVANCES ~ NONTAXABLE AGGREGATE ENTRIES ~ DOCUMENTS ISSUED DETAILS ~ HSN SUMMARY
SAVETO GSTMN  GSTN SUMMARY

Invoices

Quiward Supplies Outward Supplies Summary

Inward Supplies Month Year

July . ‘ 2017 v

Amendments

& Reconciliation

Returns Summary

\edgers m Invoice Value (%) Taxable Value (%) IGST @) CGST (%) SGST (@) m Actions

Figure 35: Summary of Sales

6.2 Sales

Step 1. User clicks on Sales and selects the period (month and year /dates) to get sales entries

Step 2. Sales invoices for the relevant period are displayed in the table. Invoices with Status “N” are not
saved to GSTN whereas invoices with Status “S” are saved to GSTN.

Step 3. User click on add Sales / Import for adding or import of sales transactions for a particular GSTIN

and for the selected period.
T — R
SUMMARY  SALES  CREDIT/DEBIT NOTES B2CS AGGREGATED ENTRIES ADVANCES NONTAXABLE AGGREGATE ENTRIES  DOCUMENTS ISSUED DETAILS ~ HSN SUMMARY I
SAVETO GSTN  GSTN SUMMARY

All Invoices Invoices to be shared

Outward Sales Add Sales || import ~ |
Month: Year: From Date: To Date:
‘ v ‘ v '@R)' ‘ 01-Oct-2017 ‘ = ‘ ‘ 31-0ct-2017 ‘ = ‘ Get

8ot e o e csmeran] e e (€70 [0 05 5 1) o ok 6

Figure 36: Add or Import sales transactions

Step 4. User clicks on add sales and the following screen will appear:
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Figure 37: Add Sales
Step 5. User has to fill/select the relevant data and click on save

Step 6. The transaction will be saved for the given GSTIN (Tax Paying Entity) and the selected period.
Here all the fields marked with red asterix (*) are mandatory.

Step 7. For remaining/all of the invoices, user can also use Import function. When User clicks on import
sales and the following screen will appear:

SUMMARY  SALES CREDIT/DEBIT NOTES B2CS AGGREGATED ENTRIES ~ADVANCES  NONTAXABLE AGGREGATE ENTRIES ~ DOCUMENTS ISSUED DETAILS ~ HSN SUMMARY I
SAVETO GSTN  GSTN SUMMARY

All Invoices Invoices to be shared
Outward Sales Add Sales mport w
Sales
Month Year: From Date: To Date: GSTN Template
‘ v ‘ v @Rj' ‘ 01-Oct-2017 ‘ = ‘ ‘ 31-0ct-2017 ‘ = ‘ Get

8o gy e o e o crsmervae e o £ 8T 00T 507 () G2 o)

Figure 38: Import Sales
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Import From Excel

Download New Data Template

Choose File | No file chosen
Llpload

Figure 39: Import from Excel

Step 8. User selects the option of Sales. A new pop-up appears with the option to download a simplified
Sales template. This excel template needs to be filled with relevant sales data and uploaded. Please
refer to Annexure — 4 to understand preparation of Outward Supplies import file (Sales data) as
required by GSTN.

Step 9. User also has the option to select the import data as GSTN Template and download the
template, fill data and upload the filled template after selecting the relevant month and year, and
click on Submit.

Import GSTN Template

Download GSTN Template

Choose File | No file chosen

Month Year

Figure 40: Import Sales data with GSTN Template
Step 10. Once user uploads the data using any of the options, the Sales data gets populated

All Invaces nyoices 1o be shaned

— e =
Manth Year From Date To Date

#1-0ct-2017 | = | m

10 per table " m

P
. " [oRrR) 01-Oet-2017 | H |
o

Dot bt el pecood

B stotus|Category | Invoice Number | Invoéce Date | Customer Mame | Taxable Value (T ] (IGST(T) COST(¥) SG5T(T)|CESS(T )| Total Vale (T) T
N BzB SALDI0 12-0ct-2017 Shnnivasik 5.00.000.00 Q.00 7200000 T2.000.00 10.00 B.00.000.00 & (F B
H B2B Sal 40002 12-0¢1-2017  ShrinivasOi 40.000.00 000 360000 350000 10.00 40,00000 & F &
N B2B SALAD00 12-0ct-2017 ShninivasaK 5.00.000.00 0.00 7T2,000.00 T2.000.00 10.00 B.00.000.00 = & @

Figure 41: Sales data for GSTR 1 filing
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6.3 Credit/Debit Notes
User may add or import the Credit / Debit Note issued for the relevant month / period and maintains all
the Credit / Debit note related information.

