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10. Generation of Error File and correction of errors

11. Preparing Json file by GST Practitioner

12. Preparing IFF (Invoice Furnishing Facility) using Offline tool

1. About Returns Offline Tool

Businesses that generate a large number of invoices in a tax period may find it cumbersome to
upload invoices one-by-one. Not only that, it will become a time-consuming activity with huge cost
implication. Therefore, to facilitate the upload of invoices in bulk, a Returns Offline tool has been
provided for preparing Returns (Form GSTR-1/IFF), in which a taxpayer can add up to 19,000
line items in the offline mode and upload them to the GST Portal in one go.

In case a taxpayer has more invoice data, they can use the Returns Offline tool multiple times to
upload the same.

The appearance of the Returns Offline tool is similar to that in the web portal and the
functionalities are identical.

Before you download and install the Returns Offline tool, make sure that your desktop meets the
system requirements.

This tool can also be used to download and view data in your Form GSTR-2A, auto-populated on
basis of returns furnished by your suppliers in their respective Form GSTR.
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No. After upload of the return to the GST Portal, the taxpayer has to generate a summary, verify
the correctness of the summary and electronically sign the FORM GSTR-1/ IFF, by either using
DSC or EVC. You can also sign/ submit DSC or EVC by logging into the GST Portal
Www.gst.gov.in.
Note:

e Click here to know more about Form GSTR-1 online filing.

e Click here to know more about Furnishing Documents in Invoice Furnishing Facility (IFF)

through online mode.

No, currently, Offline tool can only be used only on desktops/laptops. Offline tool cannot be
used on mobile. For system requirement, please refer
(https:/lwww.gst.gov.in/download/returns).

The detailed user manual gets downloaded along with the Offline tool and the excel workbook
template.
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2. Downloading Returns Offline Tool

The offline functions work best on Windows 7 and above with Internet explorer 10+ and
MSEXCEL 2007 and above. Detailed system required are available at
(https:/lwww.gst.gov.in/download/returns) and also in the readme.txt and the detailed user
manual downloaded along with the Offline tool.

If there is any problem in launching the offline tool on some versions of Windows 7, please
make sure that the installed browser is Internet Explorer version is 10 or above.

It is highly recommended that Internet Explorer 10+ is installed on your system.

Note: One can launch the GST Offline tool by double clicking on the Returns Offline tool icon on
the Desktop.

1. Go to the GST Portal www.gst.gov.in.
2. Go to Downloads > Offline tools > Returns Offline tool > Download button.
3. Unzip the downloaded files and extract the files from the downloaded zip folder

gst_offline_tool.zip. Zip folder consists of the following files as shown below.
e GST Offline tool.exe file for the Returns Offline tool need to be installed in the local
machine (your computer)
e Section_wise CSV files folder which contains .csv file (to upload invoice data entered
in the respective files, of all sections, one-by-one for respective tables)
Note: CSV file contains some sample data which has been provided for reference
purpose only. Sample Data must be deleted before filling the actual data in the
template.
e FORM GSTR-1_Excel_Workbook_Template.xlIsx file (to import invoice data entered in
the respective worksheets, of all sections, at one go)
o Readme.txt file that explains in detail the prerequisites for the Returns Offline tool
e Invoice Upload Offline tool User Manual detailing out the guidance for taxpayers to
use Returns Offline tool.

4. Install the Returns Offline tool by double clicking the GST Offline tool.exe set up file and
browse the location where you want to save the Returns Offline tool files in your computer.
Note: Avoid installing the Returns Offline tool in the same location where you have saved the
zipped files.

5. The shortcut icon of the Offline tool with name GST Offline tool will appear on the desktop.
The Offline tool icon will appear as shown below:
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TION

GST Offline
Tool

6. A free Excel based Returns Offline tool along with the excel workbook template of FORM
GSTR-1/ IFF can be downloaded from the GST Portal (https://www.gst.gov.in/download/returns)
and these can be used to prepare FORM GSTR-1/ IFF, in offline mode without internet
connectivity. You can fill the invoice details in the Returns Offline tool manually or use sample
templates.

Important Note:

e In case, User un-installs the Tool and re-installs the Tool, they must ensure that they are
using the latest version of the tool (which can be downloaded from GST Portal). They
must also delete the previous version of the tool and then re-install the new tool at the
same location. In such a case, where previous version of the tool is uninstalled, the data
saved in previous version of the tool, will also be deleted.

e In case, User re-installs the Tool on different location, they have to restart the system, so
that Tool refers to the new location. If user doesn’t restart the system, Returns Offline
tool will refer to the old path, where the earlier version of the tool was installed and they
will not be able to open the new Returns Offline tool, using the latest path of the tool.
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3. Using Returns Offline Tool

Yes, you can prepare quarterly FORM GSTR-1 or IFF using the Offline tool. You need to select
the quarter ending month and include the invoices of the three months in the Offline tool and
generate the JSON file and upload it to GST Portal.

Once you have downloaded and installed the Returns Offline tool, you can use any of the four
options to uploadffill the invoice data.

Option 1: Manual Entry of Invoice Data

Option 2: Import Excel Workbook consisting of multiple sheets

Option 3: Copy and Paste from Excel Workbook

Option 4: Import the csv file

No, you can prepare FORM GSTR-1/ IFF in case of handwritten invoices also, by either
1. Entering the required details of handwritten invoices in the excel workbook template and
then importing them in the Returns Offline tool to prepare the JSON file or
2. Enter the details directly in the Returns Offline tool to prepare the FORM GSTR-1 /IFF
file in JSON format.

Yes. The Offline tool will provide appropriate error messages or alerts in case of wrong data entry
or in case the mandatory field is not filled in.

Please refer to the Help Instruction Sheet in the excel workbook which mentions about the
mandatory and non-mandatory fields. In the Returns Offline tool all the mandatory fields are

ke

marked with asterisk “*”.

The invoice details in the Returns offline tool gets updated, if the same invoice details are again
entered in the excel workbook template and imported in the Returns Offline tool. Invoices can
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also be updated directly in the offline tool, if the excel workbook data is already imported in the
Returns offline tool.

Yes. The taxpayer can enter the details only of the invoices of supplies to registered taxpayers
in the b2b worksheet of excel workbook template and by importing it in the Returns Offline tool
or enter directly in the b2b section of the offline tool, generate a JSON file and then upload it to
the GST Portal.

Date of shipping bill can be prior or after the date of tax invoice in table 6A (Exports) and
amendment table 9A, in FORM GSTR-1/ IFF.

After generating the return file in JSON format through Returns Offline tool, login to the
www.gst.gov.in URL for uploading the invoices. Navigate to Services > Returns > Returns
Dashboard > PREPARE OFFLINE option.

Note: Ensure that you are connected to the Internet to upload the JSON file to the GST Portal.

You can add up to 19,000 line items comprising of all the different sections like b2b and b2c
(large) in an offline return. There may be several line items in an invoice and hence the number
of invoices that can be uploaded must be less than 19,000. The file generated for 19,000 or less
line items can be uploaded to the portal at one go.

In case you have more invoice data, you can use the tool multiple times to generate the JISON
file to upload the invoice data.

However, one needs to be careful, if the same record has been uploaded earlier and is also
present in subsequent uploads, the earlier record will get overwritten.

Differences in summary displayed in the Offline tool and that on the GST portal, after upload of
JSON file, could be because of following reasons:

o Correctness of GSTIN of Buyers (whether GSTIN is active or not) is checked. If GSTIN
is not active, then invoices will be rejected on uploading of JSON on the portal.
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e Duplicate invoice number is checked, with respect to data uploaded earlier on the portal
by the taxpayer. As the data uploaded later, in certain circumstances will over-write the
earlier data, as available on the Portal.

Discrepancy may also arise if the summary in the tiles on FORM GSTR-1/ IFF are not updated.
One has to click “Generate FORM GSTR-1/ IFF Summary” button at the bottom left part of FORM
GSTR-1/ IFF page, to update the summary.

It means that the remaining 15 invoices have been rejected due to validation failure at the GST
Portal. Error log for same will be created & the error file can be downloaded from GST Portal, in
a JSON file format and the same can be opened using the tool. After rectifying the errors and
generating the JSON, invoices can be submitted again.

Yes, you can edit the invoices uploaded through Returns Offline tool in the GST Portal, before
the return is submitted for processing.
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4. Using Excel Template for importing data in Offline tool

You can add invoice details in the multi section excel (containing multiple workbooks for different
tables in a single excel file). It is available as part of the downloadable zip file.

There is no fixed file format, but user can rename as per their convenience.

Yes. Separate Excel workbook Template with different name can be prepared by the Taxpayer
for different GSTINs on the same computer. These different excel files can be imported in the
Returns Offline tool to generate the JSON file for different GSTINs for uploading it on the GST
Portal.

Filling all the sections of the excel worksheet is not mandatory. You can use the excel worksheet
to enter data only for selected sections. Remaining sections can be kept blank. The Returns
Offline tool will generate the JSON file only for the data in filled sections.

Structural validations checks that can be carried out in offline mode are done in the Returns Offline
tool. The excel tool has only a few format restrictions like date format, GSTIN format.

Yes. If the tax collected or liable to be paid by the taxpayer is different form the computed tax rate,
they can edit the tax amounts displayed in the Returns Offline tool.

Shipping details are not mandatory at the time of uploading export details. The shipping bill
number for the export invoice can be furnished later through the amendment table.
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No, the Offline tool will not allow any negative values for value, taxable value or tax amounts.
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5. Importing Excel in Returns Offline tool

Yes, you can add new invoice details to previous imported excel data in the Offline tool by entering
new invoice data in the excel workbook template and importing again. The new invoice details
will overwrite the earlier details.

Yes, the data imported in the Offline tool from the excel workbook template can be modified or
deleted in the Returns Offline tool.

This arises because of validation checks performed by the Returns Offline tool, after data from
excel sheet is imported into it. The invoices and other data that fail checks/validations are rejected
by the offline tool. Use of different format of excel template, without validations, also leads to
rejection of data on import to offline tool. Thus, taxpayers are advised to use excel templates
provided by GSTN, as part of free offline tool, to avoid such mistakes and rejection of data.

Yes, you can import after changing the data in the excel. If the data is imported again:

1. Then the earlier declared invoice details are overwritten by the later uploaded invoice
detalils.

2. In B2CS section in which consolidated details POS and rate wise has to be furnished, if
the lines with same POS and rate are again uploaded, the earlier declaration gets
overwritten. However, in this section if for the same POS, details of a rate different from
the earlier uploaded rate is again uploaded, it gets added to the earlier uploaded data.

In other sections in which consolidated data has to be uploaded like AT, ATADJ, HSN, Exempted
etc., all the details uploaded earlier will be overwritten.
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You need to delete the specific invoice and then add a new invoice with the correct invoice details.
The unique details cannot be edited by the user.

In case of sections where summarized information is to be uploaded, the later uploads will
completely overwrite the data of the whole section uploaded earlier.

Few reasons for rejection of data while importing excel or CSV file in offline tool are:

e Incorrect data format entered in excel. The date format must be dd-mmm-yyyy only (eg
01-Jul-2017)

e Incorrect invoice format entered in excel, invoice number must be maximum 16 digit and
alphanumeric. Special Characters allowed are / (i.e. forward slash) and — (i.e. Hyphen)
only. There must not be any duplicate entry of invoices.

e Incorrect GSTIN Format entered in excel. GSTIN entered must be of 15 character &
alphanumeric with no blanks or special character in between.

e Incorrect data entered after decimal. Only two digits need to be entered after decimal.

If the invoice upload and excel file generated by the third party is in the same format as provided
in GSTN'’s excel workbook, the same can be uploaded. Else, third-party accounting software can
generate details in .csv format which is also supported by the Offline tool. The .csv format file
generated by the third-party accounting software can be imported in the Offline tool.
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6. Using CSV File Template

Offline Tool support upload of record details in the .csv format. The .csv format refers to comma-
separated values format.

There are 19 csv files part of the Returns Offline Tool downloadable zip file.
1. B2B
B2BA
B2BCL
B2BCLA
B2CS
B2CSA
CDNR
CDNRA
CDNUR
. CDNURA
. EXP
. EXPA
.AT
.ATA
.ATADJ
. ATADJA
. EXEMP
. HSN
.DOCS

© XN OA~ WD

el T s =
© 0O ~NOUlAWNIERO
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7. Copy and Paste using the Excel

You need to select data from an excel worksheet (available as part of the downloadable zip file
(and not any other excel)) from the topmost left corner to the bottom most right corner which
needs to be copied and click copy and then paste it in the Offline tool in the window indicated for
copying after selecting the tab of “copy from excel” in the “import file” tab.

Please ensure while copying the data you have copied the header sections (Top 4 rows of sheet)
along with the Header data from Rowl of the sheet.
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8. Generating JSON File by using Returns offline tool

A JSON file with file extension .JSON gets generated from the Offline tool. Once the JSON file is
generated from Offline Tool, by default the JSON file will be named in the below format:
retruns_ReturnPeriod_Returns_GSTIN of Supplier_offline.json

Note: Maximum size of the JSON file must not exceed 5 MB. Right click on the file and click on
Properties to see the size of the JSON file.

GST Portal doesn’t allow the JSON file to be uploaded with file size more than 5 MB. If the JSON
file is more than 5 MB, then:
e Delete some of the invoices in order to generate the JSON again with file size less than 5
MB.
e As a next step, you can add the deleted invoices afresh in the returns offline tool and
generate the JSON file again, to upload the same on the GST Portal.
e You can follow the same process to generate multiple JSON files with file size less than 5
MB unless all invoices are converted into JSON format to be uploaded on GST Portal.
You must be careful while naming the saved JSON files to distinguish them.

Yes. You can generate multiple JSON files for a single tax period depending on the volume of
data to be captured for the return.

By default, generated JSON will be saved in the Downloads folder. You can also choose a
different location to save the same.
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9. Uploading JSON File on GST Portal

JSON file generated through the Returns Offline tool can be uploaded to the GST common portal
only when you are connected to the GST Portal through the Internet.

Yes, a taxpayer can prepare his/her FORM GSTR-1 /IFF by preparing the .JSON file of different
sections of FORM GSTR-1/ IFF and upload it to the GST portal.

JSON file created by Offline tool can be uploaded to GST Portal by:
e Logging in to the GST Portal using valid credentials.
¢ Navigating to PREPARE OFFLINE button available on return dashboard in FORM
GSTR-1/ IFF tile.

You need to check that section wise all fields are filled properly without any error or omission.
Offline Tool will highlight fields having errors in RED color. Please ensure you fill the template as
per the instructions provided in the Excel template.

If the JSON format generated by the third-party tool is in the same format specified by the GST
portal, then you can upload the JSON directly.

GST Portal will take few minutes to display the invoice details in the summary.
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If the number of invoices visible on the top right corner of B2B tile increases by the number of
invoices for which JSON file was created, then all the invoices have been successfully
uploaded.
Note:
e You can view the uploaded invoice details online by double clicking on the B2B tile if the
number of invoices is less than 500.
e You can see upto 500 invoices in each section of FORM GSTR-1/ IFF.
e If the number of uploaded invoices is more than 500, you need to download the invoices
and view the details in the Offline tool.
e You need to download the uploaded invoice and delete or modify them in the offline tool
and again create the JSON file and upload on to the GST Portal. The invoices with
delete flag will get deleted.

The uploaded invoices can be seen by logging on to the GST Portal with valid credentials and
clicking the B2B tile on the FORM GSTR-1/ IFF page. The top right corner of the tile displays
the total number of invoices successfully uploaded on the GST Portal.

You can check the status of the uploaded invoice details on the Portal once JSON file is uploaded
to the Portal. As soon as the JSON file is uploaded to the Portal, a reference id is generated,
along with its status on the Portal. Once the upload is successful, the summary of the invoices
uploaded is updated in the respective section of the draft return.
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10. Generation of Error File and correction of errors

If the upload of invoice details is processed with error after uploading it to the GST Portal, then
the status will change to Processed with Error and the Error Report column will display a link to
Generate error report. This error files are downloaded in JSON format. You can open the
downloaded error files in Returns offline tool and correct the errors.

Some of the validations on GST Portal while uploading JSON are:

e The Returns Offline tool requires the taxpayer to enter his/her own GSTIN as Supplier and
the generated JSON file will contain the GSTIN of the particular supplier. In case you try
to enter a different GSTIN and attempt to upload the JSON, the GST Portal will throw an
error. JSON file with supplier's GSTIN other than theirs will not be allowed to be uploaded
in their login.

e Date mentioned in invoice is earlier than the date your supplier got his/her GSTIN
registration done.

If the upload is processed with error, a generate error link would be visible on the upload page,
clicking which will generate an error file after around 15 minutes. Once the error file is generated
a link will be visible for downloading the error file.

The error file has the extension .zip. And it can directly open in the Returns Offline tool.

You can make changes in the excel and generate JSON file and upload the JSON again on the
GST Portal as the data will be overwritten on the GST Portal. This is possible only before the
filing of return on the GST Portal using DSC/EVC.

In case taxpayer has entered invalid/wrong GSTIN or the structure of GSTIN is not in specified
format, then the GST Portal will display “Enter valid GSTIN/UIN” error message in the error
report.
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The error files can be downloaded in JSON format. The downloaded error file can be opened in
the Returns Offline tool and correction and modification can be made, in the opened error file.
You can view one error file at a time in offline tool.
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11. Preparing Json file by GST Practitioner

Yes. The Returns Offline tool requires the taxpayer to enter the GSTIN of the taxpayer whose
return is being prepared and the generated JSON file will contain the GSTIN of the particular tax
payer i.e. X. If by mistake JSON of X taxpayer is attempted to be uploaded for taxpayer Y after
log in, the GST Portal will throw an error.

JSON file of X taxpayer will not be allowed to be uploaded in Y taxpayer’s login.

Yes. A taxpayer or GST Practitioner can prepare FORM GSTR-1/ IFF of several registered
GSTINs from a common Offline tool. The tool prepares JSON files for different GSTINs in with
different name in the default format DD-MM-YYYY _FORM GSTR-1_SupplierGSTIN. This
format can be changed by the taxpayer or GST Practitioner as per his/her convenience.

Thus the ‘default name’ of JSON file generated from the tool will have details of GSTIN and Tax
period for easy identification.
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12. Preparing IFF (Invoice Furnishing Facility) using Offline tool

Invoice Furnishing Facility (IFF) is a facility provided to quarterly taxpayers to file their details of
outward supplies in first two months of the quarter (M1 and M2). The facility will be similar to
FORM GSTR-1 but will allow filing for details related to only following tables:

a. 4A, 4B, 4C, 6B, 6C — B2B Invoices

b. 9B — Credit/ Debit Notes (Registered)

c. 9A — Amended B2B Invoices

d. 9C - Amended Credit/ Debit Notes (Registered)

In case, you have selected Quarterly filing, only above 4 tables will be available as a drop-down
list in Returns Offline Tool for M1 and M2 of the quarter for preparation of IFF.

Pre-requisites for filing IFF are:

e The taxpayer must be a registered taxpayer as regular or opted in or opted out of
composition.
The taxpayer must have a valid User ID and password.

e The taxpayer must have opted to file Form GSTR-1 on quarterly frequency.

Note: Invoice Furnishing Facility (IFF) for Form GSTR-1 is effective only from January 2021
onwards.

No, IFF option will be available for first two (2) months (M1 and M2) of every quarter. The option
to file such invoices will expire by the 13" of the next month. For example, the facility for the
month of January will expire by 13" of February. For the third month (M3) of the Quarter, the
taxpayer is expected to file the normal Form GSTR-1.

