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ITS-1012 — TAX DEDUCTION AT SOURCE ENTRY

To enter Tax Deduction at Source (TDS) records. Section 17 of Income Tax
Law requires taxpayer to deduct tax during payment of various kinds such
as remuneration, rent etc. Clause 90 of income tax law mandates to
submit details of such deduction within 15 days of next month with the
voucher.

This procedure applies to taxpayers who want to enter TDS records.

Responsibilities:

Use Case:

&

The Taxpayer is responsible for entering all information required for a
TDS submission and to submit to their respective Inland Revenue Offices
(IRO) or Taxpayer Service Office or Large Taxpayer Office for
verifications.

Tax Officers are responsible for verifying data, ensuring the correctness
and adequacies of the information provided by the taxpayers and
accept, reject the entries.

TDS Return Entry

«uses>» Enter TDS

A

Withholdee Taxpayer

information

View/Print TDS
information

Tax Officer

Submit TDS return

Verify TDS return
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Definitions:
Tax deduction at source: Section 17 of Income Tax Law mandates
deduction of tax at the time of payment and submits the details of such
deduction with 15 days of next month.

1.0 PROCEDURE:

This part is to be done by Taxpayer.

1.1 To enter TDS taxpayer must open IRD web site (www.ird.gov.np) and click on
Taxpayer Portal.
1.2 Expand 'e-TDS' menu by clicking '+ ' sign in front of e-TDS menu and click on e-TDS.

Following screen will be displayed.
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1.3 Get Submission Number:

It is necessary to get submission number for the document so that it could be opened

later for edit or Print the submission for verification.

On clicking “8fsFdeT d. folst BRE#A”, the following screen will be displayed.
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After filling the form details, click on “Register” to register the document.

“Reset” link will clear the form.

After success registration will lead to the following window:
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The submission number, username and password are to be noted for future use.

1.4 Enter Transaction.

On clicking “gTaiatTehd 31", following page will be displayed:
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This page is also displayed when “Insert Information” is clicked.

Insert Information:

The user can add the details of the transaction either by following ways:-

e Entering the details as follows
o PAN (optional)
o Withholder's Name (Displayed automatically if PAN is provided) PAN is
left blank
o Click on check box to indicate BS or AD
o Enter Date (in YYYY.MM.DDformat)
o Payment Amount
o TDS Amount
o TDS Type from the list and
o Click on “Add” to add the record, which will be displayed in the grid.
o Repeat these steps until all record is entered
e Clicking on “Load Excel file” link, which will load the list of transactions present in
the file. This option is particularly useful when data is already available in excel
format or data is saved in excel format in previous month and new set is created
by manipulating the sheet.
e Clicking on “Load XML file” link, which will load the list of transactions present in

the XML file.
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The “Green Edit icon” is used to edit the details of a particular transaction.

The “Red Minus icon” is used to “Remove” the particular transaction.

Clicking on “Save records to EXCEL file” will save the list of transaction(s) to an Excel file.

Clicking on “Save records to XML file” will save the list of transaction(s) to an XML file.

The “Reset” button clears the fields.

1.5 Enter Voucher Information:

Once all TDS details were entered, Voucher Information for the transaction(s) needs to

be entered by clicking on “Voucher Information” that will display the following window:
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Use 'Print Preview' to see totals in different treasury account number and make

payment in assigned bank by tax office or in tax office in cash.
The details of a voucher can be added by filling following fields

e Treasury Account Number,

e Voucher number or Cash Receipt Number.

e Payment Type (Bank or cash)

e Date Type (BS or AD)

e Datein'yyyy.mm.dd' Format.

e Bank Name if payment type is bank or IRO/TSO name if payment type is cash.
e Branch Name

e TDS Amount
and clicking on “Add” button.
The “Reset” button clears the fields.
The “Green Edit icon” is used to edit the details of a particular voucher.
The “Red Minus icon” is used to “Remove” the particular voucher.

The “Print Preview” button is used to print the hardcopy of the TDS information if

required as shown below:
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1.4 Change Login Information:
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To change the details of a withholder login “Change Login Information” is clicked. The

following screen will be displayed:
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Here no changes are allowed to be made in the “Submission No.”.

After making desired changes, click on “Edit” button to save.
1.5 Logout:

Clicking on “logout” will lead back to the homepage.

1.6 Withholder login section

This is used to open already saved document for editing purpose. Clicking on “Withholder Login”

will direct to the following screen:
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Here a withholder is required to enter the assigned transaction number, username and password

to login.
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After a successful login, following window will be displayed as shown below:
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Make necessary changes to information and save data.

Effectiveness Criteria:
TDS details with voucher details is successfully saved and verified.
References:

None:

Revision History:

Revision | Date Description of Changes Requested By
(DD/MM/YY)
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