SUMMARY  SALES CREDIT/DEBIT NOTES B2CS AGGREGATED ENTRIES ~ADVANCES  NONTAXABLE AGGREGATE ENTRIES ~ DOCUMENTS ISSUED DETAILS ~ HSN SUMMARY ‘
SAVETO GSTN  GSTN SUMMARY

All CDNs
Outward Credit and Debit Notes Add Credit/Debit Note
Month: Year: From Date: To Date:

‘ v F::)R} 01-Oct-2017 ‘ 2 ‘ ‘ 31-0ct-2017 ‘ = ‘ Get

(

Number of Records: 0

M |status |Category|Customer Name|Document Number|Document Date| Differential Taxable Value( T) IGST( T)|CGST( T)| SGST( T)|CESS( T)| Total Value( T)

Figure 42: Add or Import & maintain Credit/Debit notes

Step 1. User may add the Credit/Debit by clicking on Add Credit/Debit note for the selected period by
entering relevant details as stated in the below screen:

Add Outward Credit/Debit Notes
Note Type * Note Number * Note Date * Reason For Issuing Note *
‘ - Select - v ‘ ‘ ‘ ‘ =] ‘ ‘ - Select Reason — v
Total Note Value(Z) * Invoice Number * Invoice Date * Invoice Type *
| || || =] | :
Pre GST ?
Customer Name Customer Type * Customer GSTIN @ Place of Supply(State) *
‘ ‘ - Customer Type - v ‘ ‘ ‘ - State v
Add New Customer Find GSTIN
Taxable
Item Name Item Type | HSN code IGST CGST(F SGST
---Mm mount (¥) m
H - lter ¥ H -3 T L
W
Add Row  Add New ltem
Share Invoice Information ?

Figure 43: Add Credit / Debit Note

Step 2. User has to make sure that all the mandatory fields marked with red asterix (*) are correctly filled
Step 3. Post entering the information in the above fields, Click on Save.

Step 4. For import of Credit/Debit notes, user clicks on import of Credit/Debit note and the below screen
appears:
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Import From Excel

Download New Data Template

Choose File | No file chosen
Llpload

Figure 44: Import Credit/Debit note

Step 5. User has to download the template for Credit/Debit notes, fill it and upload the same.
Step 6. Details of Credit/Debit notes get saved for the selected period

6.4 B2CS Aggregated Entries

Step 1. User clicks on B2CS Aggregated Entries for the month to enter and maintain these entries for the
selected period

SUMMARY  SALES CREDIT/DEBIT NOTES  B2CS AGGREGATED ENTRIES ADVANCES NONTAXABLE AGGREGATE ENTRIES ~ DOCUMENTS ISSUED DETAILS ~ HSN SUMMARY
SAVETO GSTM  G5TN SUMMARY

B2CS

Add Aggregate Entry

Month Year

October v ‘ 2017

Figure 45: Maintaining B2CS Aggregated Entries
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Step 2. User clicks on Add aggregate entry and enters / selects the data and clicks on save

New B2CS Aggregate Entries

Month® Year: Place of Supply(State)* E-Commerce Operator GSTIN
-~ Month -- v ‘ - Year - M ‘ - State — ‘ ‘
ltem Name* Taxable Value (3) Quantity* uom®
[ HSNISAC : |
IGST CGST SGST CESS Amount (3)

Figure 46: Add B2CS Aggregated Entries and Save

6.5 Other Sub-Menus (Advances, Non-Taxable Aggregate Entries, Document Issued Details)
Similarly, user can fill all the sub-menus in the “Outward Supplies” main menu for preparation of data for

filing GSTR 1.

6.6 Save to GSTN

Step 1. Afterfilling all the details, user can click on “Save to GSTN”.