Note: In case you have selected M3 of any quarter, IFF option will not be available to you in
Returns Offline Tool.

No, once details have been filed in IFF, the same need not be filed again in Form GSTR-1 (M3)
for the quarter. For Example: If record INV-101 is entered and filed in Jan 2021 in Form IFF,
then you do not need to provide same details for INV-101 in March 2021 in Form GSTR-1.
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No, IFF includes only following tables, in which you are expected to fill detalils.

4A, 4B, 4C, 6B, 6C - B2B Invoices

9B - Credit / Debit Notes (Registered) - CDNR

9A - Amended B2B Invoice - B2BA

9C - Amended Credit/ Debit Notes (Registered) — CDNRA

No, IFF is an optional facility provided to quarterly taxpayers only. However, if IFF is in
Submitted status, then filing of IFF is mandatory. In case, submitted IFF is not filed then
taxpayer cannot file their Form GSTR-1 for the quarter.

Note: In case you have generated JSON in Returns Offline Tool for IFF and uploaded on GST
Portal and submitted the same, then filing of IFF is mandatory on GST Portal.

In case, you import excel that has tables other than 4A, 4B, 4C, 6B, 6C - B2B Invoices, 9B —
CDNR, 9A — B2BA, and 9C — CDNRA then entire excel file will be rejected.

The End date to submit IFF is 13" of succeeding month.
For example, the End date to submit IFF for the month of January is 13" of February.

Click here to know more about IFF.
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Manual > Returns Offline Tool

Businesses that generate a large number of invoices in a tax period may find it cumbersome to
upload invoices one-by-one on GST Portal while filing their Form GSTR-1. Therefore, to
facilitate the upload of invoices in bulk, a Returns Offline tool has been provided for preparing
Returns, in which a taxpayer can add up to 19,000 line items in the offline mode and upload it
on the GST Portal in one go.
e In case a taxpayer has large invoice data to upload, they can use the Returns Offline
tool multiple times to upload the same, for the same tax period.
e The appearance of the Returns Offline tool is similar to the online interface that is in the
web portal and the functionalities are identical.
o Before you download and install the Returns Offline tool, make sure that your desktop
meets the system requirements as given below:

System Requirements

Windows O35 7.0 and above

Microsoft Office Excel 2007 and above, if you plan to use Excel to enter data first
and then import the same in the Tool. If you can import data in csv format from
another accounting software, as given along with Tool in the Zip file of Tool, you do
NOT need Excel.

Intemet Explorer {IE) version 10 and above for best view. It is highly recommended

that Internet Explorer 10+ is installed on your system.

If there is any problem in launching the offline tool on some versions of Windows 7,
please make sure that the installed browser is Internet Explorer version is 10 and
above.

Admin rights of the system

Unzip tool on the system
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Preparing Return by Filling Data in Returns Offline Tool

Upload / Add/

Download the latest _ Install the Returns _ Open the Returns _ Modify/ Delete Generate JSON File to
Returns Offline Tool Offline Tool Offline Tool Invoice Data using 4 upload on GST Portal

options

Upload the generated
JSON file on the GST

Download Return File
- FORM GSTR-1/
IFF/FormGSTR-2A in
the Tool

Import Return File —
FORM GSTR-1/
IFF/FormGSTR-2A in
the Tool

Preparing Return by Downloading and Importing Data in Returns Offline Tool (Optional)

|

Correct Errors in
relevant tables in
Returns Offline Tool

Open Downloaded
Error JSON File in
Returns Offline Tool

Preview / File Form
GSTR-1/IFF on the
GST Portal

Download Error
Report, if any

Correcting Errors after Importing Error JSON File in Returns Offline Tool

A. Downloading the latest Returns Offline Tool
B. Installation of the Returns Offline Tool

C. Upload Invoice Data (FORM GSTR-1/ IFF) using the Returns Offline Tool
e C.1 Option 1: Manual Entry of Invoice Data in the Tool
e C.2 Option 2: Import full Excel Workbook consisting of multiple sheets in the Tool

e C.3 Option 3: Copy Data from Excel Workbook and Paste in the Tool
e C.4 Option 4: Import the CSV file in the Tool

D. Generating JSON File to Upload on GST Portal

E. Uploading Generated JSON on GST Portal

F. Downloading Error File and Opening Downloaded Error File — FORM GSTR-1/ IFF in the
Tool, if required

G. Downloading Form GSTR-1/IFF Return File and Opening it in the Tool (if required)

H. Downloading Form GSTR2A File and Opening it in the Tool (if required)

|. Troubleshooting Common Errors Encountered
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Downloading the Returns Offline tool is a one-time activity, however, it may require an update in
future, if the Tool is updated at the GST Portal. Please check the version of the offline tool used
by you with the one available for download on the GST Portal at regular intervals. Ensure to
download and install the latest version of the Returns Offline Tool.

To download and install the Returns Offline tool to create new data for return, perform following
steps:
Note: You can download the Returns Offline tool from the Portal without login to the GST Portal.

1. Access the https://www.gst.gov.in/ URL. The GST Home page is displayed. Click the
Downloads > Offline tools > Returns Offline tool.

Servees | G5 Lo ST - T
Offline Tools GST Statistics
Returns Offline Tool Matching Offline Tool

Tran-1 Offline Tools Tran-2 Offline Tools

GSTR3B Offline Utility ITCO1 Offiine Tool

ITCO3 Offline Tool ITCO4 Offiine Tool

GST ARA 01 - Application for Advance Ruling GSTR-4 Offline Tool (Quarterly filing)
GSTR & Offline Tool With Amendments GSTR 11 Offline Tool

GSTR7 Offline Utility GSTRS Offline Tool

GSTR10 Offline Tool GSTR-9 Offline Too!

GSTR-84 Offiine Too! GSTR-5C Offline Too!

GSTR-4 Offline Tool (Annuzl)

2. The Returns Offline tool page is displayed. Click the Download button.

Home - Downloads - Returns

Returns Offline Tool Version V3.0.0

Download, extract and runthe Retyrps Offline Tool to collate and upload the invoices and other data in offline mode. Currently this tool is available only for
GSTR-1 and GSTR-2 formJ Download

Your downloaded {Returns Offline Tool) zip file contains:

» GST Offline tool (Application)

s Section Wise C5V files

» GSTR1 & GSTRZ Excel Workbook Template
» User Manual

» Readme

Important!

« Before you extract and run the downloaded file, ensure that the file is not corrupted. How do I know that my file is not corrupt? Click here to know
more.

» Go through the Readme document before you begin installation.

» Double-click on GST Offline Tool to install the offline tool.

System Requirement

To use the tool efficiently, ensure that you have the following installed on your system:

1. Operating system 2 Windows 7 or above. The tool does
not work on Linux and Mac.
2. Browser: You need one of these browsers installed on
wyour system.
¢ Internet Explorer 10+
¢ Google Chrome 49+
o Firefox 45+
3. Microsoft Excel 2007 & above
4. Alternatively, for any below version the tool will open in
a default browser.
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Note: The download of the Returns Offline tool usually takes 2-3 minutes to download
depending on the Internet speed.

3. A confirmation message is displayed on the screen. Click the PROCEED button to
download the Returns Offline tool from the GST Portal.

Information

Are you sure you want to download this ubility?

4. You can notice that the offline tool has been downloaded.

Taxpayer - Help and Taxpayer Fa

Home - Downloads - Returns

Returns Offline Tool Version V3.0.0
Download, extract and run the Returns Offline Tool to collate and upload the inveices and other data in offline mede. Currently this tool is available only for
GSTR-1 and GSTR-2 form. Download

Your downloaded {Returns Offline Tool) zip file contains:

GST Offline tool (Application)

Section Wise CSV files

GS5TR1 & GSTR2 Excel Workbook Template
User Manual

Readme

Important!

Before you extract and run the downloaded file, ensure that the file is not corrupted. How do I know that my file is not corrupt? Click here to know
more.

Go through the Readme document before you begin installation.

Double-click on GST Offline Tool to install the offline tool.

System Requirement

To use the tool efficiently, ensure that you have the following installed on your system:

. Operating system % Windows 7 or above. The tool does
not work on Linux and Mac.
. Browser: You need one of these browsers installed on
your system.
o Internet Explorer 10+
o Google Chrome 49+
o Firefox 45+
Microsoft Excel 2007 & above

IS

w

[g] gst_offline_tool (3).zip A
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Returns Offline Tool
5. Browse and select the location where you want to save the downloaded files.

< A » ThisPC » Downloads » gst_offline_tool
~ MName Date modified Type Size
v 3k Quick access
gst_offline_tool 11/19/2020 2:31 PM File folder
B Desktop *
* Downloads b
[Z| Documents -+

=1 N

Note: In some machines, depending on your browser settings, the files are downloaded in
the folder Downloads on your machine.

Click here to go back to Main Menu

Designed and Developed by GSTN Page 30 of 117




GOODS 4ND SERVICES TAX \TW 0% Returns Offline Tool

Once the download of the Returns Offline tool is complete, you need to install these downloaded
files on your machine.

1. Unzip the downloaded files and extract the files from the downloaded zip folder
gst_offline_tool.zip. Zip folder consists of the following files as shown in the screenshot
below.

e GST Offline tool.exe file for the Returns Offline tool need to be installed in the local
machine (your computer)

e Section_wise CSV files folder which contains .csv file (to upload invoice data
entered in the respective files, of all sections, one-by-one for respective tables)
Note: CSV file contains some sample data which has been provided for reference
purpose only. Sample Data must be deleted before filling the actual data in the
template.

e FORM GSTR-1_Excel_Workbook_Template.xlsx file (to import invoice data
entered in the respective worksheets, of all sections, at one go)

e Readme.txt file that explains in detail the prerequisites for the Returns Offline tool

e Invoice Upload Offline tool User Manual detailing out the guidance for taxpayers
to use Returns Offline tool.

Note: Save Excel file and CSV files on your machine as these contain the templates in which
data can be entered to be used by the Returns Offline tool.

Note:

e The taxpayer can fill the excel workbook template only for the applicable sections of the
return and then import the excel file to the offline tool.

e In a case the taxpayer does not have data for all sections, those sections can be left
blank and the offline tool will take the data from the filled in sections only.

o If the taxpayer have opted for quarterly filing of Form GSTR-1/ IFF then they have to
enter data only for 4 sections for M1 and M2: 4A, 4B, 4C, 6B, 6C — B2B Invoices, 9B —
Credit/ Debit Notes (Registered), 9A — Amended B2B Invoices & 9C — Amended Credit/
Debit Notes (Registered.) Rest of the sections data have to be deleted from the excel
workbook. Taxpayer need to file Form GSTR-1 for M3.

e The data in the excel file must be in the specified format and in respective sections.
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« A 'rl » ThisPC » Downloads » gst_offline_tool
=
L Mame Date modified Type Size
~ 3k Quick access
Section_wise_CSV files 11/23/2020 12:01 PM File folder
B Desktop * . . .
FAQs and User Manual Returns Offline T...  11/22/2020 12:01 PM Adobe Acrobat D... 8,655 KB
¥ Downloads ’ 2 GST Offline Tool Application 17,381 KB
Documents * I@ GSTR1_Excel_Workbook_Template V1.7 11/23/2020 12:01 PM Microsoft Excel W. 7447 KB
[&] Pictures » @ GSTR2_Excel_Workbook_TemplateMew_V...  11/23/2020 12:01 PM Microsoft Excel W... 3,104 KB
@ Chetana [ Readme 11/23/2020 12:01 PM Text Docurment 3KB
&/ Lot-2-Appeals D ReleaseNotes 11/23/2020 12:01 PM Text Document TKB
@ Lot-2-Assessment
o Partl
~ @ OneDrive - Infosys Limited

2. Openthe Readme.txt file to get the information of the Returns Offline tool installation process.

E Readme.txt - Notepad - O
File Edit Format View Help
frressrsssssesssesOffline Utility Information®=ssssswsss o

=***Prerequisites Before Installatign™ s

1. Windows OS 7.0 and above. System should be of 32bit or 64 bit.

2. The version of Microsoft Excel on your Computer system should be Microsoft Office Excel 2007 and above, if you plan to
use Excel to enter data first and then import the same in the Tool. If you can import data in csv format from another
accounting software, as given along with Tool in the Zip file of Tool, you do not need Excel.

3. User should have admin rights of the system.

4. Extract tool on your system and double click in order to make it run.

RERERSS| 1 g o] | gt gy A

1.After Downloading and extracting the OffineTool.zip from GST Portal run the offline-utility exe.
2.Click Mext to Continue the setup installation.

3.Check the "Create Desktop lcon” Checkbox and click "Next".

4 Click the "Install” button to start the installation.

v
3. Double click the GST Offline tool set up file.
« v 4 > ThisPC » Downloads » gst_offline_tool
~ MName Date modified Type Size
v 3 Quick access
Section_wise_CSV _files 11/23/2020 12:01 PM File folder

Bl Desktop »

FAQs and User Manual Returns Offline T...  11/23/2020 1201 PM Adobe Acrobat D... 8,655 KB
¥ Downloads * GST Offline Tool / Application 17,381 KB

Documents * (= GSTR1_Excel_Workbook_Template V1.7 11/23/2020 12:01 PM Microsoft Excel W... i

[&] Pictures » @ GSTRZ_Excel_Workbook_TemplateNew_V...  11/23/202012:01 PM Microsoft Excel W...
@ Chetana D Readme 11/23/2020 12:01 PM Text Document
& Lot-2-Appeals [5] Releaselotes 11/23/2020 12:01 PM Text Document
@ Lot-2-Assessment
o Partl

~ @ OneDrive - Infosys Limited

4. Click the Yes button to install the Offline tool.
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User Account Control X

Do you want to allow this app from an
unknown publisher to make changes to your
device?

GST Offline Tool.exe

Publisher: Unknown
File origin: Hard drive on this computer

Show more details

Yes || No

5. Click the Browse button to select the destination location of your choice to install the Returns
Offline tool. Click the Next button.

1= setup - GST Offline Tool ¥3.0.0 - x

Select Destination Location
Where should GST Offline Toal be installed?

Setup will install GST Offline Tool into the following folder.

To continue, dick Mext. If you would like to select a different folder, dick Browse.,

 :\G5T Offiine Toal] | erowse...

At least 72.0 MB of free disk space is required.

Note: The needed disk space for installing the Returns Offline tool is displayed. Ensure
that the required space is available on your machine for the installation of the tool. If the
required space is not available on your machine, then Download and installation of the
offline tool will not complete and error will be shown on the screen.

6. Select the checkbox for Create a desktop icon to create an icon for the Returns Offline tool
on the desktop as a short cut. Click the Next button.
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& Setup - G5T Offline Tool V3.0.0 — X

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while instaling GST Offline
Tool, then dick Next.

Create a desktop shortout

7. Click the Install button.

12 Setup - G5T Offline Toel V3.0.0 — X

Ready to Install
Setup is now ready to begin installing GST Offline Tool on your computer.

Click Install to continue with the installation, or did: Back if you want to review or
change any settings.

Destination location:
C:\GST Offline Tool

Additional tasks:
Create a desktop shortout

< Back Install Cancel
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Note: Setup will be installed along with the required software in your machine. The
installation of the Returns Offline tool usually takes 2-3 minutes depending on the System

speed.

8. Returns Offline tool set up is completed. Ensure that both the checkboxes are selected in
order to start the tool. Click the Finish button.

= Setup - GST Offline Tool V3.0.0 —

Completing the GST Offline Tool
Setup Wizard

Setup has finished installing GST Offline Tool on your
computer. The application may be launched by selecting the
installed shortcuts,

Click Finish to exit Setup.

Important Note: - In case, you un-install the tool and then re-installs the tool, you
mustmust re-install the tool at the same location.

In case, you re-install the tool on different location you need to restart your system so that
tool refers to new location. If you will not restart your system, the Returns Offline tool will
refer the old path and the tool will not open.

9. Notice that the desktop icon for the tool is created on the desktop. Double click the Offline

tool icon on your desktop to open the Tool using this icon.

A
Py

GST Offline
Tool
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Click here to go back to Main Menu

Designed and Developed by GSTN Page 36 of 117



GOODS AND SERVICES TAX 1\ZTW 0Rx Returns Offline Tool

Let us take an example where you need to upload the Outward Supplies invoices in the FORM
GSTR-1/ IFF for the Financial Year 2020-21 and Return Filing Period as January on the GST
Portal using the Returns Offline tool.

To add the B2B invoices in the FORM GSTR-1/ IFF on the GST Portal using the Returns Offline
tool, perform the following steps:

1. When you double click the Offline tool icon on your desktop, the Offline tool Home Page will
be displayed. This page has following three tabs:

e Upload new invoice/ other data for return: The NEW button is used to Upload New
Invoice/ upload other data for return in the tool. (Return will be populated on the GST
Portal based on the data uploaded using the tool. Taxpayer can upload invoice data as
many times as needed.)

e Open Downloaded Return file from GST portal: The OPEN button is used to open
Return Form GSTR-1/ IFF file downloaded from GST portal to accept, reject, modify or
add missing invoice details. Uploaded invoice details can be corrected by editing or
deleting the invoices. Invoices can be deleted through bulk selection also. Taxpayer can
also add any invoice details if any invoice is missing.

e Open Downloaded Error File from GST portal: The OPEN button is used to open error
file downloaded from GST portal, to correct the invoice data which are not processed GST
Portal. Taxpayer can take necessary action to rectify the invoices rejected by GST Portal
by editing or deleting the invoices.

2. To upload invoice details for filing return, click the NEW button.

Goods and Services Tax Offline Tool V3.0.0

&

Upload new invoice/other data for return Open Downloaded Return file from GST portal ‘Open Downloaded Error file from GST portal

Instructions

NEW button: To upload new invoice/other data for return. OPEN button: To open return file downloaded from GST portal to OPEN button: To open error file downloaded from GST portal to
Taxpayer can upload invoice data as many times as needed. accept, reject, modify and add missing invoice details. correct the invoice data rejected by GST system.

Overview +

Version Information +

Features +

E-filing Steps +

Important Note: If the 1SON file size is more than 5MB the tool creates multiple JSON files. The JSON files can be downloaded and need to be uploaded on the portal, one at a time.
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The File Returns page is displayed.

From the GST Statement/Returns drop-down list, select the FORM GSTR-1/ IFF option.

In the GSTIN of Supplier field, enter your GSTIN (Being a supplier when you are preparing
data for FORM GSTR-1/ IFF). Say for example your GSTIN is 27KLJIP1168B1ZB, enter this
data in GSTIN field.

In the Financial Year drop-down list, select the financial year for which the return has to be
prepared using the tool. In this example, we select it as 2020-21.

Note: At any point of time, only three financial years will be available in the drop-down list. As
2017-18 is the first year of implementation, only one year is available as the selection in the
drop-down list.

From the Tax Period drop-down list, select the tax period for which return for which the return
has to be prepared. In this example, the tax period is selected as January.

Select Yes or No if you are SEZ Taxpayer. Select Yes or No if you are Quarterly Taxpayer.
Click the PROCEED button.

& G

STR Returns - X

ke

Goods and Services Tax Offline Tool V3.0.0

File Returns

GST Statement/Returns*® GSTIN of Supplier* Financial Year®

| GSTR-1/1FF A4 | |27KUIP1]58E]ZB I | 2020-21 v

Tax Period *

I January ~ I

Is SEZ Taxpayer?® Yes (@ No

Is taxpayer Quarterly filer?* Yes (@ No

BACK PROCEED

10. Click the Yes button to proceed.
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Warning

Please confirm your details before you proceed

GST statement/Returns: GSTR-1/IFF
GSTIN of Supplier: 27KUIP1168B17B
Financial Year: 2020-21

Tax Period: January

Are you a SEZ Taxpayer? NO

Is taxpayer Quarterly filer? NO

NO YES

11. Next step is to upload the invoice data. There are four options available to user to enter the
data

£ GSTR Returns - x|

P Goods and Services Tax Offline Tool V3.0.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C ~ Q | search
® indicates required fields
$Receiver GSTIN/UIN®  #Receiver Name  $Invoice No.* 4Invoice Date® $Total Invoice  %Place of Supply  Supply Type® Invsice Type ® Reverse Applicable ¢
value(®)* . Charge Tax Rat
=] Select v Select hd Select v Select
< >
Note: Please do not mention the E Commerce Tin while declaring your outward supplies in the worksheets b2b, b2cl, b2cs, b2ba, b2cla, b2csa as the related provisions are not yet notified. I:
BACK

C.1 Option 1: Manual Entry of Invoice Data in the Tool

C.2 Option 2: Import full Excel Workbook consisting of multiple sheets in the Tool
C.3 Option 3: Copy and Paste from Excel Workbook

C.4 Option 4: Import the CSV file in the Tool

Note: Option 2, 3 uses an Excel template that is explained in the later section of this document &
option 4 uses CSV template.

Click here to go back to Main Menu

Designed and Developed by GSTN Page 39 of 117



GOODS AND SERVICES TAX 1ETWOR¥ Returns Offline Tool

To enter the invoice data manually in the Returns Offline tool directly, perform the following steps.
By this method you can enter details of one invoice at a time.

1. From the Select Section drop-down list, select the applicable section where the invoice data
needs to be entered.

Note: Below screen will be displayed for monthly taxpayers for each month selected and quarterly
taxpayers only for last month of the quarter (M3) period.

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section* [T R A L e Q
Amended B2B Invoices
B2C(Large) Invoices - 5A, 5B * indicates required fields
Amended B2C(Large) Invoices . ) - )
#Receivd BoC(Small) Details - 7 PInvoice Date® #Total Invoice #Place of Supply Supply Type Invoice Type Raverse Applicable !
Amended B2C{Small} Details value()* = Charge Tax Ratr

Credit/Debit Notes(Registered) - 9B
Amended Credit/Debit Notes(Registered)
Credit/Debit Motes(Unregistered) - 9B -MM-YYYY [==] Select v Select ~ Select - Select
Amended Credit/Debit Notes(Unregistered)
Exports Invoices - 6A

Amended Exports Invoices >
Tax Liability(Advances Recieved) - 11A(1), 11A(2)

Amended Tax Liability(Advances Recieved)
Adjustment of Advances - 11B(1), 11B(2)
Note: Please do nd Amended Adjustment of Advances rd supplies in the worksheets b2b, b2d, b2cs, b2ba, b2cla, b2csa as the related provisions are not yet notified.

HSN-wise Summary of Outward Supplies - 12 BACK
Nil Rated Invoices

Documents Issued

<

Note: In case taxpayer have opted for quarterly filing of Form GSTR-1/IFF then for the first two
(2) months (M1 & M2) of the quarter only 4 applicable tables of IFF will be available. Reference
screenshot is provided below.

Goods and Services Tax Offline Tool V3.0.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
EECedCleilll  B2B Invoices - 4A, 4B, 4C, 6B, 6C Q | Search Invoices

Amended B2B Invoices .
Credit/Debit Notes(Registered) - 9B indicates required fields
Amended Credit/Debit Notes(Registered) . R .
= i = ice Date ® 4Total Invoice #Place of Supply Supply Type Invoice Type
value(%)* O
Do-MM-YYYY | Select v Select v Select
< >

Note: Please do not mention the E Commerce Tin while declaring your outward supplies in the worksheets b2b, b2dl, b2cs, b2ba, b2cla, b2csa as the related provisiens are not yet notified.

BACK

2. Enter the invoice details in each column like Receiver GSTIN/UIN, Invoice No. etc.
3. Click the Plus icon (Highlighted in Red square under Actions column) on the right side in
order to fill the item level details for this invoice.
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o
‘fb Goods and Services Tax Offline Tool V3.0.0
@

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section® | B28 Invoices - 4A, 48, 4C, 6B, 6C b4 Q

$Receiver GSTIN/UIN®  $Receiver Name  $Invoice No." #Invoice Date #Total Inveice  #Place of Supply ~ Supply Type™ Tnvoice Type ™ Reverse Applicable % of  E-Commeree GSTIN Actions
Value(T)* =

| | [ |1 || a] | | o= v [ ] [c2= -« ] Select v

< >

Note: Please do not mention the E Commerce Tin while declaring your outward supplies in the worksheets bab, bacl, bacs, b2ba, b2cla, b2csa as the related provisions are not yet notified. I:
BACK

Note:

e Enter the GSTIN in the correct format. In case you have entered the invalid/wrong
GSTIN, then GST Portal will display an error message, once the invoice is uploaded
on the GST Portal.

e In case an invoice is already entered in the same tax period, in the Returns Offline
tool, then the Tool will overwrite the earlier details with the latest ones entered, with
Import Excel/CSV option within the Tool.

e However, if the same invoice is existing in earlier filed tax period in the GST Portal,
then Returns offline tool may not be able to identify the duplicate invoices. But when
the invoice is uploaded on the GST Portal, an error message in the error JSON file, is
displayed for such duplicate invoices. Taxpayer can then download and open the error
JSON file and delete/ amend the duplicate invoices in the Returns Offline tool and then
create the JSON again and upload the same on the GST Portal.

e Ensure that you have selected correct section from the drop-down list and then enter
the invoice data.

4. The Add Items page is displayed. Enter the item level details and click the Save button at the
right side of the screen bottom in order to save the line items.

Note: All line items of same rate must be reported as one line item. In the screenshot below,
only IGST is available for entry as recipient and supplier are from different states.
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Goods and Services Tax Offline Tool v2.0.0

Add Items
Section : B2B Invoice No. : FG-B2B-Q4-01
Rate (%)* Total Taxable Value() * Integrated Tax Amount(Z)* CESS Amount{Z)
0% 0.00 0.00 0.00
0.1% 0.00 0.00 0.00
0.25% 0.00 0.00 0.00
1% 0.00 0.00 0.00
1.5% 0.00 0.00 0.00
3% 0.00 0.00 0.00
5% 0.00 0.00 0.00
7.5% 0.00 0.00 0.00
12% 23,500.00 2,820.00 0.00
18% 0.00 0.00 0.00
28% 0.00 0.00 0.00
Note: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written. System will calculate them on its own.

SAVE

Note: In the screenshot below, only CGST and SGST is available for entry as recipient and
supplier are from same states.

Goods and Services Tax Offline Tool V3

Add Items
Section : B2B Invoice No. : FG-B2B-Q4-04
Rate (%)* Total Taxable Value(2)* Central Tax Amount(Z) * State/UT Tax Amount(2) * CESS Amount(%)
0% 0.00 0.00 0.00 0.00
0.1% 0.00 0.00 0.00 0.00
0.25% 0.00 0.00 0.00 0.00
1% 0.00 0.00 0.00 0.00
15% 0.00 0.00 0.00 0.00
3% 0.00 0.00 0.00 0.00
5% 0.00 0.00 0.00 0.00
7.5% 0.00 0.00 0.00 0.00
12% 0.00 0.00 0.00 0.00
18% 1,43,000.00 12,870.00 12,870.00 0.00 |
28% 0.00 0.00 0.00 0.00
Note: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written. System will calculate them on its own.
SAVE

5. Once the invoice details are saved, the success message is displayed. Ensure to save the
data on a time to time basis to avoid any loss of data.
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Success

Success! Returns details added.

6. Notice that the invoices added manually are populated on the screen. The EDIT button allows
to edit the data. The Delete button allows deleting a record that has been added erroneously.
To delete the data, select the checkbox for the invoice and click the DELETE button.

Goods and Services Tax Offline Tool ¥3.0.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invaices - 4A, 48, 4C, &8, 6C ~ Q
* indicates required fiekds
2Receiver GSTIN/UIN®  Receiver Name  Invoice No.™ ZInvoice Date™ “Total Invaice  Place of Supply Supply Type™ Invaice Type® Reverse Applicable % of  E-Cammerce GSTIN Actions
Value(z)= - Charge 2 Rate
32ABWPP1023A1Z4 Retra Venture FG-B2B-Q4- 11-01-2021 1,68,740.0¢ 27-Mahara v Intra-State v Deemed Exports A d Select v
24AAACD2291FIZ) Adaequare Ne FG-B28-Q4- 02-01-2021 26,320.00 24-Gujarat v Inter-State v Regular v Select
= Salact v Selact v Salect v Salect v n
< >
DELETE

Click here to go back to Main Menu
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1. The multi excel sheet has eleven worksheets covering different tables in FORM GSTR-1/
IFF. When you first download the excel sheet, there is a header in each sheet along with
some sample data. You need to delete the sample data in each section and enter data
which you want to upload. You need to manually enter the data in these sheets. Do not
change any sheet or field name in the header or format of the Excel file.

AutaSave (4 ChetanaM CM =
File m Insert Page Layout Formulas Data Review View Help 1 Share 1 Comments
! A (] v — v
LD&;, T\mEsNEwRuma;.Vﬂ A A == ’Fﬂ E‘/ E V 7Y /O “/i
g |BIU-[E-[a-A Pt | § % 9 |wl Hifomats | €~ pros s
Clipboard  Iu Font Protection Number Styles Cells Editing Ideas ~
o tivity: B Internal \ G ide usage /' x
A B © D E F G H I 1=
1 Summary For B2B(4)
2 No. of Recipients No. of Invoices Total Invoice Value
3 5
Applicable % of
4 | GSTIN/UIN of Recipient Receiver Name Invoice Number Invoice date Invoice Vae Place Of Supply Reverse Charge Tax Rate Invoice Type  E-Commerc
34AACCAT120E3Z8 SEZ supplies
17 Bizwizard info Solutions FG-B2B-Q4-02 4-Jan-21 382320.00 34-Puducherry N with payment
18 |24AAACD2391F1Z) Adaequare New Info Pvt Ltc FG-B2B-Q4-03 7-Jan-21 57984.00 24-Gujarat Y Regular
19: 32ABWPP1023A174 Retra Ventures Private Ltd  FG-B2B-Q4-04 11-Jan-21 168740.00 27-Maharashtra N Deemed Exp
20 [32AABCTO159K1ZI MxWeb Infotech FG-B2B-Q4-05 13-Jan-21 83440.00 32-Kerala N Regular
21 [32AHLPP9363B1ZA Indian Bank FG-BIB-Q4-06 16-Jan-21 272580.00 32-Kerala N Regular
34AACCAT7120E3Z8 SEZ supplies
22 Birwizard info Sohitions FG-B2B-Q4-07 17-Jan-21 104960.00 34-Puducherry N with payment
23 [32ABWPP1023A1Z4 Retra Ventures Private Lid FG-B2B-Q4-08 18-Jan-21 197680.00 32-Kerala Y Deemed Exp
2
25
26 |
27|
28|
)
30 -
v Help Instruction I b2b | bzba | bad | bacla | bacs | b2csa | cdnr | cdira | cdnur | ednu ... | 4 v

2. The table below provides the name, full form and detailed description for these worksheets.
Let us see how to fill data in the different worksheets:

2.1 b2b B2B Details of invoices of Taxable supplies made to other
registered taxpayers

2.2 b2ba Amended B2B Amended details of invoices of Taxable supplies made
to other registered taxpayers

5 @) b2cl B2C Large Invoices for Taxable outward supplies to consumers

where the place of supply is outside the state where the
supplier is registered and the total invoice value is more
that INR 2,50,000.

2.4 b2cla Amended B2C Amended details of Invoices for Taxable outward
Large supplies to consumers where
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e The place of supply is outside the state where the
supplier is registered and
e The total invoice value is more that INR 2,50,000

2.5 b2cs B2C Small Supplies made to consumers and unregistered persons

of the following nature
e Intra-State: any value
¢ Inter-State: Invoice value INR 2.5 lakh or less

2.6 b2csa Amended B2C Amended details of supplies made to consumers and

Small unregistered persons of the following nature
¢ Intra-State: any value
e Inter-State: Invoice value INR 2.5 lakh or less

2.7 cdnr Credit/ Debit Note Credit/ Debit Notes/Refund vouchers issued to the
registered taxpayers during the tax period.
Debit or credit note issued against note supply type,
hence fill the details of note supply type also which was
furnished in B2B, B2CL section of earlier/current period
tax period. If none is selected it must be regular B2B

Supply.
2.8 cdnra Amended Credit/ Amended details of Credit/ Debit Notes/Refund vouchers
Debit Note issued to the registered taxpayers during the tax period.
2.9 cdnur Credit/ Debit Note Credit/ Debit Notes issued to the unregistered taxpayers
for Unregistered
Persons
2.10 | cdnura Amended Credit/ Amended details of Credit/ Debit Notes issued to the

Debit Note for unregistered taxpayers
Unregistered

Persons
211  exp Export Supplies exported
2.12 | expa Amended Export Amended export supplies including supplies of SEZ/ SEZ
developer or deemed exports
213 at Advance Tax Tax liability arising on account of receipt of payment
before issuance of invoice in the same period (on
advance receipt/ on account of time of supply) excluding
tax amounts will be reported here as Gross advance
received.
214  ata Amended Tax = Amended details of Tax liability arising on account of
Liability on receipt of payment before issuance of invoice in the
advances same period
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BT weane

2.15  atadj
2.16 | atadja
2.17 | exemp
2.18  hsn
2.19 docs

Advance
Adjustments

Amended Advance
Adjustments

Nil Rated,
Exempted and Non
GST supplies

HSN Summary

List of Document
issued

Adjustment of Tax Liability for tax already paid on
advance receipt of consideration and invoices issued in
the current period for the supplies

Amended details of Adjustment of Tax Liability for tax
already paid on advance receipt of consideration and
invoices issued in the current period for the supplies
Details of Nil Rated, Exempted and Non GST supplies
made during the tax period

Harmonized System Nomenclature (HSN) wise
summary of goods/services during the tax period
Details of various documents issued by the taxpayer
during the tax period

Sample File and Field details for each table are provided below.

2.1 B2B (B2B Supplies)

Sample File for B2B:

| Summary For B2B(4)
|  No.of Recipients No. of Invaices Total Invoice Value
5 g 1204024.00 1099800.00) 0.00
Applicable %
GSTIN/UIN of Recipient  Receiver Name Invoice Number Invoice date  Invoice Value Place Of Supply  Reverse Charse of TarRate Invoice Type E-CommerceGSTIN Rate  Taxable Valie  Cess Amount
24AAACD2391FIZ) Adaequare New Info Pvt FG-B2B-Q4-01 2Jan-21 26320.00 24-Gujarat N Regular 12.00 23500.00
SEZ supplies
S4AACCATIZORSZE by virard infio Solutions |FG-B2B-Q402 4Tan21 382320.00 34-Puducherry N with payment 18.00 324000.00
24AAACD2381FIZ) Adaequare New Info Pvt FG-B2B-Q4-03 7Jan-21 5798400 24-Gujarat ¥ Regular 2800 43300.00
32ABWPP1023A124  Retra Ventures Private Lt FG-B2B-Q4-04 1-Jan21 168740.00 27-Maharashtra N Deemed Exp 18.00 143000.00
32AABCTO158K 121 MxWeb Infotech FG-B2B-Q4-05 13-Jan21 83440.00 32 Kerala N Regular 12.00 74500.00
32AHLPP9363B1ZA  Indian Bank FG-B2B-Q4-06 16-Jan-21 272580.00 32-Kerala N Regular 18.00 231000.00
SEZ supplies
S4AACCATIIORSZE |y visard info Solutions |FG-B2B-Q407 17-Jan21 104960.00 34-Puducherry N with payment 28.00 £2000.00
32ABWPP1023A174  Retra Ventures Private Lt FG-B2B-Q4-08 18-Jan-21 197680.00 32-Kerala ¥ Deemed Exp 12.00 176500.00

Field details for B2B:
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ksheet Name

Field name Help Instruci

Details of invoices of Taxable supplies made to other registered taxpayers
Enter the GSTIN or UIN of the receiver. E.g. 03SAEJPP3087R1ZF. Check

that the registration is active on the date of the invoice from GST portal

1. GSTIN/UIN of Recipient™®

2. Name of Recipient Enter the name of the receiver

Enter the Invoice number of invoices issued to registered recipients. Ensure
that the format is alpha-numeric with allowed special characters of slash(/}

3. Invoice mumber and dash(-) .The total number of characters should not be more than 16.

4. Invoice Date* Enter date of mvoice m DD-MMM-YYYY. E.g. 24-May-2017.
s. Tnvoice value* Enter the total value indicated in the invoice of the supplied goods or services-
= with 2 decimal Digits.
6. Place of Supply(POS)* Select the code of the state from drop down list for the place of supply.
B2B Supplies -
uppiies 7. Applicable % of Tax Rate If the supply is eligible to be taxed at 65% of the existing rate of tax_ select

VAS0LY froen drand Jea Klagls
Please select Y or N . if the supplies/services are subject to tax as per reverse
charge mechanism.

Select from the dropdown whether the supply is regular. or to a SEZ
unit/developer with or without payment of tax or deemed export.

8. Reverse Charge*

9. Invoice Type*

Enter the GSTIN of the e-commerce company if the supplies are made
through an e-Commerce operator.
Enter the combmed (State tax + Central tax) or the mtegrated tax. as

10. E-Commerce GSTIN*

11. Rate® applicable.
Enter the taxable value of the supplied goods or services for each rate line
12. Taxable Value* item - with 2 decimal Digits, The taxable value has to be computed as per
‘GST valuation provisions.
13. Cess Amount Enter the total Cess amount collected’payable.