Step 2. User has to select the relevant month and year in the drop down and click on “GET”.
Step 3. All the relevant details will appear for the given period and user has to select the Category he/she
chooses to submit to GSTN network

SUMMARY  SALES  CREDIT/DEBIT NOTES
SAVETO GSTMN  GSTN SUMMARY

Save to GSTN

Month

B2C5 AGGREGATED ENTRIES

ADVANCES

Year

October

v

‘ 2017 v

Summary of data to be saved in GSTN

Aggregate Turnover from April-2017 to June-2017:

B2CL
B2CS

CDNR

1000000.01

0.00
0.00

0.00

0.00
0.00

0.00

NONTAXABLE AGGREGATE ENTRIES

0.00

0.00

0.00

DOCUMENTS ISSUED DETAILS ~ HSN SUMMARY o

“ Total Invoice Value (%) Tolal Taxable Value (¥ ) ISGT(¥) | CGST(¥) | SGST(¥) | CESS(¥)
B2B 0.00 0.00 0.00 0.00 0.00 000 @

0.00
0.00

0.00

0.00 0.00 @&
0.00 000 @&
0.00 000 @&

Figure 47: Save to GSTN

Step 4. After selecting the categories to be submitted, Click on “Save to GSTN”.
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Step 5. An OTP will be received on the mobile number registered with the GSTN portal. This OTP needs
to be entered for establishing connection with the GSTN network.

Step 6. On submitting the OTP, the data gets saved to GSTN network for filing of GSTR 1.

Step 7. In the rare case where the connectivity could not be established with GSTN network due to
unforeseen circumstances the user may click on “Export to Json” option.

Step 8. Afile in .json format will be auto downloaded into the download folder.

Step 9. The downloaded .json file may be uploaded into GSTN portal after login into the GSTN portal for
the purpose of saving to GSTN.
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7. Inward Supplies

In this menu all inward supplies (purchase) related entries can be made and maintained.

7.1 Summary

Step 1. User clicks on “Summary” and selects a month and year and clicks on “GET”

Step 2. On clicking GET, a table will be populated for the given period of all the purchases.
- __________________________________________ ________________________________________
SUMMARY  PURCHASES  SELF ISSUED INVOICES  CREDIT/DEBIT NOTES  NILRATED SUPPLIES  ISD CREDITS TDS CREDITS TCSCREDITS ITC REVERSAL  GSTR 2A
SAVE TO G5TN

Inward Supplies Summary

Month Year

October v

(oo [ e

‘ 2017 A

Figure 48: Summary of Inward Supplies (Purchases)

7.2 Purchases

Step 1. User clicks on “Purchases” and selects a month and year and clicks on “Get”

Step 2. On clicking “Get", a table will be populated for the given period of all the purchases along with
the status of invoices whether they are saved to GSTN or not.

SUMMARY  PURCHASES  SELF ISSUED INVOICES ~ CREDIT/DEBIT NOTES ~ NILRATED SUPPLIES  ISD CREDITS  TDS CREDITS TCS CREDITS ITC REVERSAL GSTR2A

SAVE TO GSTN
Purchase Add Purchase
Month Year: From Date: To Date:
‘ M v .( R). ‘ 01-Oct-2017 ‘ = ‘ ‘ 31-0ct-2017 ‘ = Get

o oy o | e st | e () G816 c051() | st s 6 )

Figure 49: Add, Import or maintain purchases
Step 3. User clicks on “Add Purchase” then the below screen will appear:
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New Purchase Invoice

Supplier Invoice Number * Supplier Invoice Date * Supplier Invoice Value*

Taxability Type *

‘ nvoice No ‘ ‘ DD-MMM-YYYY ‘ = ‘ ‘ Total Invoice Value

‘ ‘ -- Taxability Type -

Supplier Name Supplier Type * Supplier GSTIN Supplier State *

‘ Name ‘ ‘ — Seller type - r Supplier GSTIN ‘ ‘ -- State - v
Add New Supplier Find GSTIN
Place of Supply (State) *
) Reverse Charge ? [} Import of Input/Captial goods ?
‘ Karnataka - 29 v
‘ tem Name H - ltem Typr ¥ - ITC Eligibility - HSN H H -Unitofm ¥ 00.00 H _____ ‘ -
Add Row  Add New ltem

Figure 50: Add Purchases

Step 4. User has to enter/select the relevant values in the fields provided and click on Save. Mandatory
fields are marked with red asterix (*).

Step 5. User may also bulk import the purchase data by clicking on Import. The import function works
similar to the import function in Outward Supplies.

Step 6. User can download the excel template, fill the data and upload the excel template with purchase
data.

Import From Excel

Download New Data Template

Choose File | No file chosen
Upload

Figure 51: Import Purchase Data

Step 7. Once user uploads the data using Add/Import option, the purchase data gets populated in the
table.
Step 8. Purchase data is ready for submission to GST

7.3 Other Sub-Menus (Advances, Non-Taxable Aggregate Entries, Document Issued Details)
Similarly, user can fill all the sub-menus in the “Inward Supplies” main menu for preparation of data for
filing GSTR 2.
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7.4 Save to GSTN

Step 1. After filling all the purchase details, user can click on “Save to GSTN”.
Step 2. User has to select the relevant month and year in the drop down and click on “GET”.

Step 3. All the relevant details will be auto-populated for the given period and user has to select the

Category which needs to be submitted to GSTN network

SAVE TO GSTN

Save to GSTN

Month

SUMMARY  PURCHASES  SELF ISSUED INVOICES ~ CREDIT/DEBIT NOTES

Year

MILRATED SUPPLIES

November v

‘ 2017

Summary of data to be saved in GSTN

Aggregate Turnover from April-2017 1o June-2017:

IMPG
B2BUR
CDNR
CDNUR
NIL
IMPS

HSN
e ——

1000000.01

0.00
0.00
0.00
0.00
0.00
0.00

0.00

12}

0.00

0.00

0.00

0.00

0.00

0.00

0.00

ISD CREDITS ~ TDS CREDITS

(oo | e

0.00
0.00
0.00
0.00
0.00
0.00

0.00

TCS CREDITS  [TC REVERSAL  GSTR 2A ‘

0.00

0.00

0.00

0.00

0.00

0.00

0.00

“ Category Total Invoice Value (¥ ) IGST (%) CGST (%) SGST (T) CESS (%)
B2B 0.00 0.00 0.00 0.00 0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

R RN C R C RN CENC)

Step 6. On submitting the OTP, the data gets saved to GSTN network for filing of GSTR 2.

Figure 52: Save Purchase Data to GSTN
Step 4. After selecting the categories to be submitted, Click on “Save to GSTN”.
Step 5. An OTP will be received on the mobile number registered with the GSTN portal. This OTP needs

to be entered for establishing connection with the GSTN network.

Step 7. In the rare case where the connectivity could not be established with GSTN network due to

unforeseen circumstances the user may click on “Export to Json” option.

Step 8. Afilein .json format will be auto downloaded into the download folder.
Step 9. The downloaded .json file may be uploaded into GSTN portal after login into the GSTN portal for

the purpose of saving to GSTN.
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8. Amendments
APIs for Amendments of GST Returns are not released by the GSTN. Accordingly, work on this section is

currently in progress. Details on this section will be updated once the APIs are released.
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9. Reconciliation
Reconciliation tab helps us reconcile the GST returns with customers/ suppliers, and shows details of the
same. To view a summary of reconciliation go to the “Summary” tab, while to perform reconciliation go

to the “Reconcile” tab.

9.1 Summary
The summary tab shows the reconciliation status, by components, of the GST return for the legal entity-
tax paying entity combination. The reconciliation of notes is also listed here.
It displays the mismatches, wherever applicable, along with their final details including:
e |nvoice type & value
e Date & Place of supply
e Reverse charges
e [tem details

9.2 Reconcile

The summary tab shows the reconciliation status, by components, of the GST return for the legal entity-
tax paying entity combination. The reconciliation of notes is also listed here.

It displays the mismatches, wherever applicable, along with their final details including:

GSTR 2A o

Summary | Reconcile

Selection Criteria

Legal Entity Tax Paying Entity Month Year
AxisGSTConneci2 ~ 33GSPTN7002G1ZF-AxisGST... ‘ October v | 2017 v
Type Counterparty filing status Mismatch Type Action taken
B2B v ‘ Both v Select A Select -
Number of records: 0 100 per table v

Details as per purchase register Details as per GSTR-2A
Invoice No Action taken

No records found!

Figure 353: Reconciliation
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10. Returns

The returns menu allows the users to create & submit their GST returns, and also to view the returns filed

so far.

10.1 Summary

The summary tab lists all the returns filed so far and their current status, along with their

acknowledgement number.