2.2 Amended B2B (B2BA)
Sample File for Amended B2B:

| Summary For B2BA Revised Details

10 166390000
Bpplicable 7
GETIMILIN of Recipient  Fieceiver Name Origi i Crigi i Mumber Fievised Inwoics date  Iwoles Walue  Place OFSupply  Rewerse Charge of TarRate  Inwoics Type S-Commercs GSTI  Fiate Tausble Walue  Cess Amount
24ARACO2INIFUZS  Adequare New Info Put LUNY-B28-03-01 #0er-20 FGE2B-03-01 4-0ct-20 43680000 24-Gujarst [ Fegular 12.00 33000000
SEZ supplies
34AACCATIZNESZE  Biewieard Info Solutions | INY-B2E-03-02 20020 FG.B2B-03.02 20-00t-20 2550000 34-Puducherry N with payment 1800 22500000
32AHLPPE363BIZ2A  Indian Bank Ltd 1Y B2B-G3-03 IFeB2B.0303 23-00t-20 23744000 32-Kerala [ Deemed Exp 1200 21200000
3ZAABCTOIEIKIZI iwieb Infotech 1Y B2B-G3-04 FG.B2B-03.0¢ 3how-20 8852000 32-Kerala k2 Regular 500 3240000
SEZ supplies
34AACCATIZOESZE  Biewieard Info Solutions  INY-B2E-03-05 16-Rlow-20 FG.B2B-0305 16-Rlow-20 16232000 34-Puducherny N with payment 1200 136000.00
24AAACDZIAFIZ]  Adequare NewInfo Pt Lt INY-B2E-03-06 1a-Rlow-20 FGEZB-G3-06 13-Hlow-20 17409000 27 Maharashtra k2 Reqular 500 165300 00
32AHLPPA363B12A  Indian Bank Ltd 1Y B2B-G3-07 1-0ec-20 FG.B2B-03.07 1-Des-20 103836.00 32-Kerala 1] Deemed Exp 500 3870000
32AHLPPE363BIZ2A  Indian Bank Ltd INY-B2B-03-08 11-Des-20 FG.B2B-03.08 11-Diec-20 27435000 32-Kerala [ Deemed Exp 1800 23250000
SEZ supplies
34AACCATIZNESZE  Biewieard Info Solutions | INY-B2E-03-03 22-Dec-20 FG.B2B-03.03 22-Oec-20 8344000 34-Puducherry N with payment 1200 7450000
IZAAECTOISSKIZ! Miwieb Infotech INY-B2B-02-10 FHDec-20 FGEZE-Q210 #1-Dee-20 6264000 27-Maharashtrs [ Regular 12.00 5200000

Field details for Amended B2B:

Designed and Developed by GSTN Page 47 of 117



GOODS AND SERVICES TAX 1T

Returns Offline Tool

Amended Details of invoices of Taxable supplies made to other registered taxpayers

=

GSTIN/UIN of Recipient™

Enter the GSTIN or UIN of the receiver. E.g. 03AEJPP3087R1ZF. Check
that the registration is active on the date of the invoice from GST portal

9

Name of Recipient

Enter the name of the receiver

[

Original Invoice number *

Enter the Original Invoice number of invoices issued to registered recipients.
Ensure that the format is alpha-numeric with allowed special characters of
slash(/) and dash(-) .The total number of characters should not be more than
16.

bl

Original Invoice Date*

Enter Orginal date of inveice in DD-MMM-YYYY. E.g. 24-May-2017.

Revised Invoice number *

W

Enter the Revised Invoice mumber of invoices issued to registered recipients.
Ensure that the format is alpha-numeric with allowed special characters of
slash(/) and dash{-) The total number of characters should not be more than
16.

Enter date of nvoice m DD-MMM-YYYY. E.g. 24-May-2017.

b2ba B2BA Supplies 6. Revised Invoice Date*

Enter the total value indicated in the invoice of the supplied goods or services-

7. Invoice value* with 2 decimal Digits.

8. Place of Supply(POS)* Select the code of the state from drop down list for the place of supply.
Please select Y or N , if the supplies/services are subject to tax as per reverse

9. Reverse Charge* .
charge mechanism.

10, Applicable % of Tax Rat If the supply is eligible to be taxed at 65% of the existing rate of tax, select

- Applicable ¥o of 1ax Rate '65%' from dropdown; else blank.

Select from the dropdown whether the supply is regular, or to a SEZ

11. Invoice Type* unit/developer with or without pavment of tax or deemed export.

12. F-Commerce GSTIN® Enter the GSTIN of the e-commerce company if the supplies are made
through an e-Commerce operator.
Enter the combined (State tax + Central tax) or the integrated tax, as

13. Rate* N
applicable.

N Enter the taxable value of the supplied goods or services for each rate ne

14. Taxable Value* . . . ..

item - with 2 decimal Digits, The taxable value has to be computed as per
_ Enter the total Cess amount collected/payable.
15. Cess Amount
Note:

e Amendments can be done for the invoices of earlier Tax periods only.
e GSTIN/UIN of Recipient field of B2BA is non-amendable.

2.3 B2CL (B2C Large)

Sample File for B2CL:

Summary For B2CL(5)

No. of Invoices

1 2450720.00 2051000.00
Applicable % of
Invoice Number Invoice date Invoice Valie Place Of Supply Tax Rate Rate Taxable Value Cess Amount E-Commerce GSTIN

FG-B2C-Q4-01 2-Tan-21 311360.00 06-Haryana 12.00 2?80[}0,0[}1
FG-B2C-Q4-02 4-Jan-21 403560.00 37-Andhra Pradesh 18.00 342000.00
FG-B2C-Q4-03 9-Jan-21 349440.00 19-West Bengal 12.00 312000.00
FG-B2C-Q4-04 12-Jan-21 375040.00 36-Telangana 28.00 293000.00
FG-B2C-Q4-05 13-Jan-21 385720.00 37-Andhra Pradesh 18.00 304000.00
FG-B2C-Q4-06 16-Jan-21 327680.00 07-Delhi 28.00 256000.00
FG-B2C-Q4-07 18-Jan-21 297920.00 06-Haryana 12.00 266000.00
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Field details for B2CL:

b)The total invoice value is more that Rs 2,50,

Invoices for Taxable outward supplies to consumers where

a)The place of supply is outside the state where the supplier is registered and

000

1. Invoice number®

Enter the Invoice number of invoices issued to Unregistered Recipient of the
other State with invoice value more than 2.5 lakh. Ensure that the format is
alpha-numeric with allowed special characters of slash(/) and dash(-) with
maximum length of 16 characters.

2. Invoice Date

Enter date of invoice in DD-MMM-YYYY. E g 24-Mav-2017

3. Invoice value*

Invoice value should be more than Rs 250,000 and up to two decimal digits.

4. Applicable % of Tax Rate
B2C Large

If the supply is eligible to be taxed at 65% of the existing rate of tax. select
'65%' from dropdown; else blank.

5. Place of Supply(POS)*

Select the code of the state from drop down list for the applicable place of

6. Rate*

Enter the combined (State tax + Central tax) or the integrated tax rate, as
applicable.

7. Taxable Value*

Enter the taxable value of the supplied goods or services for each rate lme
item -2 decimal digits. The taxable value has to be computed as per GST

8. Cess Amount

Enter the total Cess amount collected/payable.

8. E-Commerce GSTIN

Enter the GSTIN of the e-commerce company if the supplies are made
through an e-Commerce operator.

2.4 Amended B2C Large (B2CLA)

Sample File for B2CLA:

Summary For B2CLA
al Inv Value
6 1900635.00 0.00)
Applicable % of
Original Invoice Number  Original Invoice date  Original Place Of Supply Revised Invoice Number Revised Invoice date Invoice Value TaxRate  Rate  TatableValie  Cess Amount E-Commerce GSTIN

INV-B2C-Q3-01 7-0ct-20 02 Himachal Pradesh FG-B2C-Q3-01 7-0ct-20 333760.00 1200 298000.00
INV-B2C-Q3-02 23-0ct20  37-Andhra Pradesh FG-B2C-Q3-02 23-0¢t20 371700.00 1800 31500000
INV-B2C-Q3-03 12Nov-20  33-Tamil Nadu FG-B2C-Q3-03 12-Nov-20 280350.00 500 267000.00
INV-B2C-Q3-04 19-Nov20  07-Delhi FG-B2C-Q3-04 19-Nov-20 35990000 1800 305000.00
INV-B2C-Q3-05 5Dec-20 01-Tammu & Kashmir FG-B2C-Q3-05 5Dec-20 266175.00 500 253500.00
INV-B2C-Q3-06 23-Dec20 06-Haryana FG-B2C-Q3-06 23-Dec-20 288750.00 5.00 275000.00

Field details for B2CLA:
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Amended Details of Invoices for Taxable outward supplies to consumers where
a)The place of supply is outside the state where the supplier is registered and

b)The total invoice value is more that Rs 2,50,000
1. Original Invoice number* Enter the Original Invoice number of invoices issued to Unregistered
Enter Original date of inveoice in DD-MMM-YYYY. E.g. 24-May-2017.

2. Orginal Invoice Date

3. Revised Invoice number* Enter the Revised Invoice number of invoices issued to Unregistered

4. Revised Invoice Date Enter Revised date of invoice in DD-MMM-YYYY. E.g 24-May-2017.
bacls Amended B2C Large 5. Invoice value® Invoice value should be more than Rs 250,000 and up to two decimal digits.

6. Original Place of Supply(POS)* Select the code of the state from drop down kst for the applicable place of

If the supply is eligible to be taxed at 65% of the existing rate of tax, select

7. Applicable % of Tax Rate '65%" from dropdown; else blank.

3. Rate* Enter the combined (State tax + Central tax) or the mntegrated tax rate, as

0. Taxable Value* Enter the taxable value of the supplied goods or services for each rate lne

Enter the total Cess amount collected/pavable.

10. Cess Amount

Enter the GSTIN of the e-commerce company if the supplies are made
through an e-Commerce operator.

11. E-Commerce GSTIN

Note: Original Place of Supply field of B2CLA is hon-amendable.

2.5 B2CS (B2C Small)

Sample File for B2CS:

Summary For B2CS(7)
Total Taxable Value Total Cess
577800.00 0.00
Applicable % of
Type Place Of Supply Tax Rate Rate Taxable Value Cess Amount E-Commerce GSTIN
OE 04-Chandigarh 18.00 54500.00
OE 07-Delhi 12.00 123400.00
OE 37-Andhra Pradesh 18.00 73200.00
OE 36-Telangana 28.00 28900.00]
OE 06-Haryana 12.00 98500.00
OE 32-Kerala 28.00 154300.00
OE 27-Maharashira 18.00 45000.00

Field details for B2CS:
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Worksheet Name Reference Field name Help Instruction

Supplies made to consumers and unregistered persons of the following nature
a) Intra-State: any value

1. Type* In the Type column, enter E if the supply is done through E-Commerce or
Select the code of the state from drop down list for the applicable place of

2. Place of Supply(POS)* supply.

3. Applicable % of Tax Rate 1f the supply is eligible to be taxed at 65% of the existing rate of tax, select
Enter the combined (State tax + Central tax) or the integrated tax rate.

4. Rate®

bles B2C Small - - -

Enter the tazable value of the supplied goods or services for sach rate line
item -2 decimal Digits, The taxable value has to be computed as per GST

5. Taxable Value* valuation provisions.
Enter the total Cess amount collected/'payable.

6. Cess Amount

Enter the GSTIN of the e-commerce company if the supplies are made
7. E-Commerce GSTIN ¥ P

through an e-Commerce operator.
2.6 Amended B2C Small (B2CSA):
Sample File for B2CSA:

Summary For B2CSA Original details Revised details HELP
Total Taxable Value
Applicable % of

l Financial Year Original Month Place Of Supply Twvpe Tax Rate Rate Taxable Value Cess Amount -Commerce GSTIN
||2020-21 DECEMBER 37-Andhra Pradesh OE 5.00 41500.00
|[2020-21 DECEMBER 33-Tamil Nadu OE 18.00 85500.00
||2020-21 DECEMBER 06-Haryana OE 5.00 124500.00
||2020-21 DECEMBER 27-Maharashtra QE 12.00 200000.00
|[2020-21 DECEMBER 12-Arunachal Pradesh OE 18.00 60000.00

Field Details for B2CSA:

‘Worksheet Name Reference Field name Help Instruction

A ded Details of Supplies made to c s and unregistered persons of the following nature

a) Intra-State: any value

1. Type* In the Type column, enter E if the supply is done through E-Commerce or
else enter OF (other than E-commerce).

1.Financial Year Select the financial year

3.Original Month Select the Month
Select the code of the state from drop down list for the applicable place of

4.Original Place of Supply(POS)* supply.

5.Revised Place of Supply(POS)* Select the code of the state from drop down list for the applicable place of
If the supply is eligible to be taxed at 63% of the existing rate of tax, select

5
bicsa Amended BIC Small 6. Applicable % of Tax Rate "63% from dropdowx; else blank,

Enter the combined (State tax + Central tax) or the inteprated tax rate.

7. Original Rate*
Enter the taxable value of the supplied goods or services for each rate line

8. Taxable Value* item -2 decimal Digits, The taxable value has to be computed as per GST
valuation provisions.

9. Cess A Enter the total Cess amount collected'payable.
Enter the GSTIN of the e-commerce company if the supplies are made
through an e-Commerce operator.

10. E-Commerce GSTIN
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Note: Original Place of Supply field of B2CSA is hon-amendable.

2.7 CDNR (Credit/ Debit Note)
Sample File for CDNR:

Summary For CDNR(9B)

No. of Recipients No. of Notes Total Note Value Total Taxable Value Total Cess
B 1 658720.00 45136.00

Applicable %

GSTIN/UIN of Recipient Receiver Name Not= Number Note Date NoteType  Place OfSupply  ReversaCharze  Note Supply Type Note Valse of TaxRate Rate  TaxableValwe  Coss Amownt
| |33AHLPPI363BMZIN MCPI Private Limited Cas01 1-Apr-19 c 33-Tamil Nadu Y Regular 575136 65.00 0 12
| |33AHLFP3363BMIN MCFI Frivate Limited Cas02 2-Apr-19 o 10-Bihar N Desmed Exp 5878 0.25 785
| |33DSUNT1123E1ZN CENTURY PULP & PAPER wpll 3-Apr-19 D 07-Delhi N SEZ suppliss with payment 6347 0.25 234

SEZ suppliss without

| |33DSUNT1129E1ZN CENTURY PULP & PAPER wopdl 4-Apr-19 < 33-Tamil Nadu N payment 6347 0.25 a9
| |33AACCAL121EDZE CENTURY PULP & PAPER isdunit0l E-Apr-19 < 12-Arunachal Prades N Regular 6347 0.1 234
33AACCA1121EDZE CENTURY PULP & PAPER NRTPO1 7-Apr-19 c 07-Delhi N Deemed Exp 6947 65.00 0.25 678
|24A8ACD2381FIZ) Adaequare New Info Pt L‘ DC-B28-04-01 5 14-Jan-21 o 24-Gujarat N Regular 11200 12.00 10,000
| |2aaacca7 1208328 Bizwizard info Solstions | DC-828-0202 14an21 o 34-Puducherry N SEZ suppliss with payment 7080 13.00 5,000
| |32ABWFP1023A174 Retra Ventures Private Ltd DC-B28-04-03 14-Jan-21 c 27-Mzharashtra N Deemed Exp 15340 18.00 13,000
| |32AABCTO153K 17! MxWeb Infotech DC-B2B-04-04 18-Jan-21 c 32-Kerala N FRazular 5040 12.00 4,500
| [32AHLPP3363B1ZA Indian Bank DC-82B-Q4-05 18-Jan-21 o 32-Kerala N Regular 11328 18.00 5,600

Field details for CDNR:

Reference Field name Help Instruction

Credit! Debit Notes/Refund vouchers issued to the registered taxpayers during the tax period. Debit or credit note
issued against invoice will be reported here against original invoice, hence fill the details of original invoice also

Receiver GSTIN/UIN

1. GSTIN/UIN®

2. Name of Recipient Enter the name of the receiver

) . . Enter original invoice number Reported in B2B section of earlier

3. Invoice/Advance Receipt Number* period/current tax period or pre-GST period against which credit/debit note

4. Tnvoice/Advance Receipt date® Ezili({;ie_: ;ﬁm invoice/advance receipt date in DD-MMM-YYYY. Eg.

5. Note/Refund Voucher Number* Enter the credit/debit note number or the refund voucher number. Ensure
Enter eradit/debit note/Refund voucher date in DD-MMM-YYYY. E.g. 24-

6. Note/ Refund Voucher date* e note vouehet gate i £
Day-2017.

7. Document Type* In the document Type column, enter "D if the note is Debit note, enter

cdnr Credit/ Debit Note Select the applicable reason for issue of the document.

8. Reason For Issuing document®

9. Place of Supplv* Declare the place of supply based on the original document.
10. Note/Refund Voucher value* Amount should be with only up to 2 decimal digits.

If the supply is eligible to be taxed at 639 of the existing rate of tax, selact
"63% from dropdown; else blank.

11. Applicable % of Tax Rate

12. Rate* Enter the combined (State tax + Central tax) or the integrated tax.
13.Taxable value* Enter the taxable value of the supplied goods or services for each rate line
Enter the total Cess amount.

14. Cess Amount

Select whether the credit/debit note is related to pre-GST supplies.
15, Pre GST

2.8 Amended Credit/Debit Note (CDNRA)

Sample File for CDNRA:
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Summary For CDNRA
Mo_ of Recipicats
«

Origisal dexailz
Ho._ of HotesI¥ouckers

Rerized details

Tatal Hote ¥alue Total Tazable ¥alue Tot
[ |

GSTINMUIN of Recipiant
24AANCDRIIFIZI
34AACCATIZESZE
328.4BCTON3K1ZI b atact

Racaivar Hame

234AMCDZSIFIZI
IZAHLPPITEIBIZA
34AACCATIZESZE

Indian Bank

Hen Info Pyt Lt DICN-B2E-83-01
info Seluticns  DICNE

|
Aduaquare Hew Infa Pyt Lte DICN-B2E-R3-14

Bizwizard infa Selutions

Griginal Nots Humber Original Mats Date

31-Dar-20
02 34020

30-Hav-20

30-Hou-20

DICN-BZE-G3-05 FDoc-20
DICN-B2E-8:3-06 3tDec-20

Fatigad Note Humbar Raviged Nots Dats HoteTyps

DC-E25-05-01 31-0ce-20 c 24-Gujarat u Regulr 44500 [ 40,000
DC-E2B-05-02 31-0c-20 o 34 Puducherry [ SEZ upplies with payment 23500 ] 25,000
DC-E2E-03-05 30-Now-20 o 52-Kerals ¥ Ragalar 7380 s 7,600
DC-B2E-03-04 F0-Now-20 c 2Thatarachira v Ragubr 10530 5 15,800
DC-B2E-05-05 34Dec-20 o 32-Kersh [ Docmed Exp 850 ] 1,500
DC-E2B-05-06 3Dec20 c 34 Puducherny [ SEZ upplics with payment 16240 © 14500

Flacs OF Supply.

Applicable @
ofTaxFate  Rate

Raverss Charge  Hote Supply Type Hate ¥alue Taxable Yalus s

Field details for CDNRA:

Worksheet Name

cdnra

Reference

Amended Credit/ Debit Note

Field name

Amended Credit/ Debit Notes/Refund vouchers issued to the registered taxpay
credit note issued against invoice will be reported here against original invoice, hence fill the details of original
invoice also which was furnished in B2B,B2CL section of earlier/current period tax period.

Help Instruction

s during the tax period. Debit or

1. GSTIN/UIN®

Receiver GSTIN/UIN

1. Name of Recipient

Enter the name of the receiver

3. Original Invoice/Advance Receipt Number*

Enter original invoice number Reported in B2B section of earlier
period/current tax period or pre-GST period against which credit/debit note

4. Original Invoice/Advance Receipt date®

Enter the original invoics advance receipt date in DD-MMM-TYYY. Eg.
24 Mav-2017.

5. Original Note/Refund Voucher Number*

Enter the original credit/debit note number or the refund voucher number.
Ensure that the format is alpha-numeric with allowed special characters of

6. Original Note/ Refund Voucher date®

Enter original credit/debit note Refund voucher date in DD-MMM-YYYY.
Eg 24-May-2017.

7. Revised Note/Refund Voucher Number*

Enter the revised credit/debit note number or the refund voucher number.

8. Revised Note/ Refund Voucher date®

Enter revised credit/debit note/Refund voucher date in DD-MMM-YYYY.
Eg 24-May-2017.

9. Document Type®

In the document Tvpe column, enter "D" if the note is Debit note, enter

10. Reason For Issuing document®

Select the applicable reason for issue of the document.

11. Place of Supply*

Declare the place of supply based on the original d t.

12. Note/Refund Voucher value*

Amount should be with only up to 2 decimal digits.

13. Applicable % of Tax Rate

If the supply is eligible to be taxed at 63% of the existing rate of tax, select
'63%' from dropdown; else blank.

14. Rate*

Enter the combined (State tax + Central tax) or the integrated tax.

15.Taxable value®

Enter the tarable value of the supplied goods or services for each rate line
item -2 decimal Digits. The taxable value has to be computed as per GET

16. Cess Amount

Enter the total Cess amount.

17. Pre GST

Select whether the credit/debit note is related to pre-GST supplies.

Note: GSTIN/UIN field of CDNRA is non-amendable.
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2.9 CDNUR (Credit/ Debit Notes/Refund voucher for Unregistered person)
Sample File for CDNUR

Summary For CDNUR(9B)
No. of Notes/Vouchers Total Note Value Total Taxable Value Total Cess
7 101300.00 86800.00 0.00
Applicable % of
UR Type Note Number Note Date Note Type Place Of Supply Note Value Tax Rate Rate Taxable Value Cess Amount
| EXPWOP DC-04-01 10-Jan-21 D 6800.00 #HEE 6800.00
| B2CL DC-04-02 10-Tan-21 C 37-Andhra Pradesh 14160.00 #RER 12000.00
| EXPWP DC-Q4-03 10-Tan-21 D $960.00 il 8000.00
| B2CL DC-04-04 10-Tan-21 D 10-West Bengal 15120.00 i 13500.00
| EXPWP DC-04-05 18-Jan-21 C 3920.00 #RER 3500.00
| B2CL DC-04-06 18-Tan-21 C 07-Delhi 20480.00 #RER 16000.00
| EXPWOP DC-04-07 19-Tan-21 D 31860.00 i 27000.00

Field details for CDNUR

Reference Field name

Help Instruction

than Rs 2.5 lakh

Credit/ Dehit Notes/Refund vouchers issued to the unregistered persons against interstate invoice value is more

1. UR Tvpe*

Select the type of supply to Unregistered Taxpavers (UR) against which

1. Note/Refund Voucher Number®

Enter the credit/debit note number or the refund voucher number. Ensure

3. Note/ Refund Voucher date®

Enter credit/debit note/Refund voucher date in DD-MMM-YYVY.Eg. 24-

4. Document Type®

In the document Tvpe column, enter "D" if the note is Debit note, enter

5. Invoice/Advance Receipt Number®

Enter original invoice number Reported in B2B section of sarlier
period/current tax period or pre-GST Period against which credit/debit note
is issued. Incase of refund voucher please enter the related advance receipt

6. Invoice/Advance Receipt date®

Enter the original invoice/advance receipt date in DD-MMM-YYVY. Eg.

7. Reason For Issuing document®

Select the applicable reason for issue of the document from the dropdown.

8. Place of Supply

Declare the place of supply based on the original d

Credit/ Debit Note for unregistered

cdnur
Persons

9. Note/Refund Voucher value®

Amount should be up to 2 decimal digits.

10. Applicable % of Tax Rate

If the supply is eligible to be taxed at 63% of the existing rate of tax, select

11. Rate*

Enter the combined (State tax + Central tax) or the integrated tax rate.

12.Taxable value

Enter the tarable value of the supplied goods or services for each rate line
item -up to 2 decimal Digits, The taxable value has to be computed as per

13. Cess Amount

Enter the total Cess amount.

14. Pre GST

Select whether the credit/debit note is related to pre-GST supplies.

2.10 Amended Credit/ Debit Note for Unregistered person (CDNURA)

Sample File for CDNURA:

ummary For CONUR Original details Revised details
HNo. of NotestVouchi Total Note Value. Total Tazable Yalue Total Cess
] 06570.00 53600, 00) 0.00)
Applioable 72

UR Type Oiiginal Mote Humbar Original Mot Date: Reuisad hlate Mumber Reuisad Hots Date: HoteType  Place OFSupply Mote Ualue cfTaxRate  Fate TausbleUslue  Cass Amount
B20L DICh-B2C-Q3-01 31-Oct-20 0C-G3-01 F1-0et-20 c 02-Himachal Prade 20160.00 2.00 13000.00
EXPWOP DICh-B2C-03-02 31-Oct-20 0C-G3-02 31-0et-20 i] 15000.00 18.00 15000.00
B2CL DICN-B2C-33-03 30-New-20 0C-G3-03 30-New-20 o 07-Delhi 17700.00 %00 15000.00
EXPWOR DICN-B2C-03-04 30-New-20 0C-G3-04 30-New-20 c 6500.00 1600 6500.00
EXPUP DICN-B2C-03-05 30-Now-20 0C-G3-05 30-Now-20 o 150.00 12.00 5500.00
B2CL DICN-B2C-03-06 31-Dec-20 0C-G3-06 31-Deo-20 c O6-Haryana 15750.00 5.00 15000.00
EXPWOP DICh-B2C-03-07 F1-Dec-20 0C-G3-07 31-Dec-20 c 14800.00 18.00 14800.00
EXPWP DICH-B2C-03-08 F1-Dec-20 0C-G3-08 31-Dec-20 i] 0500.00 5.00 0000.00
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Field details for CDNURA:

Worksheet Name Reference Field name Help Instruction

Amended Credit/ Debit Notes/Refund vouchers issued to the unregistered persons against interstate invoice
value is more than Rs 2.5 lakh

. Select the type of supply to Unregistersd Taxpayers (UR) against which
1. UR Type* the document has been issued. Select "EXPWE" or "EXPWOP” for export
1. Original Note/Refund Voucher Number* |Enter the original cradit/debit note number or the refund voucher number.

3. Original Note/ Refund Voucher date* Enter original credit/debit note Refund voucher date in DD-MMM-YYYY.
4. Revised Note/Refund Voucher Number*  |Enter the revised cradit/debit note number or the refund voucher number.
Enter revised cradit/debit noteRefund voucher date in DD-MMM-YYYY.
E.g 24-May-2017.

In the document Type column, enter "D" if the note is Debit note, enter

6. Document Type* "C" if note is cradit note or enter "R" for refund voucher.

5. Revised Note/ Refund Voucher date®

7. Original Invoice/Advance Receipt Number®|Enter original invoice number Reported in BB section of earlier

.. . . s Enter the original invoice/advance receipt date in DD-MMM-YYYY. Eg.
8. Original Invoice/Advance Receipt date 24 May-2017.
9. Reason For Issuing document® Select the applicable reason for issue of the document from the dropdown.

Amended Credit/ Debit Note for

i Declare the place of supply based on the original document.
unregistered Persons 10. Place of Supply P Pel ginal

cdnura

Amount should be up to 2 decimal digits.
11. Note/Refund Voucher value®

10. Applicable % of Tax Rate If the supply is eligible to be taxed at 63% of the existing rate of tax, select
Enter the combined (State tax + Central tax) or the integrated tax rate.

12. Rate*

Enter the taxable value of the supplied goods or services for each rate line
13.Taxable value item -up to 2 decimal Digits, The taxable value has to be computed as per
GST valuation provisions.

14. Cess Amount

Enter the total Cess amount.

15. Pre GST

Select whether the credit/debit note is related to pre-GST supplies.

Note: UR Type field of CDNURA is non-amendable.

2.11 EXP (Export)

Sample File for EXP:

Summary For EXP(6)

No. of Invoices Total Inveice Value No. of Shipping Bill

g 1213300.00| 8 112480000

Export Type Invoice Number Invoice date Invoice Value Port Code Shipping Bill Number Shipping Bill Date  Rate Taxable Value Cess Amount
WOPAY FG-EXP-Q4-01 1-Jan-21 73200.00 AWBO001 6303793 1-Jan-21 12.00 73200.00
WPAY FG-EXP-Q4-02 3-Jan-21 94720.00 AWB024 9701285 3-Jan-21 28.00 74000.00
 WPAY FG-EXP-Q4-03 5-Jan-21 159040.00 AWB032 9701356 5-Jan-21 12.00 142000.00
| WOPAY FG-EXP-Q4-04 8-Jan-21 320000.00 AWB031 7995625 9-Jan-21 18.00 320000.00
 WOPAY FG-EXP-Q4-05 11-Tan-21 123100.00 AWB00S 9885148 11-Jan-21 28.00 123100.00
 WPAY FG-EXP-Q4-06 13-Tan-21 71120.00 AWB001 7013449 13-Jan-21 12.00 63500.00
 WOPAY FG-EXP-Q4-07 16-Tan-21 175000.00 AWB031 9391332 16-Jan-21 18.00 175000.00
WPAY FG-EXP-Q4-08 18-Tan-21 197120.00 AWB005 8500361 18-Jan-21 28.00 154000.00
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Field details for EXP:

Worksheet Name Reference

Export

Field name

Help Instruction

Exports supplies including supplies to SEZ/SEZ Developer or deemed exports

1.Export Type*

In the Type column, enter WPAY if the Export is with payment of tax or
else enter WOPAY.

1. Invoice number*

Enter the Invoice number issued to the registered receiver. Ensure that the

3. Invoice Date®

Enter date of invoice in DD-MMM-YYYY. E.g. 24-May-2017.

4. Invoice value*

Enter the invoice value of the goods or services- up te 2 decimal Digits.

5. Port Code

Enter the six digit code of port through which goods were exported. Please

6. Shipping Bill Number

Enter the unique reference number of shipping bill. This information if not
available at the timing of submitting the return the same may be left blank
and provided later.

7. Shipping Bill Date

Enter the date of shipping bill. This information if not available at the

8. Applicable % of Tax Rate

If the supply is eligible to be taxed at 63% of the existing rate of tax, selsct

Enter the applicable inteprated tax rate.
9. Rate

Enter the taxable value of the supplied goods or services for each rate line
10. Taxable Value item -up to 2 decimal Digits, The taxable value has to be computed as per

GST valuation provisions.

2.12 Amended Export (EXPA)

Sample Files for EXPA:

Summary For IXPA [t pueny Revised details HELP
No. of Invoices Total Invoice Value Total Taxable Value
1122340.00

Export Type Original Invoice Number Original Invoice date Revised Invoice Number Invoice Valus Port Code  Shipping Bill Number  Shipping Bill Dat:  Rate Taxable Value Cass Amount
||wopay INV-EXP-Q3-01 4-0ct-20 FG-EXP-Q3-01 65000.00 13.00 65000.00
WPAY INV-EXP-Q3-02 12-0ct-20 FG-EXP-Q3-02 103850.00  AWB00L 7689763 12-0ct-20 5.00 59000.00
||weay INV-EXP-Q3-03 19-0ct-20 FG-EXP-Q3-03 50180.00  AWB024 7883500 19-0ct-20 5.00 47300.00
WOPAY INV-EXP-Q3-04 1-Nov-20 FG-EXP-Q3-04 196500.00 18.00 196500.00
|| wopay INV-EXP-Q3-05 15-Nov-20 FG-EXP-Q3-05 15-Nov-20 36500.00 13.00 36500.00
WPAY INV-EXP-Q3-06 22-Nov-20 FG-EXP-Q3-06 22-Nov-20 105340.00  AWE00S 8886201 15-Nov-20 12.00 94500.00
|| wopay INV-EXP-Q3-07 7Dec-20 FG-EXP-Q3-07 7-Dec-20 234800.00 13.00 234800.00
WPAY INV-EXP-Q3-08 21Dec-20 FG-EXP-Q3-08 21-Dec-20 131380.00 AWB001 8854398 21Dec-20 5.00 125600.00
||weay TNV-EXP-Q3-09 2§.Dec-20 FG-EXP-Q3-09 29-Dec-20 197630.00 AWB00S 5893750 29Dec-20  12.00 176500.00

Field Details for EXPA:
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‘Worksheet Name

Reference

Field name

Help Instruction

expa Amended Export

y Ties includ:

ded Exports

to SEZ/SEZ Developer or deemed exports

1.Export Type*

In the Type column, enter WPAY if the Export is with payment of tax or else

2. Original Invoice number*

Enter the Original Invoice number issued to the registered receiver. Ensure

3. Original Invoice Date*

Enter original date of invoice in DD-MMM-YYYY. E g 24-May-2017.

4. Revised Invoice number*

Enter the revised Invoice number issued to the registered receiver. Ensure

5. Revised Invoice Date* Enter revised date of invoice in DD-MMM-YYVY. E.g. 24-May-2017.

6. Invoice value* Enter the invoice value of the goods or services- up to 2 decimal Digits.

7. Port Code Enter the six digit code of port through which goods were exported. Please
Enter the unique reference number of shipping bill. This information if not

3. Shipping Bill Number available at the timing of submitting the retum the same may be left blank and

9. Shipping Bill Date

Enter the date of shipping bill. This information if not available at the timing of

10. Applicable %0 of Tax Rate

If the supply is eligible to be taxed at 63% of the existing rate of tax, select

11. Rate

Enter the applicable integrated tax rate.

12. Taxable Value

Enter the taxable value of the supplied goods or services for each rate line

Note: Export Type field of EXPA is non-amendable.

2.13 AT (Liability on Advances on Services)

Sample files for AT:

Summary For Advance

Received (11B)
Applicable % of

Place Of Supply Tax Rate Rate Gross Advance Received Cess Amount
| |06-Haryana 12.00 3500000
| |24-Gujarat 18.00 17500000
||32-Kerala 12.00 7650000
| |37-Andhra Pradesh 5.00 12150000
' |27-Maharashtra 18.00 8740000
| |07-Delhi 12.00 S8000.00
' |27-Maharashtra 5.00 2500000

Field Details for AT:

‘Worksheet Name Reference

Field name

Help Instruction

at Tax liability on advances

Tax liability arising on account of receipt of consideration for which invoices have not been issued in the same tax period.

1. Place of Supply(POS)*

Select the code of the state from drop down list for the place of supply.

2. Applicable %% of Tax Rate

If the supply is eligible to be taxed at 63% of the existing rate of tax, select

3. Rate*

Enter the combined (State tax + Central tax) or the integrated tax rate_

4. Gross advance received*

Enter the amount of advance received excluding the tax portion.

5. Cess Amount

Enter the total Cess amount collected payable.
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2.14 Amended Tax Liability on advances Export (ATA)
Sample File for ATA:

Summary For Amended
Tax Liability(Advance

Received)

Total Advance Received Total Cess

705500.00
Applicable % of

|| Fmancial Year Original Month Original Place Of Supply Tax Rate Rate Gross Advance Received  Cess Amount
|| 2020-21 DECEMBER 24-Gujarat 15.00 52500.00
|12020-21 DECEMBER 32-Kerala 12.00 25000000
|12020-21 DECEMBER 37-Andhra Pradesh 5.00 312000.00
| |2020-21 DECEMBER 27-Maharashira 18.00 91000

Field Details for ATA:

‘Worksheet Name Reference Field name Help Instruction
A ded Tax liahility arising on account of receipt of consideration for which invoices have not been issued in the same tax
1.Financial Year Select the financial year
2.0riginal Month Select the Month

ata Amended Tax liability on advances 3. Original Place of Supply(POS)* Select the code of the state from drop down list for the place of supply.

4. Applicable %0 of Tax Rate If the supply is eligible to be taxed at 3% of the existing rate of tax, select
5. Rate* Enter the combined (State tax + Central tax) or the integrated tax rate.
6. Gross advance received® Enter the amount of advance received excluding the tax portion.
7. Cess Amount Enter the total Cess amount collected/payable.

Note: Original Place of Supply field of ATA is non-amendable.

2.15 ATADJ (Advance Adjustments)
Sample files for ATADJ:

Summary For Advance
Adjusted (11B)

Apphicable % of
Place Of Supply Tax Rate Rate  Gross Advance Adusted Cess Amount
| 06-Haryana 12.00 1500000
i 32-Kerala 18.00 26500.00
i 27-Maharashtra 12.00 67400.00
i 37-Andhra Pradesh 3.00 S0000.00

Field details for ATADJ:
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‘Worksheet Name Reference

Field name

Help Instruction

atadj Advance adjustments

ation and invoices issued in the current period

Adj of tax liability for tax already paid on advance receipt of

1. Place of Supply(POS)*

Select the code of the state from drop down list for the place of supply.

2. Applicable % of Tax Rate

If the supply is eligible to be taxed at §3% of the existing rate of tax, select

3. Rate*

Enter the combined (State tax + Central tax) or the intezrated tax rate.

4. Gross advance adj

Enter the amount of advance on which has tax has already been paid in earlier

5. Cess Amount

Enter the total Cess amount to be adjusted

2.16 Amended Advance on Services Adjustments (ATADJA)

Sample files for ATADJA:

Summary For Amendement
Of Adjustment Advances

HELP

I Financial Year Original Month
||2020-21 DECEMBER
||2020-21 DECEMBER
||2020-21 DECEMBER

Original Place Of Supply
06-Haryana
32-Kerala
27-Maharashtra

Applicable % of
Tax Rate Rate  Gross Advance Adjusted Cess Amount
12.00 13000.00
18.00 50000.00
12.00 35000.00

Field Details for ATADJA:

‘Worksheet Name

Reference

Field name

Help Instruction

atadja

Amended Advance adjustments

dod Adi

of tax liability for tax already paid on advance receipt of

-ation and invoices issued in the

1.Financial Year

Select the financial vear

2.0riginal Month

Select the Month

3. Original Place of Supply(POS)*

Select the code of the state from drop down list for the place of supply.

4. Applicable % of Tax Rate

If the supply is eligible to be taxed at §3% of the existing rate of tax, select

5. Rate* Enter the combined (State tax + Central tax) or the i d tax rate.
6. Gross advance adj Enter the amount of advance on which has tax has already been paid in earlier
7. Cess Amount Enter the total Cess amount to be adjusted

Note: Original Place of Supply field of ATADJA is non-amendable.

2.17 EXEMP (Nil Rated, Exempted and Non GST supplies)

Sample files for EXEMP:

Summary For Nil rated, exempied and

non GST outward supplies (8)

Total Nil Rated Supplies Total Exempted Supplies Total Non-GST Supplies

HELP

156450.00 5324000 34450.00
Description Nil Rated Supplies Exempted(other than ml Non-GST Supplies

rated'non GST supply)
| | Inter-State supplies to registered persons 25000.00 31000.00 6000.00
| | Intra-State supplies to registered persons 94500.00 24530.00 10300.00
| | Inter-State supplies to unregistered persons 22350.00 23210.00 9400.00
| | Intra-State supplies to unregistered persons 14600.00 14500.00 8750.00

Field Details for EXEMP:
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Worksheet Name

Field name

Details of Nil Rated, Exempted and Non GST Supplies made during the tax period

1. Description [Indicates the type of supply.

2.Nil rated supplies |Dec]a.re the value of supplies made under the "Nil rated"” category for the
exemp Nil Rated, Exempted and Non GST supplies 3.Exempted Declare the value of supplies made under the "Exempted "category for the

(Other than Nil rated/non-G5T supply type selectedn 1. above.

supplv)

4.Non GST Supplies Declare the value of supplies made under the "Non GST" category for the
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2.18 HSN (HSN Summary)
Sample Files for HSN:

| Summary For HSN(12)
No. of HSN

[ ] TotalValue

Total Taxable Value
-8868.00

Total Integrated Tax
768.00

Total Central Tax

47825.00

86380.00

HSN Description uQc Total Quantity  Total Value Rate Taxable Value Integrated Tax Amount Central Tax Amount State/UT Tax Amount Cess Amount
3401 BAG-BAGS 134300 -10.00 0.25 -6435.00 436.00
1101 DRM-DRUMS 74.00 3.00 -7634.00 637.00 -876.00
45011000 DRM-DRUMS 2000 47835.00 0.10 879.00 786.00
320300 LTR-LITRES -34.00 13.00 4322.00 -6433.00
0101 BOU-BILLION OF Ul 64400 023 0.00 6767.00 -136.00 87436.00 000

Field Details for HSN:

HSN wise summary of goods /services supplied during the tax period

1. HSN*

Enter the HSN Code for the supplied goods or Services. Minimum digit
required to be mentioned in the tax invoice and consequently to be reported
as per notifications. HSN is mandatory for period Mav'21 and onwards.