Dashboard RETUEMS  GETR-1 G5TR-7 G5TR-3B

Il'l'\l'lul oes

Farm GSTR-1
i Ouiword Supplies
Kionth Year
Supaliss .
' imsees Nowvember " | 2017 v Lif:t Fteset
Arnend
L Receaciliolion
Period Sttus Acknowledgement Number

Rt

Ledpers

Figure 364: Returns Summary

10.2 GSTR-1
To prepare GSTR-1, select the “GSTR-1" option from the top ribbon in the “Returns” tab on the left pane.

Step 1. Save all the sales invoices to GSTN. To do so, click on the “click here” link on the page.

Dimhboard BETURME  GATR]  GETR2 GSTRAID

Irreouces

G5TR 1: Outward Supplies Return

i Outword Supplies - s
C=hTa = 1 Saving all imvoices o GSTH

lrremrd Supiplies

Step |- Soving ol nvoices to G5TM

If wou havent saved all invoices o :-i-_"

Ay

s Eeconohakon

Returns

Figure 55: Saving invoices to GSTN for GSTR-1

Step 2. Next, select the month for which summary of data has to be repopulated and then click “Get”.
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Sove to GSTH

Oclobe: T anrT
January

Feiruany

tarct

June
Aggregeie Tumever from Apnl-2007T v ea-2
August
Seplember Taital Tanabh a7 ] KGET(E)

FT Tkl brvod

BB

Aprl

Figure 56: Saving invoices to GSTN for GSTR-1 (continued)

Step 3. Once the data gets prepared, click on “Save to GSTN” to trigger the API call. Alternatively, you can

export the prepared data to a JSON file that can be used a direct input in GSTN Filing Portal (Refer

Screenshot above).

10.3 GSTR-2
Step 1. After preparation of GSTR-1, prepare “GSTR-2” under the “Returns” tab of the left pane.

Step 2. Select the month for which the return is to be prepared and then click “Get” to obtain the

corresponding details.

BETURMS GSTR.  GSTR?  GSTR-3B

GSTR 2: Inward Supplies Return

1 Review and Subimil

Step |: Keveew ond Subrmt

Klanith Year
October ’ 017 ’ —
LANEArY
1.G5TIN 3y February

March

2 l'::'“ name of i [+ slered pErsan B .l'\|:|'|
miay

3, 4A - Inward supplies from registered| June upplies attracting reverse charge - B2B

by
Mo.of | Total Taxabie |Total integrate QEATaNE bl State/UT| Total Total IGSTITC | Tol
Septamber Tax [F) Cess (¥) |  availabile [7) a

Recornds value [F)

5 Import of Inputs/Capital goods and § oo om SEZ - IMPG
POTLO INPUAS-ARNET 99095 8™ 3 pagamper : '

Total IGST

Mo, of Records Total Taxabile value (¥) Total Integrated Tax (¥) | Total Cess ()

Figure 57: Review & Submit GSTR-2

Step 3. After reviewing all details, click “Next Step”.

11 - Input Tax Credit Reversal / Reclaim

Total Integrated Tax (Z) Total Central Tax (%) Total State/UT Tax(Z) Total Cess (3)

Figure 58: Review & Submit GSTR-2 (continued)
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Step 4. E-sign the return and submit. If the e-sign through Aadhaar OTP or DSC for the entity are not
registered, please register the same by logging on to Government’s GSTN portal.

11 - Input Tax Credit Reversal / Reclaim

Total Integrated Tax (%) Total Central Tax (%) Total State/UT Tax(Z) Total Cess (%)

| | Select - v | hereby declare that the information given in this statement is true, correct and complete in every respect. | further declare that | have the
legal authority to submit this statement.

Select Signature Type . ® DSC E-Sign through Aadhaar OTP

Previous Step

Figure 59: E-sign and submit GSTR-2

10.4 GSTR-3B
Step 1. To prepare and file GSTR 3B, click on “GSTR-3B” under the “Returns” tab of the left pane.

Step 2. Click on “Prepare GSTR-3B” for return preparation using invoices uploaded under Inward and

Outward supplies
Step 3. Select the month for which the return is to be prepared and then click “Get” to obtain the

corresponding details.