2. Description

Enter the description of the supplied goods or Services. Description
becomes a mandatory field if HSN code is not provided above. Description
is optional for period Mav'21 and onwards.

3. UQC*

Select the applicable Unit Quantity Code from the drop down. For period
Mav'21 and onwards for servicesi.e. HSN starting with 99, this field may

4. Total Quantity*

Enter the total quantity of the supplied goods or Services- up to 2 decimal
Digits. For period May™21 and onwards for services, i e. HSN starting with
99_this field mav be left blank

5. Total Value

Enter the invoice value of the goods or services-up to 2 decimal Digits.
This field 1s mandatory and applicable onlv #ill April'21 . The valuesaf

Select the Rate of Tax for the HSN selected from the dropdown. This field

HSN &. Rate
hsn Summar
v 6. Taxable Value*®

Enter the total taxable value of the supplied goods or services- up to 2
decimal Digits.

7. Integrated Tax
Amount

Enter the total Integrated tax amount collected/pavable.

8. Central Tax
Amount

Enter the total Central tax amount collected‘pavable.

9, State/UT Tax
Amount

Enter the total State/UT tax amount collected/'payable.

10. Cess Amount

Enter the total Cess amount collected/payable.
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2.19 DOCS (List of Documents issued)

Sample file for uploading DOCS:

Summary of documents issued during the tax period
13)
33 0
Nature of Document Sr. No. From Sr. No. To  Total Number Cancelled
|| Invoices for outward supply B2B-Q4-01 B2B-Q4-08 8 0
|| Invoices for outward supply B2C-Q4-01 B2C-Q4-07 7 0
|| Invoices for outward supply EXP-Q4-01 EXP-Q4-08 8 0
|| Revised Invoice B2B-Q3-01 B2B-Q3-10 10 0
|| Revised Invoice B2C-Q3-01 B2C-Q3-06 6 0
|| Revised Invoice EXP-Q3-01 EXP-Q3-09 9 0
|| Debit Note DC-Q4-01  DC-Q4-07 5 0
Field details for DOCS:
‘Worksheet Name Reference Field name Help Instruction
Details of various documents issued by the taxpaver during the tax period
1. Nature of Document* Select the applicable document type from the drop down.
I ——
5.Total Number* Enter the total no of documents in this particular series.
6.Cancelled No of documents cancelled in the particular series

Note:

e You need to fill up only those sections / sheets which are relevant to you. Ensure that you
delete the existing sample data from other sections and those may be left blank. Do not
change any sheet or field name in the Header or format of the Excel file. Save the excel
sheet after entering the data.

e In case, you need to add multiple line item for single invoice in the excel sheet, the excel
row must have the repeated invoice details which is common for multiple line items like
GSTIN/UIN, Invoice Number, Invoice Date and Place of Supply. Once the excel sheet is
imported, Returns Offline tool takes care of mapping the line item details with respective
invoice. If the repeated invoice details are not together and the same is imported to the
Returns Offline tool, then the mapping of invoice details will be improper.
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Summary For B2B(4)
No. of Recipients. No. of Invoices Total Invoice Value
5 8 1075724.00| 977300.00| 0.00]
Applicable %
| | GSTIN/UIN of Recipient Receiver Name Invoice Number Invoice date Invoice Value Place Of Supply  Reverse Charge of TaxRate Invoice Type E-Commerce GSTIN Rate Taxable Value Cess Amount
24AAACD2391FIZ) Adaequare New Info Pvt FG-B2B-Q4-01 2Jan21 26320.00 24-Gujarat N Regular 12.00 23500.00
SEZ supplies
B4AACCAT120E3Z8 Bizwizard info Selutions FG-B2B-Q4-02 4 Jan-21 382320.00 34-Puducherry N with payment 18.00 324000.00
24AAACD2391FIZ) Adaequare New Info Pvt FG-B2B-Q4-03 7-Jan-21 57984.00 24-Gujarat Y Regular 28.00 45300.00
32ABWPP1023A1Z4 Retra Ventures Private Lt FG-B2B-Q4-04 11-Jan-21 168740.00 27-Maharashtra N Deemed Exp 13.00 143000.00
32AABCTO159K1Z1 MxWeb Infotech FG-B2B-Q4-05 13-Jan-21 83440.00 32-Kerala N Regular 12.00 74500.00
32AHLPP9363B1ZA Indizn Bank FG-B2B-Q4.06 16-Jan-21 272580.00 32 Kerala N Rezular 18.00 231000.00
SEZ supplies
34AACCA7120E3Z8
Bizwizard info Solutions FG-B2B-Q4-07 17-Jan-21 104260.00 34-Puducherry N with payment 28.00 82000.00
SEZ supplies
S4AACCATIZ0ESZE Birwizard info Solutions FG-B2B-Q4-07 17-Jan-21 63720.00 34-Puducherry N with payment 18.00 354000.00
32ABWPP1023A174 Retra Ventures Private Lt FG-B2B-Q4-08 18-Jan-21 197680.00 32-Kerala Y Deemed Exp 12.00 176500.00
32ABWPP1023A174 Retra Ventures Private Lt FG-B2B-Q4-08 18-Jan-21 76700.00 32-Kerala Y Deemed Exp 18.00 65000.00

3. After entering relevant data into relevant worksheets, you can import the worksheets into
Offline Tool. Click the IMPORT FILES button to import the FORM GSTR-
1 Excel_Workbook_Template.xlIsx file in the Returns Offline tool.

Goods and Services Tax Offline Tool V3.0.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C v Q
*® indicates required fields
#Receiver GSTIN/UIN * #Receiver Name #Invaoice No.* 2Invoice Date ® #Total Invoice %Place of Supply Supply Type ® Invoice Type®
Value(¥)* ©
32ABWPP1023A174 Retra Venture FG-B2B-Q4 11-01-2021 [=} 1,68,740.0C 27-Mahara v Intra-State v Deemed Exports v
[::] Select v Select v Select v
< >
DELETE

4, Click the IMPORT EXCEL button.
Note:

e Through Import Returns — All sections in one Go, you can upload invoice data
entered in the respective worksheets for all sections at one go.

e Through Import Returns — One section at a time, you can upload invoice data
entered in the respective sheets one section at a time.

e Click the HELP button to read the instructions and to import excel successfully. On
clicking of HELP button, below page is displayed. After reading the instructions, click
the IMPORT EXCEL button to import the excel.
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Import Data Using Excel and CSV Import

IMPORT DATA USING EXCEL AND CSV IMPORT
Taxpayer can import filled-up Excel or CSV template into the offline tool by using this option (template available in downloaded offline tool zip file).

Note: Quarterly taxpayers opting to furnish invoices using invoice furnishing fadility (IFF) can import details only for following tables:
1. Table 44, 4B, 4C, 6B, &6C - B2B invoices
2. Table 9B - Credit/ Debit notes (Registered) - CDNR
3. Table 9A - Amended B2B invoices
4. Table 9C - Amended Credit/Debit notes (Registered)

IMPORT EXCEL - On dlick of Import excel button, taxpayer can import the filled-up Excel template in the Offline tool.
IMPORT CSV - To import filled up CSV template, taxpayer needs to first select the table from the dropdown and click Import CSV button.

COPY EXCEL - Using this option, taxpayer can copy and paste the details from excel file and import details in tool.

Upon successful impert of excel or CSV file, the details shall be aute populated to respective tables.

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

Select

BACK VIEW SUMMARY

Import Data Using Excel and CSV Import
HELP @

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

Select

BACK VIEW SUMMARY

5. Browse and select the FORM GSTR-1_Excel Workbook to import data from the excel
workbook. Click the Open to import the excel into offline tool.
Note:

e In case you have more than 19,000 invoice data, you need to import the same in
more than one lot. Hence naming the workbook is important to ensure that you Import
data correctly.

e It may be a good practice that you name the Workbooks as per Month for ease of
search and upload before uploading the invoices. Else you may keep all Workbooks
of a month in one sub-folder of FORM GSTR-1/ IFF invoice Folder on your computer.
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1= Choose File to Upload
“ v <« gst_offline_tool (3) » gst_offline_tool

Organize = Mew folder

) MName

» 7 Quick access
Section_wize_CSV_files

v | D J2 Search gst_offline_tool

Date modified

1/22/2021 2:45 PM

Bz T @
Type Size

File folder

g OneDrive - Infosy: |32 GSTR1_Excel Workbook_Template V1.7

142272021 2:45 PM

Microsoft BExcel W...

) 3D Objects

I Deskiop

Documents
> b Downloads

J'ﬁ Music

[&] Pictures

E Videos

=2 0sDisk ()

= Data ()
wo£

- E This PC !@ G5TR2_Excel_Workbook_TermnplateMew_ V...

1/22/2021 2:45 PM

File name: | GSTR1_Excel Workbook_Template V1.7

v| Custom Files (*axls:*xlsn:*.0ds) ~

Microsoft Bxcel W...

6. Click Yes to proceed.

Warning

Are you sure you want to save data?

7. On successful import, a success message is displayed.
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Success

Success! Returns details added.

8. Click the BACK button. Notice that the invoices present in the excel sheet are populated in
the screen. The EDIT button allows to edit the data. The Delete button allows deleting a record
that has been added erroneously. To delete the data, select the checkbox for the invoice and
click the DELETE button.

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section® | B2B Invoices - 44, 48, 4C, 68, 6C ~ Q
® indicates required fields
#Receiver GSTIN/UIN®  #Receiver Name  $1nvoice No.® $1nvaice Date ™ #Totsl Invoice  $Place of Supply  Supply Type™ Tnvaice Type™ Reverse Applicable % of  E-Commerce GSTIN Actions
Value(z)® B charge Tax Rate
IZABWPP1023A174 Retra Venture FG-B28-Q4- 18-01-2021 | @ | | 2.74.380.0( 32-Kerala v Inter-State v Deemed Exports v Select v
I4AACCAT120E3Z8 Bizviizard info FG-B28-Q4- 17-01-2021 | @ | | 1,68.680.0( 34-Pondich v Inter-State v SEZ Supplies with payment v Select v
3ZAHLPPIIEIB1ZA Indian Bank FG-B28-Q4- 16-01-2021 | @3 | 2.72.580.00 32-Kerala v Inter-State v Regular v Select v
32AABCTOIS9KIZI M:Web Infote FG-B28-Q4- 13-01-2021 @8 83,440.00 32-Kerala v Inter-State v Regular v Select v
32ABWPP1023A1Z4 Retra Venture FG-B28-Q4- 11-01-2021 | @3 | 1.68,740.00 27-Mzhara ¥ Intra-State v Deemed Exports v Select v
24ARACD2391FIZ) Adzequars Ne FG-B28-Q4- o7-01-2021 | 8 57,984.00 24-Gujarat Inter-State v Regular v Select v
34AACCAT120E328 Bizvizard info FG-B28-Q4- o4-01-2021 M| | 382,320 34-Pondich ¥/ Inter-State ¥ SEZ Supplies with payment v Select v
24AAACD2391FIZ) Adzequars Ne FG-B28-Q4- o0z-01-2021 M 26,320.00 24-Gujarat ¥ Inter-State ¥ Regular v Select v
Select ~ Select - Select ~ Select v H
<
DELETE

8.1 Errors are displayed, if the excel sheet contains erroneous data.
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Warning

Done! Documents with same document level details have been added.
Do enter same document level information before adding multiple
items. Following documents contain invalid inputs in order to add
multiple items.

B2B: FG-B2B-Q4-07, FG-B2B-0Q4-08

Note:
e Make sure invoices entered in the excel sheet are unique and there are no duplicate
invoice details entered in the excel sheet.
e Date format is in dd-mm-yyyy format.

8.2 Make the corrections and import the rectified excel worksheet again. In case of duplicate
invoices, the existing invoices are updated with the duplicate/ latest invoice data.

Click here to go back to Main Menu
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To copy and paste the invoice data from the Excel workbook sheet wise, perform the following
steps:

1. Open the excel sheet which has Invoice data in the desired format (based on the sample file).

Note: Use of different format of excel template, without validations leads to rejection of data
in the Tool. Hence, taxpayers are advised to use excel templates provided on the GST Portal
to avoid rejection of data. Do not change any field in the Header or format of the Excel
file.

The excel file is_in the same format as prescribed in the respective Return Forms.
Changing fields will lead to error when you upload the data on the GST Portal.

2. Press the Ctrl+C Keys (Shortcut key for copy) on the keyboard to copy the header part and
the data from the excel sheet.

Note: Ensure that the header begins from row 1, column A (i.e., cell Al) along with first 3 rows
the invoices are selected together while copying it. You have to copy paste the invoices
section wise only.

| Summary For B2B(4)

| No.ofRecipients No. of Invaices Total Invaice Value

3 8 1434444 00| 1218800.00| 0.00]
Applicable %

GSTIN/UIN of Recipient Receiver Name Invoice Number Invoice date  Invoice Value Place Of Supply  Reverse Charge of TaxRate Invoice Type E-Commerce GSTIN Rate Taxable Value  Cess Amo
24AAACD2391FIZ) Adaequare New Info Pvt FG-B2B-Q4-01 2-Jan-21 26320.00 24-Gujarat N Regular 12.00 23300.00

SEZ supplies
SAAACCATLIOESZE Bizwizard info Solutions FG-B2B-Q4-02 4-Jan-21 38232000 34-Puducherry N with payment 18.00 324000.00
24AAACD2391FIZ Adaequare New Info Pvt FG-B2B-Q4-03 7-Jan-21 57984.00 24-Gujarat ¥ Regular 28.00 43300.00
SZABWPPLO23A1Z4 Retra Ventures Private Lt FG-B2B-Q4-04 11-Jan-21 168740.00 27-Maharashtra N Deemed Exp 18.00 143000.00
32AABCTO159K1Z1 MzWeb Infotech FG-B2B-Q4-05 13-Jan-21 83440.00 32-Kerala N Regular 12.00 74300.00
32AHLPPI363B17A Indian Bank FG-B2B-Q4-06 16-Jan-21 272380.00 32-Kerala N Regular 18.00 231000.00

SEZ supplies
S4AACCAT120E3Z8 168680

Bizwizard info Selutions FG-B2B-Q4-07 17-Tan-21 34-Puducherry N with payment 28.00 82000.00

SEZ supplies
SAAACCATLIOESZE Birwizard info Solutions FG-B2B-Q4-07 17-Jan-21 16868000 34-Puducherry N with payment 18.00 54000.00
3IABWPPLO2IAIZS Retra Ventures Private Lt FG-B2B-Q4-08 18-Tan-21 274380.00 32-Kerala ¥ Deemed Exp 12.00 176300.00
3XABWPPLO2IALIZS Retra Ventures Private Lt FG-B2B-Q4-08 18-Tan-21 274380.00 32-Kerala T Deemed Exp 18.00 63000.00

Selact Saction” | B2B Inveoices - 44, 48, 4C, 68, 6C v Q
® indicates required fields
SReceiver GSTIN/UIN®  $Receiver Hame  $Inveice No.® 21nvoice Date $Total Invoice  SPlace of Supply  Supply Type® Invoice Type® Reverse Applicable % of  E-Commerce GSTIN Actians
Value(z)* - Charge Tax Rate
- Select v Select v Select v Select v n
< >
Note: Please do not mention the E Commerce Tin while declaring your outward supplies in the worksheets b2b, b2cl, b2cs, b2ba, bacla, b2csa as the related provisions are not yet notified.
BACK

4. Import Data Using Excel and which CSV Import page is displayed. From the Select Section
drop-down list, select the section for you want to upload the invoices. Click the COPY EXCEL
button.
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Import Data Using Excel and CSV Import

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

Ameanded Exports Invoices
Tax Liability{Advances Recieved) - 11A(1), 11A(2)

nt of Advances - 118(1), 118(2)

of Advances
f Outward Supplies - 12

IMPORT CSV
COPY EXCEL

BACK VIEW SUMMARY

Note: Below screen is displayed in case taxpayer has opted for Quarterly filing of Form GSTR-

1/ IFF.

Import Data Using Excel and CSV Import

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

21 i 4A, 4B,
Amended B2B Invoices
Credit/Debit Notes(Registered) - 98
Amended Credit/Debit Notes(Registerad)

IMPORT CSV

COPY EXCEL

BACK VIEW SUMMARY

5. A pop-up window is displayed. In the Click here and press the Ctrl+V Keys to paste data
from Excel field, press the Ctrl+V Keys (Short Cut key for Paste) on the keyboard to paste

the data copied from the excel sheet.
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Copy & Paste Excel

Click here and Ctrl+V to paste data from Excel

Copy B Paste best works with lesser reconds. Using large number of records may send the application in
unresponding state,

6. Confirmation message is displayed. Click the PROCEED button to add the invoices.

Note:

e In-built validations in the Returns Offline tool verifies the data copied by the user. On
successful validation, the invoice data are copied to the offline tool.

e Data that fails these validations can’t be processed further. To validate such invoices, go
back to excel and check if the structure of GSTIN, invoice no. and invoice date entered
are in specified format. Delete the duplicate invoice data if there is any.

o Save the excel workbook and copy and paste the invoice data from the Excel workbook
as you did earlier.

Warning

Are you sure you want to save data?

7. A success message is displayed.
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Success

Success! Returns details added.