MTIENE G5R.1  Gark-2 | G5TR-38

Frepare GETR38 el & Fil= GETR3B
Month ear
1. GETIN 33GSPTHTO0IGIEF 2 Mar February FESTConnec
Save o GETH
Chgbward & Inward Supples Inter-Stage - M Mi-rabed Supplies nierest & Late Foe Pavable

3.1 Details of Outward Supplies amnd in - B 0D reverse charge

bl valus
I Integrated Tax [¥) Central Tax |¥] StaterUT Tax [¥] Cess (T)

]

taard (axable suppiiss (oifer than 2o rated, n

147600 " 30

1640000 | o | 147600

rated and exempied

Figure 37: Prepare GSTR-3B

Step 4. Next, in order to sync any other invoices (if applicable) click on the button “Calculate”.
Step 5. To save your work on GST Connect, click on the button “Validate and Save”. To save the prepared

data on GSTN, click on “Save to GSTN”
Step 6. Next, to file GSTR-3B, go to the tab “Get & File GSTR-3B”. To verify and file GSTR-3B, select the

corresponding month from the drop-down and click “Get”.
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Prepare GSTR3B Get & File GSTR3B

Month Year
‘ October v ‘ 2017 v m
Name of Tax Payer:( Name of Tax Payer) GSTIN Return Status: _

1.Details of Outward Supplies and inward supplies liable to reverse charge

Nature of Supplies Total Taxable value (Z) | Integrated Tax (%) m State/UT Tax (%) w

1.1 Outward taxable supplies (other than zero rated. nil rated and exempted)
1.2 Qutward taxable supplies (zero rated )

1.3 Other outward supplies (Nil rated, exempted)

1.4 Inward supplies (liable to reverse charge)

1.5 Non-GST outward supplies

2 1 Of the supplies shown in 1.1 above, details of inter-State supplies made to unregistered persons, composition taxable persons and UIN holders

2.1 Supplies made to Unregistered Persons

o e s oo

2.2 Supplies made to Composition Taxable Persons

Step 7. If all the details in the return prepared are correct, e-sign the return and submit.

Step 8. On clicking “Submit”, an OTP will be generated. Enter the OTP as required.

Step 9. If the e-sign/DSC details are not updated, then go to Configuration and link the e-sign/DSC as
registered with GSTN portal
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11. Ledgers

Work on this section is currently in progress. Details on this section will be updated once the section is

ready.

12. Reports and Analytics

Work on this section is currently in progress. Details on this section will be updated once the section is

ready.

13. Utility Tools

13.1 HSN/SAC Finder

Step 1. Click on HSN/SAC Finder tab

Step 2. Select “All HSN” or any of the available taxable slabs

Step 3. Search for the Goods or Services related to the business (GSTIN/PAN) in the “Search” field

Step 4. Select the relevant Goods/Services from the search results

Step 5. Click on “Move to My HSN” for adding the selected Goods/Services to Master HSN list under “My

HSNOrg”

HSN/SAC FINDER ~ GSTR 2 JSOMN COMNVERT

(v @AiHsN Nil Rated Taxable@ 0.25% Taxable@ 3%

Taxable@ 5% Taxable@ 12% Taxable@ 15% Taxable@ 28%

on Chapter Descripti T Goods/Servi GSTRate (Ci Gs:a‘lio
Name ption of rvices ompen n
Cess Rate

oW
T

Move to My HSN

No records found!

Disclaimer: The above rates and HSN= may not be complete or exhaustive. For list of items under exemptions or attracting concessional rates und
information available on the CBEC website may please be referred to. While every effort has been made to keep the information cited in this utility erro
take the responsibility for any typographical or clerical error which may have crept in while compiling the information.

13.2 GSTR 2 JSON Convert

Work on this section is currently in progress. Details on this section will be updated once the section is

ready.
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Annexure 1 - Abbreviations

GSTIN Goods and Services Taxpayer |dentification Number

GSTN Goods and Services Tax Network

TPE Tax Paying Entity

API Application Programming Interface

PAN Permanent Account Number

CAPTCHA Completely Automated Public Turing test to tell Computers and Humans Apart
ID Identification

oTP One Time Password
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Annexure 2 — GST Return Filing Dates

GSTR 1 Due Dates

For turnover up to Rs. 1.5 Cr

Period (Quarterly) Due Dates

Jul-Sep, 2017

315t Dec, 2017

Oct-Dec, 2017

15t Feb, 2018

Jan-Mar, 2018

30t Apr, 2018

For turnover more than Rs. 1.5 Cr

Period Due Dates

Jul-Oct, 2017 315t Dec, 2017

Nov, 2017 10t Jan, 2018

Dec, 2017 10th Feb, 2018
Jan, 2018 10t Mar, 2018
Feb, 2018 10t Apr, 2018
Mar, 2018 10t May, 2018
GSTR 3B Due Dates

Month Due Dates

Aug, 2017 20t Sep, 2017

Sep, 2017 20t Oct, 2017

Oct, 2017 20t Nov, 2017
Nov, 2017 20th Dec, 2017
Dec, 2017 20th Jan, 2018
Jan, 2018 20th Feb, 2018
Feb, 2018 20th Mar, 2018
Mar, 2018 20t Apr, 2018

Note: Tax liability of GSTR-3B must be paid by the last date of filing for that month.
GSTR 2 & GSTR 3 Filing Dates

Timelines for filing of GSTR-2 and GSTR-3 for July to March 2018 will be worked out by Committee of
Officers. However, subsequent month filing of GSTR-1 will not be impacted.

Other GSTR Filing Extensions (as on 13t Nov, 2017)

Return ' Revised Due Date

GSTR-5 (for Non-Resident)

15t Dec, 2017

GSTR-4 (for Composition Dealers)

24t Dec, 2017

GSTR-6 (for Input Service Distributor)

315t Dec, 2017




Annexure 3 — Allowing APl Access to GST Connect

Step 1. Login to GSTN Common portal https://services.gst.gov.in/services/login

Login
® indicates mandatory fields

Username*
||'||r.7w Username
Password *

Enter Password

LOGIN

Forgot Username Forgot Password

© First time login: If you are logging in for the first time, click here to
log in.

Step 2. Click on “View Profile” on the right side of the home screen on GSTN dashboard

Dashboard
Last logged In on 19/08/3017 17:01 Currently logged in from 1P: 103.87.1290.201
welcome NI ~F\/ATE LIMITED to GST [ ..
Common Portal PRIVATE LIMITED
I
You can navigate to your chosen page through — o —— —
navigation panel given below
Quick Links
RETURN DASHBOARD » CREATE CHALLAN » VIEW NOTICE(S) AND ORDE » Check Cash Balance

Step 3. On left side, under “Quick Links”, click on “Manage API Access”

—I-——————————- Profile Place of Business Contacts Other Business
Quick Links |
— e o o =
GSTIN/UIN Legal Name of Business centre Jurisdiction
Change Password I e NA
— T — —
I_ Manage API Access I Glinkishisita P RIVATE
Register / Update DSC
Application to Opt for State Jurisdiction Date of registration Constitution of Business
- tian Sc -
composition Scheme LVO 055 A - BENGALURU 01/07/2017 Private Limited Company
Amendment
Stock intimatien for Taxpayer Type GSTIN / UIN Status Compliance Rating
opting Composition Regular Active pending NA
Scheme Verification
Name of the Proprietor / Director(s) / Promoter(s) ~
Nature of Business Activities ~
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https://services.gst.gov.in/services/login

Step 4. On clicking “Manage API Access”, the following screen appears:

*indicates mandatory fields
Manage APl Access

— o o o
I Enzble API Request Yes (@ Mo

_— e e e e e o= ol

@ Select "Yes" or "No" to enable or disable API access for your GSTIN/UIN/GSTPID

CONFIRM

Step 5. Switch the radio button to “Yes” to enable API access
Step 6. Select the duration for which API access needs to be enabled. Click on “Confirm”

Manage API Access

Enable API Request (@ Yes No

@ Select "Yes" or "No” to enable or disable API access for your GSTIN/UIN/GSTPID

Duration® |

I Select r I

I Select

I ?;ms iol will be active during this duration.After this duration you have to initiate a new session by
7 days I

CONFIRM
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Data Fields

Annexure 4 — Preparing Import File (Outward Supplies)

Description

Mandatory

Instruction for Preparing Excel Template for GSTR-01 (Sales Invoices)

Instructions

Acceptable/
Sample Values

b) It shall be same for all
line items of a particular
invoice

Supplier_GSTIN GSTIN of the Entity for | Mandatory | Enter the GSTIN of the 15 Digit Valid
which Sales record in all cases | Taxpaying entity to which GSTIN
belongs to. the Sales records belongs

Invoice_Number | Sales Invoice Serial Mandatory | a)Enter sales Invoice
Number in all cases | number (Maximum length

16 Characters).
, Example:
b)It can be alphanumeric
. INV/2017-
c)Only two special JUL/123
characters "-" and "/" are
allowed
Invoice_Date Sales Invoice date Mandatory | a) Enter the date in dd- Example: 15-
in all cases | mmme-yyyy format. Jul-2017
E.g.: 01-Jul-2017.
b) Future date will not be
acceptable.
c) Can be left blank in case
Bill of entry is entered