8. Click the BACK button. Notice that the invoices present in the excel sheet are populated in
the screen.

Selact Saction® | B28 Invoices - 4A, 4B, 4C, &8, 6C

#Receiver GSTIN/UIN®  ZReceiver Name

15AAAWB0476A1Z1 Test01
12GEOPS08238BZH xyz
12GEOPS08228BZH xyz
12GEOPS08238BZH xyz
12GEOPS08238BZH xyz
12GEOPS08238BZH xyz
12GEOPS08238BZH xyz

DELETE

Goods and Services Tax Offline Tool v2.4

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA WIEW SUMMARY

Vo4

A1001

A/1003

A/1002

A/1001

10004

1-10010

Q

#Invoice Date

06-07-2017

14-07-2017

14-07-2017

14-07-2017

14-07-2017

14-07-2017

15-07-2017

#Total Invoiee

Value(z)®

5,250.00

42,000.00

50,000.00

40,320.00

55,000.00

42,000.00

48,000.00

piace of Supply

37-Andhra v
05-Uttarak v
05-Uttarak v
36-Telangz v
36-Telangz v/

Select v

Supply Type™

Inter-State v

Inter-Gtate v

Inter-State v

Inter-Gtata v

Inter-Gtata v

Inter-State v

Inter-State ¥

Select

t

SEZ Supy

Deemed

Regular

Regular

Regular

plies with payment

Exports

Deemed Exports

SEZ Suppl

Select

plies without payment

everse  Applici
harge T

able % of  E-Commerce GSTIN Actions
ax Rate

65.00

Sele

Sele

Sale

Sale

ct

ct

ct

ct

Salact

Sele

Sele

ct

ct

-

(- - - BN |

9. The EDIT button allows to edit the data. The Delete button allows deleting a record that has
been added erroneously. To delete the data, select the checkbox for the invoice and click the

DELETE button.
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IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA

VIEW SUMMARY
Select Section® | B2B Invoices - 44, 48, 4C, 68, 6C h Q
® indicates required fields
SReceiver GSTIN/U SReceiver Name  SInvoice No.™ nvoice Date®  STotal Inveice  $Place of Supply  Supply Type™ Invoice Type * Reverse Applicable % of  E-Commerce GSTIN Actions
Value(2)* - Charge Tax Rate
32ABWPP1023A1Z4 Retra Venture | | FG-828-Q4 18-01-2021 | @ | 2.74.380.00 32-Kerala v Inter-State ¥ Desmed Exparts Select v
34AACCAT120E278 Bizwizard info | | FG-B28-Q4 17-01-2021  #8  1,68,680.00 24-Pondich v Inter-State v SEZ Supplies with payment Select Vv .
32AHLPPIZEIB1ZA Indian Bank FG-828-Q4 16-01-2021 | @ | 2.72,580.00 22-Kerala v Inter-State v Regular Select W
32AABCTO159K1Z1 Mieb Infote || | FG-B28-Q4 13-01-2021 | @ 83,440.00 32-Kerala v Inter-State ¥ Regular Select
327ABWDP10234174 Retrs Ventura | | FG-B28-04 11-01-2021 | §§ | 1.68,740.00 27-Mahara v Intra-State v Deemed Exports Select v
24AAACD2391FIZ) Adaequare Ne | | FG-B28-Q4 07-01-2021 57,984.00 24-Gujarst v Inter-State v Regular Select W
34AACCA7120E328 Bizwizard info | | FG-B28-Q4 04-01-2021 | M | 3.82.320.00 34-Pondich ¥ Inter-State ¥ SEZ Supplies with payment Select .
24AAACD2351FIZ) Adaequare Ns | | FG-B28-Q4 02-01-2021 26,320.00 24-Gujarst ¥ Intar-State ¥ Regular Select ¥
x =] Select v Select v Select Select
< >
DELETE
10. To delete all data, click the DELETE ALL DATA button.
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®| 828 Invoices - 4A. 48, 4C, 68, 6C A Q
dicates requirad fislds
SReceiver GSTIN/U: SReceiver Name  $Invoice No.™ SInvoice Date #Total 10w SPlace of Supply  Supply Type ™ Invoice Type® Reverse  Ap: E-Cammerce GSTIN Actions
value(®)* = Charge Tax Rate

32ABWPP1023A1Z4
34AACCAT120E378
32AHLPPI36381ZA
32AABCTO159K1ZT
32ABWPP1023A174
24AAACD23591FIZ]
24AACCAT120E3Z8

24AAACD2391F1Z]

DELETE

Retra Venture

Bizwizard info

Indian Bank

MxWeb Infote

Retra Venture

Adaequare Ne

Bizwizard info

Adaequare Ne

FG-B28-Q4

FG-828-Q4

FG-828-Q4

FG-828-Q4

FG-828-Q4

FG-828-Q4

FG-B828-Q4

FG-B828-Q4

18-01-2021

17-01-2021

16-01-2021

13-01-2021

11-01-2021

07-01-2021

04-01-2021

02-01-2021

2,74,380.00

1,68,680.0

2,72,580.0

83,440.00

1,68,740.0

57,984.00

3,82,320.00

26,320.00

32-Kerala v

34-Pondick v

32-Kerala v

32-Kerala v

27-Mahara v

24-Gujarat v

34-Pondich ¥

24-Gujarat v

Select v

Inter-State v

Inter-Stata v

Inter-Stata v

Inter-State v

Intra-State ¥

Inter-State ¥

Inter-State ¥

Inter-State ¥

Select W

Deemed Exports

SEZ Supplies with payment

Regular

Regular

Deemed Exports

Regular

s with payment

Regular

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Click here to go back to Main Menu
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To import the invoice data from the CSV file (CSV files are part of Returns offline tool downloads),
perform the following steps:

1.

Open the CSV template downloaded as part of Returns Offline tool and create data in CSV
file for the applicable section of the return.

Note: The data in the CSV file must be in the same format as prescribed in the respective

Return forms. Format is available in the sample CSV file. The process to enter details is same
as explained above for excel sheets. Click here to know more.

Click the IMPORT FILES button to import the CSV file in the Returns Offline tool.

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section® | B2B Invoices - 4A, 4B, 4C, 68, 6C ~ Q
*® indicates required fields
SReceiver GSTIN/UIN®  $Receiver Name  $Invoice No.® S1nvoice Date $Total Invoice  $Place of Supply  Supply Type® Tnvoice Type ™ Reverse Applicable % of  E-Commeree GSTIN Actions
Value(z)* - charge Tax Rate
=] Selsct v Select v Select M Select v u
< >

Note: Please do not mention the E Commerce Tin while declaring your outward supplies in the worksheets b2b, b2cl, b2cs, b2ba, b2cla, b2csa as the related provisions are not yet notified.

BACK

From the Select Section drop-down list, select the appropriate section. Under Return Import
- One section at a time section, select the IMPORT CSV button.

Import Data Using Excel and CSV Import

Import Returns - All sactions in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

) Invo
B2C(Small) Details - 7
Amended B2C{Small) Details
[

Debit Notes(Regi
led Cradit/Debit

Unr
it/Debit Notes({Unregisterad)

- 11A(1), 11A(2)
Recieved

ces
Adjustment of (1), 118(2)
Amended Adjustment of Advance:

HSN-wise Summary of Outward Supplies - 12
Nil Rated Invaices

Documents Issusd

IMPORT CSV
COPY EXCEL

BACK VIEW SUMMARY

Note: Below screen will be displayed in case taxpayer has opted for Quarterly filing of Form
GSTR-1/ IFF.
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Import Data Using Excel and CSV Import

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

Seloct
B2E Invaices - 4A, 48, 4C, 68, 6C
Amended BI85 3

Credit/Dabit N gisterad) - 98
Amendad Cradit/Debit Notes(Registerad)

IMPORT CSV

COPY EXCEL

BACK VIEW SUMMARY

Browse and select the applicable CSV file to import data from CSV. Click Open to import the
csv file.

% Choose File to Upload

A <« Section_wise_C5V_files » GSTR1

Organize « Mew folder
~ Mame
#F CQuick access
!@ at
@ OneDrive - Infosy: ) ata
[ This PC E3 atad)

!@ atadja

w & je

Date modified

J22/2021 2:45 PM
1/22/2021 2:45 PM
1/22/2021 2:45 PM

J22/2021 2:453 PM

Search G5TR1

Bz » [

Type

Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...

Microsoft Excel C...

B 3D Objects

{883 b2b

1/25/2021 3:36 PM

Microsoft Excel C...

I Desktop B blba
Documents @ b2cl

* Downloads !@ bicla
J') Music @ b2cs
[&] Pictures @ blcsa
E Videos @ cdnr

!@ cdnra
= 05Disk (C)

!@ cdnur
= Data (D) S
v £

[22/2021 2:45 PM
f22/2021 2:45 PM
1/22/2021 2:45 PM
1/22/2021 2:45 PM
1/22/2021 2:45 PM
1/22/2021 2:45 PM
J22/20271 2:45 PM

f22/2021 2:45 PM

4 fmm AT T AF ME

File name: |b?_b

Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...

Microsoft Excel C...

B a- L [

v| Custom Files (*.csv)

Designed and Developed by GSTN

5. A confirmation message is displayed. Click the Yes button to save imported invoice details.
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Warning

Are you sure you want to save data?

6. On successful import, a success message is displayed.

Success

Success! Returns details added.

7. Click the BACK button. Notice that the invoices present in the csv file are populated in the
screen. The EDIT button allows to edit the data. The Delete button allows deleting a record
that has been added erroneously. To delete the data, select the checkbox for the invoice and
click the DELETE button.
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IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section® | B2B Invoices - 44, 48, 4C, 68, 6C h a
® indicates required fields
SReceiver GSTIN/UIN®  SReceiver Name  SInvoice No.® nvoice Date STotal Invoice  Place of Supply  Supply Typs™ Invoice Type ™ Reverse Applicable % of  E-Commerce GSTIN Actions
Value(2)* - Charge Tax Rate
32AEWPP1023A1Z4 Retra Vantura FG-E28-Q4 18-01-2021 @ 2,74,380.00 32-kerals v Inter-Stats v Desmed Exports - Select v
34AACCAT120E278 Bizwizard inf FG-B28-Q4 17-01-2021 B4 1,68,680.00 24-Pondich v Intar-State v SEZ Supplies with payment v Select
32AHLPPI363B1ZA Indian Bank FG-828-Q4 16-01-2021 | @ 2,72,580.00 32-Kerala v Inter-State v Regular v Select ¥
32AABCTO159K1Z1 e Infote FG-B28-Q4 13-01-2021 | 9 83,440.00 32-Kerala v InterState Regular - Select
327ABWDP10234174 Retra Ventura FG-B28-04 11-01-2021 8§ 1,68,740.00 27-Mzhara v Intra-State v Deemed Exports - Select ™
24AAACD2391FIZ) Adaequare Ne FG-828-Q4 07-01-2021 57,984.00 24-Gujarat v Inter-State v Regular v Select W
34AACCA7120E328 Bizwizard info FG-E28-Q4 04012021 M 3,82,320.00 34-Pondich v/ Inter-Stat= SEZ Supplies with payment v Select v
24AAACD2351FIZ) Adaequare Ns FG-B28-04 02-01-2021 26,320.00 24-Gujarst ¥ Intar-Stats Regular v Select W
=] Select v Select v Select v Select n
<
DELETE

e Make sure invoices entered in the excel sheet are unique and there are no duplicate
invoice details entered in the excel sheet.
e Date format is in dd-mm-yyyy format.

8. Make the corrections and import the rectified CSV again. In case of duplicate invoices, the
existing invoices are updated with the duplicate/ latest invoice data.

9. Click the VIEW SUMMARY button to generate the file containing the invoices uploaded here.

Designed and Developed by GSTN Page 76 of 117



GOODS AND SERVICES TAX \2TW

Returns Offline Tool

32ABWPP1023A1Z4
34AACCA7120E3Z8
32AHLPPIZE3B1ZA
32AABCTO159K1Z1
32ABWPPL023A1Z4
24AAACD2391FIZ)
34AACCAT120E3Z8

24AAACD2391FIZ)

DELETE

Select Section®|  B28 Invoices - 44, 4B, 4C, 68, 6C

ZReceiver GSTIN/UIN®  SReceiver Name

Retra Venture

Bizwizard info

Indian Bank

MexWeb Infote

Retra Venture

Adaequars Ne

Bizwizard info

Adaequare Ne

Slnvoice No.*

FG-B28-Q4-

FG-B28-Q4-

FG-B28-Q4-

FG-B28-Q4

FG-B28-Q4-

FG-B28-Q4

FG-B28-Q4

FG-828-Q4-

Q

$Invoice Date*

18-01-2021

17-01-2021

16-01-2021

13-01-2021 @4

11-01-2021 | &

07-01-2021 | @8

04-01-2021 | M

02-01-2021 | M

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

£Total Invoiee

Value(t)*

2,74,380.00

1,68,680.00

2,72,580.00

83,440.00

1,68,740.0

57.984.00

3,82,320.00

26,220.00

2Place of Supply
32-Kerala v
34-Pondich v
32-Kerala ¥
32-Karals ¥
27-Mahara v
24-Gujarat
34-Pondich v
24-GujarstV

Select v

Supply Type *

Inter-State

Inter-State

Inter-State v

Intar-State

Intra-State v

Intar-State v

Inter-State

Inter-State ¥

Select ~

* indicates required fields

Invoice Type™ Reverse able % of  E-Commerce GSTIN Actions
Tax Rate
Deemed Exports v Select v
SEZ Supplies with payment v Select v

Regular v Select v .

Regular v Select v
Deemed Exports v Select v
Regular v Select v
SEZ Supplies with payment v Select v

Regular ~ Select ¥ .
Select v Select v a

Note:

e To delete single record, Select the checkbox against the record and click delete.

W

<

DELETE

er GSTIN/UIN®

32AHLPPI363B1ZA

32AABCTO153K1ZT

32ABWPP1023A174

24AAACD2331FIZ]

I4AACCATI20E3ZE

24AAACD2331FIZ]

SReceiver Name

Indian Bank

MxWeb Infote

Retra Venture

Adaegquars Ne

Bizwizard info

Adaequare He

Goods and Services Tax Offline Tool V3.0.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section” 828 Invoices - 44, 48, 4C, 6B, 6C

SInveice No.®

FG-B2B-Q4

FG-B2B-Q4

FG-B2B-Q4

FG-B2B-Q4

FG-B2B-Q4

FG-B2B-Q4

$1nuoice Date ™

16-01-2021 | @

13-01-2021 @4

11-01-2021 @4

07-01-2021 @9

04-01-2021 | @

02-01-2021 4

£Total Invoice

Value(z)*

2,72,580.00

83,440.00

1,68,740.0(

57,984.00

3,82,320.0(

26,320.00

#place of Supply
32-kerals v
32-Kerala ¥
27-Mahara v
24-Gujarst v
34-Pondich v
24-Gujarat v

Select v

* indicates required fields

Supply Type * Invoice Type® Reverse Applicable % of  E-Commerce GSTIN Actions
e Tax Rate

Inter-State ¥ Regular v Select v
Inter-State ¥ Regular v Select v .
Intra-State ¥ Deemed Exports v Select ¥
InterState ¥ Regular ~ Select v
Inter-State v SEZ Supplies v Select v
Inter-State ¥ Regular v Select v
Selact ~ Salect N Selact V¥ n

e You can delete all the data uploaded in all sections of the Offline tool with DELETE

ALL

DATA.
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IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®| B28 Invoices - 4A, 4B, 4C, 68, 6C h Q
tes required field:
SReceiver GSTIN/UIN® | SReceiver Name  $InvoiceNo.®  &lnvoiceDate®  STotalInvoice  SPlsce ofSupply  Supply Type® Invoice Type = Reverse Applicable % of  E-Commerce GSTIN Actions
e - charge | TaxRate
32AHLPPIIEIBIZA Indian Bank FG-B2B-Q4 16012021 | @ | | 27258000 ||| 32Kerals v Inter-State v Regular v Select v
32AABCTO155K1Z1 MiWeb Infote | | FG-B2B-4 13012021 | @ 83,440.00 | | 32-Kerals v Inter-State v Regular v Select v
32ABWEP1023A1Z4 | Ratra Venturs | FG-B2B-04 11012021 | @3 | | 1,68,740.0¢ | || 27-Mahars v Intrs-Stats v Desmed Exparts v Select v
24ARACD2391FIZ) Adaequare Ne FG-B28-04 07-01-2021 | B9 57,584.00 24-Gujarat v Intar-Stats v Regular v Salact v
I4AACCAT120E378 Bizwizard info FG-B28-04 04-01-2021 | B3 3,82,320.00 34-Dondick v Intar-Stats v SEZ Supplies with payment v Salact v
24AAACD2391FIZ) AdasquareNe | | FG-B2B-Q4 | | 02012021 | @ 26.320.00 || | 24-Gujarat Inter-State v Regular v Select v
a Select v Select v Select v Select ¥ u
< >
DELETE

e Clear Section Data is used to delete section wise data. Select the section for which
ou wish to delete the data from the drop-down list. Click CLEAR SECTION DATA.

- e o Garvices: T

E
1§

TS R ey SRS BTt fewriir  PPnn ! B Syt 0000 e H " ey Appiates ¢ fammarns EHTHm

10. Click the VIEW SUMMARY button to generate the file containing the invoices uploaded here.
Summary is displayed. Number of invoices against relevant sections of the Return is
displayed.
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Summary
Seetion Name M. OF Invaices Total Central Tax Amount(Z) Total State/UT Tax Amount{?)
B28 Invoicss - 48, 48, 4C, 68, 6C 8 12,870.00 12,870.00
Amended B28 T 10 4,770.00 4,770.00
B2C(Largs) Invoices - 5A, 5B 7 0.00 0.0
Amended B2C{Largs) Invoi 5 0.00 0.0
B2C(Small) Details - 7 7 4,050.00 4,050.00
Amended B2C{Small) Details ] 0.00 0.0
Cradit/Debit Motes(Registered) - 5B 1 -1,170.00 -1,170.00
Amended Cradit/Debit Notes(Registered) [ -395.00 -295.00
Debit Notas(Unregistared) - 9B 7 0.00 0.00
Amended Credit/Debit Notes{Unreg 8 0.00 0.00
Exports Invoices - 64 a 0.00 0.00
Amended Exports Invoices 3 0.00 0.00
Tax Liability(Advances Recievad) - 11A(1), 11A( 5 2,451.00 8,491.00
Aamended Tax Liability(Advances Rech 4 8,190.00 8,190.00
Adjustment of Advances - 118(1), 11B(2) 4 4,044.00 4,044.00
amended Adjustmant of Advances 3 2,100.00 2,100.00
HSN-wise Summary of Outward Suppl 3 78,318.00 78,318.00

MNotes Summary doesn't capture for sections "Nil Rated Invaices’ and 'Documents Tssued’ as no Tax/TTC is applicable for it; however generated file would consist of data saved in those sections

Total Integrated Tax Amount(¥} Total CESS(2)
1,44,340.00 0.00
1,84,785.00 0.00
3,72,720.00 0.00
1,87,135.00 0.00
1,00,510.00 0.00

0.00 0.00
2,465.22 0.00
-210.00 0.00

-4,480.00 0.00

950.00 0.00
88,500.00 0.00
46,140.00 0.00
€2,715.00 0.00
55,050.00 0.00
5,070.00 0.00
10,560.00 0.00
7,40,170.00 0.00

Click here to go back to Main Menu
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Once you have checked the summary, you are ready to generate the JSON file, of all details
entered, to be uploaded on GST Portal. To generate JSON file, perform the following steps:

1. Click the GENERATE FILE button.

Note: Size of generated JSON file must not be greater than 5 MB.

If the JSON file is more than 5 MB, then:

o Delete some of the invoices in order to generate the JSON again with file size less than 5
MB.

e As a next step, you can add the deleted invoices afresh in the returns offline tool and
generate the JSON file again, to upload the same on the GST Portal.

e You can follow the same process to generate multiple JSON files with file size less than 5
MB unless all invoices are converted into JSON format to be uploaded on GST Portal.
You must be careful while naming the saved JSON files to distinguish them.

Goods and Services Tax Offline Tool V3.0.0 27

Summary
Section Hame No. Of Invaices Total Central Tax Amount(Z) Total State/UT Tax Amount(1) Total Integrated Tax Amount(t) Total CESS(Z)
B28 Invoices - 4A, 48, 4C, 68, 6C 8 12,870.00 12,870.00 1,44,340,00 0.00
Amended B2B Invoices 10 4,770.00 4,770.00 1,84,785.00 0.00
B2C(Large) Invoices - 5A, 5B 7 0.00 0.00 3,72,720.00 0.00
Amended B2C{Large) Invoices 5 0.00 0.00 1,87,135.00 0.00
B2C(Small) Detsils - 7 7 4,050.00 4,050.00 1,00,910.00 0.00
Amended B2C(Small) Details 5 0.00 0.00 0.00 0.00
Cradit/Debit Nots: =red) - 5B 1 -1.170.00 -1,170.00 2.469.22 0.00
Amended Cradit/Debit Notes(Registered) 5 -395.00 -395.00 -310.00 0.00
Credit/Debit Nota: 7 0.00 0.0 -4,480.00 0.00
Amended Cradit/Debit Notes(Unregistared) a 0.00 0.00 550.00 0.00
Exports Invoices - 6A 8 0.00 0.0 £8,500.00 0.00
Am Exports Invoices 3 0.00 0.00 46,140.00 0.00
Tax Liability(Advances Reci [ 8,491.00 8,491.00 62,715.00 0.00
Amended Tax Liability(Adv 4 8,190.00 8,150.00 55,050.00 0.00
Adjustment of Advances - 118 4 4,044.00 4,044.00 5,070.00 0.00
Amended Adjustment of Advances 3 2,100.00 2,100.00 10,560.00 0.00
HSN-wise Summary of Outward Supplies - 12 3 78,318.00 78,218.00 7.40,170.00 0.00

MNote: Summary dossn't capture for sections 'Nil Rated Invoicss’ and 'Documents Issusd’ as no Tax/ITC is applicable for it: howsver genersted file would consist of data saved in those sections

BACK GENERATE FILE

2. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be
saved on your computer for uploading the same on GST portal. Click the Save button.
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Do you want to open or save this file?