Customer_Type | Customer Type Mandatory | Select from dropdown Registered
whether Registered, in all cases Customer
Unregistered,

Composite Taxable
Person or UIN Holder
GSTIN_of _Custo | GSTIN/UIN of the Mandatory | a) GSTIN of the Customer Example:
mer Customer only if if the Customer is 29ABCDR1234
customer is | registered under GST. M1Z2
registered b)Can be left blank for
unregistered Customers
Place_of_Supply | Place of supply state Mandatory | Select the place of supply
in all cases | state determined based on
the provisions of IGST Act
Total_Invoice_Va | Total Value of the Mandatory | a) Round off the amount
lue Invoice in all cases | up to 2 decimals
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Taxability_Type | Select whether Mandatory
Regular GST Supplies in all cases
or Nil Rated Supplies
or Exempted Supplies
or Non GST Supplies
ltem_Type Goods or Services Mandatory | Select whether the Itemis | Goods or
in all cases | Goods or services Services
[tem_Name Name of the Item Mandatory | Do not duplicate the Item
in all cases | name in same invoice
HSN/SAC HSN Code of the Item Not a) Enter the HSN code of
Mandatory | the item as specified in
ltem Master, if you choose
to validate with Master
Data.
b)lt is mandatory to report
HSN code at two digits
level for taxpayers having
annual turnover in the
preceding year above Rs.
1.50 Cr but up to Rs. 5.00
Cr and at four digits level
for taxpayers having
annual turnover above Rs.
5.00 Cr
Quantity Number of units Mandatory | a) Enter the quantity
in all cases | against each line item
b) Round off the quantity
up to 2 decimals
Unit_of _Measur | Unit of Measurement | Mandatory | a) Select the unit of Drop Down
ement of the item in all cases | measurement of the item

as specified in Item master
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Taxable_Value_ | Gross taxable value of | Mandatory | a) Enter the Gross taxable
of the item the item in all cases | value of the item.(Gross
value excluding taxes)
b) Round off the amount
up to 2 decimals
GST_Rate GST rate Mandatory | Enter the GST Tax rate
in all cases | applicable for the line
item.
CESS_Amount CESS amount Mandatory | a) Enter the Cess amount
calculated at lineitem | in all cases | for the line item.
level b) Can enter "0" if cess is
not applicable
¢) Round off the amount
up to 2 decimals
Export_Type Export Type - whether | Mandatory | Select the appropriate Drop Down
a) Deemed Export in case of Export type from the
with pay Export dropdown
b) Deemed Export
without pay
c) Export to SEZ With
Pay
d) Export to SEZ
Without Pay
e) Export to Outside
India with Pay
f) Export to Outside
India without Pay
Shipping_Bil_No. | Shipping bill numberin | Not Enter Shipping bill no in
case of exports Mandatory | case of exports
Port_Code Port Code in case of Not Enter Port Code no in case
exports Mandatory | of exports
Shipping_Bill_ Shipping Bill Date in Not Enter Shipping Bill Date in
Date case of exports Mandatory | case of exports
Reverse_Charge | If Reverse chargeis Not Select if 'Yes' if reverse
_applicability applicable against the | Mandatory | charge is applicable

sales invoice raised.

against the Sales invoice.
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Ecom_Operator_ | if selling through E- Not Enter E-commerce
GSTIN Commerce operators, | Mandatory | operator GSTIN if it is
E-commerce operator applicable.
GSTIN is required.
Share_Invoice- if user wants to share | Not Select 'Yes' if user wants to
with_customer the invoice details Mandatory | share the invoice details

with customer.

with customer.

General Instructions:

e All the fields in red color are mandatory.

e |fan Invoice has multiple Items, then enter same Invoice details(invoice number, date, Customer
name, GSTIN, Place of supply state, total Invoice value) for all the Items in that invoice.

e Export Details and reverse charge applicability need to be entered only when they are applicable.

e Select value from drop down wherever available.

e Do not enter any amount with Negative or minus (-) sign.
e Do not enter % or any other symbol for amount and rate column.

e Do not enter comma (,) separated values in any amount field.
e |tisrecommended to validate the sheet before proceeding to upload into GST Connect so that basic

checks are done and data is clean
e Do not alter the column headings in the template.
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