E Mame: ..urns_23012021_R1_Z7TELJIP1168B1Z6_offline json
Type: Application, 20,0 KB
From: localhost

Open I Save I | Cancel I

File Download )4

harm your computer. f you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
gave this file. What 's the rigk ¥

3. Browse and select the path to save the .JSON file which needs to be uploaded in the GST

Portal.
Save As 4
+ « Downloads » gst_offling_tool w ¥} Search reap_gst_offline_tool
Organize Mew folder (2]
G5TR1 o Mame Date modified Type
@/ Newfolder gst_offline_tool 8/14/2020 1:15 PM File folder
reap_gst_offline
reap_gst_offline,

O OneDrive - Infosy:

I This PC
B 30 Objects
B Desktop
|%] Documents
4 Downloads
B Music

v 4

File name: I returns_14082020_R1_18AAAASDTIZANZR offline

Save as type: | JSOM File

# Hide Folders Save

Note: Tool will create JSON file with same name format, in case second lot of invoices are
uploaded in the Returns Offline tool for the same month and a new JSON file is generated. So,

you need to rename the file manually every time.

Click here to go back to Main Menu

Designed and Developed by GSTN
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After generating the JSON successfully, you need to upload json file on the GST Portal. To upload
the .json file on GST Portal, perform the following steps:

1. Access the https://gst.gov.in/ URL. The GST Home page is displayed. Login to the GST Portal
with valid credentials. Click the Services > Returns > Returns Dashboard option.

Dashboard GST Law Downloads ~ Search Taxpayer - Help and Taxpayer Facilities e-Invoice
Registration Ledgers Payments User Services Refunds e-Way Bill System Track Application Status

Wiew Filed Returns ¥
Track Return Status Transition Forms
ITC Forms Annual Return
TDS and TCS credit received Tax liabilities and ITC comparison

Opt-in for Quarterly Return

Not Filed

GSTRA | IFF A v = oran U - Lhne U o
Hot Filed Hot Filed

Quick Links
GSTR3B - Oct - 2020 Nov - 2020 Dec - 2020

Not Filed Not Filed Not Filed Check Cash Balance

Liability ledger
Credit ledger

| You can navigate to your chosen page through navigation panel given beiow

RETURN DASHBOARD » CREATE CHALLAN > VIEW NOTICE(S) AND ORDER(S} »
ANNUAL RETURN »

2. The File Returns page is displayed. In the Financial Year drop-down list, select the financial
year for which the return has to be uploaded. In this example, we will select this as 2020-21.
In the Quarter and Period drop-down list, select the relevant quarter and period for which the
return has to be uploaded. In this example, we will select Quarter 4 (Jan - Mar) and period as
January. Click the SEARCH button.

Dashboard = Returns @ English
File Returns

cted quarterly return filing and has not filed GSTR-1 quarterly has been enabled. GSTR-2A can now be downloaded in excel/CSV format for your reference an

® Indicates Mandatory Fields

Financial Year® Quarter® Period*

2020-21 V| | Quarter 4 (Jan - Mar) V| | January V| SEARCH

Note: In case the taxpayer have opted for quarterly filing of Form GSTR-1/ IFF, then for this
example we need to select 2020-21, Quarter 4 (Jan - Mar) and January(M1)/ February(M2)/
March(M3) as the case may be.
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3. Applicable returns of the selected tax period is displayed. In the Outward Supplies made by
the Taxpayer FORM GSTR-1/ IFF tile, click the Prepare offline button.

Details of outward supplies of goods

or services
G5TR1

Due Date -

PREPARE ONLINE PREPARE OFFLINE

Note: Below screen will be displayed only for taxpayers who have opted for quarterly filing of
Form GSTR-1/ IFF.

Details of outward supplies of goods
Oor services

Invoice Furnishing Facility

Optional

End Date - 13/02/2021

PREPARE ONLINE PREPARE OFFLINE

4. The Upload page is displayed. Click the Choose File button.
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Offline Upload and Download for GSTR1

Download

aded data (invoice data or other record) fails validation, an Error File will be created on the online portal for only those records which fail. Please download

Invoice Upload

Choose File [No file chosen

| BACK TO FILE RETURNS |

Note: Below screen will be displayed only for taxpayers who have opted for quarterly filing of
Form GSTR-1/ IFF. Click the HELP button to read the instructions and upload/ download JSON
successfully on the GST Portal.

Offline Upload and Download for IFF

Download

woice data or other record) fails validation, an Error File will be created on the online portal for only those records which fail. Please download the error file

Invoice Upload

Choose File |No file chosen

| BACK TO FILE RETURNS |

5. Browse and navigate the file .JSON to be uploaded from your computer. Click the Open button.
Note: In case taxpayer have more than one JSON file or the JSON file is of size more than 5 MB,
then they must upload it in multiple chunks.
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€ Open X
L = v P <« Downloads » gst_offline_tool (3) W [w) 2 Search gst_offline_tool (3)

Organize = Mew folder ==~ [H o
A - .
@ OneDrive - Infosy: Mame Date modified Type
=t_offline_tool 1/22/2021 2:45 PM File folder
= This PC - = :
T returns_23012021_R1_27KLJIP1168B1ZB_o... 1/25/2021 4:21 PM JS0OM File
_,. 3D Objects
B Deskiop
Documents
‘ Downloads
J‘J Music
& Pictures
B videos
25 OSDisk (C:)
o= Data (D:)
LU 4 >
File name: | returns_25012021_R1_27KLJIP1168B1ZB_offlin ~ | | All Files v/
I Open I | Cancel |

6. After uploading the invoices on GST Portal, a reference ID Number will be generated, and the
status of invoice will display as In-Progress.

Offline Upload and Download for GSTR-1

Download

@ Your JSON file has been uploaded successfully. The validation process may take up to 15 minutes. Please revisit accordingly. .

In case uploaded data (invoice data or other record) fails validation, an Error File will be created on the online portal for only those records which
Invoice Upload
Choose File | No file chosen
Upload History

Date Time Reference id Status Error Report

27/01/2021 12:24:06 703bb254-043e-4777-81f5-198e525bb4d4 In-Progress NA

BACK TO FILE RETURNS
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Note: Below screen will be displayed only for taxpayers who have opted for quarterly filing of
Form GSTR-1/ IFF.

Offline Upload and Download for IFF

Download

@ Your JSON file has been uploaded successfully. The validation process may take up to 15 minutes. Please revisit accordingly. . x

error file and view it in the Offline tool to correct the same. After making required correction, please prepare 1SON file following the same process as that fi
Invoice Upload

Choose File | Mo file chosen

Upload History

Date Time Reference id Status Error Report
5763ab62-019f- In-
27/01/2021 12:47:27 4c35-9505- Proaress NA
efal267768383 g

| BACK TO FILE RETURNS |

After validating the invoices, the message is displayed as invoices are being processed.

Offline Upload and Download for GSTR-1

Download

In case uploaded data (invoice data or other record) fails validation, an Error File will be created on the online portal for only those records which
Invoice Upload
No file chosen
Upload History
Date Time Reference id Status Error Report

27/01/2021 12:24:06 703bb254-043e-4777-81f5-198e925bb4d4 Processed NA

| BACK TO FILE RETURNS |

Note: Below screen will be displayed only for taxpayers who have opted for quarterly filing of
Form GSTR-1/ IFF.

Designed and Developed by GSTN Page 86 of 117



GOODS AND SERVICES TAX 1ETWORK Returns Offline Tool

Offline Upload and Download for IFF

Download

In case uploaded data (invoice dat
Invoice Upload
No file chosen
Upload History
Date Time Reference id Status Error Report

1c877d2f-8ecf-
27/01/2021 13:59:2%9 4506-851a- Processed NA
7949091e6df2

| BACK TO FILE RETURNS ‘

Note: There will a gap of few minutes between the time you upload the invoice data on the GST
Portal, and it appears under the relevant section on the Returns dashboard. After upload, a
transaction ID is generated, against which you can track your upload processing status. This
happens as the GST Portal will perform the following processing functions before adding the
invoice in respective section and enabling you to see the data populated in the relevant tables of
FORM GSTR-1/ IFF:

e Correctness of GSTIN of receivers (Valid GSTINs etc.)

o Duplicate entries of Invoice number for all returns filed by you in past months of the

Financial Year in which you are filing the data
e Other sanity checks on the data uploaded by you

Go to the B2B invoices in the FORM GSTR-1/ IFF tile. Notice the B2B invoices are uploaded.

Dashboard - Returns - GSTR-1/IFF - B2B @ English

B2B Invoices - Summary

Uploaded by Receiver Modified by Receiver Rejected by Receiver
Processed Invoices Display/Hide Columns: |:|
Invoice Invoice Total Invoice Total Taxable Integrated Central tax State/UT Cess Source Actions
No. Date Value () Value (T) Tax (%) (%) Tax (%) (%)
FG-B2B-
Q4-04 11/01/2021 1,68,740.00 1,43,000.00 25,740.00 0.00 0.00 0.00 I'd

BACK ADD DETAILS

Similarly, you can view uploaded invoices for other sections as well.

Note: In case data uploaded through JSON on GST Portal (invoice data or other record) fails
validation, an Error Report will be created on the GST Portal for only those records which have
failed validations. Click here to know about ERROR FILES

Click here to go back to Main Menu
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In case data uploaded through JSON on the portal (invoice data or other record) fails
validation as defined in the GST Portal, an Error File will be created for only those records
which have failed validations. The error file will be available in a hyperlink as given in the
below screen on the upload offline page in the GST Portal, after login. Initially the Status of
the error file will be shown as In-Progress.

Offline Upload and Download for GSTR-1

Download

e error file and view it in the Offline tool to correct the same. After making required correction, please prepare JSON file following the same process as that
Invoice Upload
Choose File | No file chosen
Upload History

Date Time Reference id Status Error Report

27/01/2021 17:54:07 4cSedb44-76df-45c1-94b8-18a211b672e2 NA

| BACK TO FILE RETURNS

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.

Offline Upload and Download for IFF

Download

@ Your JSON file has been uploaded successfully. The validation process may take up to 15 minutes. Please revisit accordingly. . b4

error file and view it in the Offline tool to correct the same. After making required correction, please prepare 1SON file following the same process as that fi
Invoice Upload
Choose File | No file chosen

Upload History

Date Time Reference id Status Error Report
5763ab62-019f- In-
27/01/2021 12:47:27 4c35-9505- NA
Progress

efal26776883

BACK TO FILE RETURNS
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After some time, the Status will be changed to Processed or Processed with Error. If the
JSON uploaded on GST Portal is successfully validated, then the status will change to
Processed. In case uploaded JSON fails validation, then the status will change to

Processed with Error and the Error Report column will display a link to Generate error
report.

Offline Upload and Download for GSTR-1

Download

2 on the GST portal. The JSON file will be validated again and will be taken in by the system if found OK.

Invoice Upload

Choose File | No file chosen

Upload History
Date Time Reference id Status Error Report
27/01/2021 17:54:07 4c9edb44-76df-45c1-94b8-18a211b672e2
Processed
. Generate error report
with Error

| BACK TO FILE RETURNS

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.

Offline Upload and Download for IFF

Download

In case uploaded data (invoice data or other record) fails validation, an Error File will be created on
Invoice Upload

Choose File | No file chosen

Upload History

Date Time Reference id Status Error Report
ef75018e-5369-

Processed
27/01/2021 15:53:35 4d63-8233- with Error Generate error report
8a96b58e48bb

| BACK TO FILE RETURNS |

2. Once the error report is generated, the Error Report column will display a link to Download
error report.
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Offline Upload and Download for GSTR-1

Download

= on the GST portal. The JSON file will be validated again and will be taken in by the system if found OK.
Invoice Upload

Choose File | No file chosen

Upload History

Date Time Reference id Status Error Report
27/01/2021 17:54:07 4c9edb44-76df-45c1-94b8-18a211b672e2 d
Processe Download error report
with Error

| BACK TO FILE RETURNS

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.

Offline Upload and Download for IFF

Download

In case uploaded data (invoice data or other record) fails validation, an Error File will be created on
Invoice Upload

Choose File | No file chosen

Upload History

Date Time Reference id Status Error Report
ef75018e-5369- Processed
27/01/2021 15:53:35 4d63-8233- with Error Download error report
B8a96b58e48bb

| BACK TO FILE RETURNS |

3. The error file can be downloaded from the link and errors can be viewed in the Offline tool to
correct the same. Let us take an example where error file is already generated, and you need
to open it using the Returns Offline tool. To open error file using the Returns Offline tool,
double click the Offline tool icon on your desktop, the Offline tool Home Page will be
displayed.

4. Inthe Open Downloaded Error file from GST portal tab, click the OPEN button.
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Goods and Services Tax Offline Tool V3.0.0

upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal
NEW OPEN OPEN

Instructions

NEW button: To upload new invoice/other data for return. Taxpayer OPEN button: To open return file downloaded from GST portal ta OPEN button: To open error file downloaded from GST portal to correct
can upload invoice data as many times as needed. accept, reject, modify and add missing invoice details. the invoice data rejected by GST system.
Overview +
Version Information +
Features +
E-filing Steps +
Important Note: If the JSON file size is more than SMB the tool creates multiple 1SON files. The JSON files can be downloaded and need to be uploaded on the portal, one at a time.
5. Browse and select the downloaded error file in zip format and click the OPEN button.
£ Choose File to Upload *
Uk ‘ » ThisPC » Downloads W [w] ' Search Downloads
Organize - Mew folder = O @
- Mame Date medified Type il
3+ Quick access
~ Yesterday (2)
# Onelrive - Infosy: -
%) returns_270120271_R1_27KLJIP1168B1ZB_e... S2772021 1:14 PM Compressed (zipp...
= This PC gst_offline_tool (3] 1/27/2021 3:06 PM File folder
- 30 Objects
Il Desktop
=| Documents
; Downloads
J‘) Music
&= | Pictures
m Videos
oo 08Disk ()
ae Data ([v) i
wo £ >
File name: | returns_27012021_R1_27KLJIP1168B1ZB _errorReport ~ | Custom Files (*.zip) e
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6. Details of the file which have you have downloaded from the GST Portal is displayed.
7. Select Yes or No if you are SEZ Taxpayer. Select Yes or No if you are Quarterly Taxpayer.

Click the PROCEED button.

Goods and Services Tax Offline Tool v3.0.0

Select the details of file which you have downloaded from GST portal

GST Statement/Returns® GSTIN of Supplier® Financial Year®

GSTR-1/IFF A 27KUIP1168B1ZB 2020-21 hd
Tax Period *

January v
|15 SEZ Taxpayer?®  Yes Mo |
IIs taxpayer Quarterly filer?®  Yes No I

BACK PROCEED

8. The sections where there are errors are only populated in the summary page. Click the section
hyperlink to view the errors.

Goods and Services Tax Offline Tool v3.0.0

Summary

Section Name No. Of Invoices Total Central Tax Amount(Z) Total State/UT Tax Amount(%) Total Integrated Tax Amount(Z) Total CESS(¥)
B2B Invoices - 4A, 4B, 4C, 68, 6C 1 0.00 0.00 32,880.00 0.00
Credit/Debit Notes(Registered) - 9B 7 1,170.00 1,170.00 3.88 0.00

BACK GENERATE FILE

9. Notice that the error message is displayed against the respective Invoice number. Read each
error message carefully and then click the EDIT button to edit the details and make the

required corrections in the invoices/details.

GSTR-1/IFF | 27KUIIP11688178

oods and Services Tax Offline Tool V3.0.0

VIEW SUMMARY

Select Section® | B2B Invoices - 44, 4B, 4€, 68, 6C - Q
%Receiver GSTIN/UIN®  $Tnvoice No. ™ S1nvoice Date Total Invoies #Piace of Supply ™ Supply Type Invoice Type Reverse  E-Commerce GSTIN  Applicable % of Error Message Actions
Value(z)* Charge Tax Rate
32RBWPP1023A124 FG-B2B-Q4-0 18012021 M 2,74,380.00 32-Keralz - Inter-State v Desmed Exports ~ Select v

10. After you have modified the invoices, click the SAVE button.
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Note: You can click the Delete button to delete the invoice.

Goods and Services Tax Offline Tool V3.0.0 GSTR-1/IFF | 27KLIIP1168B1ZB
VIEW SUMMARY

Select Section® | B2B Invoices - 4A, 4B, 4C, 68, 6C v a
SReceiver GSTIN/UIN®  1nvoice No.™ #Invaice Date™ STatal Inveice $Piace of Supply ™ Suppty Type ™ Invoice Type Reverse  E-CommerceGSTIN  Applicable % of Error Message: Actions
Value(1)* Charge Tax Rate
Reverse charge flag
I2ABWPP1023A174 FG-B2B-Q4-0 18012021 | @ 2,74,380.00 32-Kerala - Inter-Geate Regular ~ Seleer v || cannotbe ¥ for type
DE.
DELETE

11. To modify the details or records at rate level, click on the ‘+’ button and navigate to the rate
level records. Do the necessary corrections and click the UPDATE button.

Goods and Services Tax Offline Tool V3.0.0 GSTR-L/IFF | 27KLJIP1168B1ZB m

Section : B2B Tnvsice No. : FG-B2B-Q4-08
Rate (36} Total Taxabie Value(z) " Tntegrated Tax Amount(2)* CESS Amount(Z)

0% 0.00 0.00 0.00
0.1 0.00 .00 0.00

0.25 0.00 .00 0.00
15 0.00 .00 0.00
1.5 0.00 0.00 0.00
3% 0.00 .00 0.00
54 0.00 0.00 0.00
7.5 0.00 .00 0.00
129 1,76,500,00 21,180.00

189 65,000.00 11,700.00

28% 0.00 .00 0.00

Hote: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written, System will calculate them on s own.

12. A success message is displayed. The status of the error message is changed to Maodified (M).
Similarly, you can modify the other invoice data from other sections.

Goods and Services Tax Offline Tool V3.0.0

VIEW SUMMARY

Select Section®  B28 Invoices - 44, 4B, 4C, 6B, 5C v Q
SReceiver GSTIN/UIN®  Slnvaice No.™ #lnveiee Date ™ Total Inveies Place of Supply ™ Supply Type ™ Invoice Type Reverse  E-Commerce GSTIN  Applicable % of  Error Message Actions
value(z)® Charge
32ABWPP1023A174 FG-828-Q4-0! | | 18-01-2021 | @ 2,74,380.00 32-Kerala v Inter-State v Regular v Select v m n
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13. Once all the errors are rectified, click the VIEW SUMMARY button to view the summary.

oods and Services Tax Offline Tool V3.0.0

VIEW SUMMARY

Select Section”  B28 Invoices - 4A, 48, 4C, 6B, 6C ~ a
$Receiver GSTIN/UIN®  $lnvaice No.™ #Inveice Date ™ #Total Invoice Place of Supply ™ Supply Type® Tnvoice Type Reverse  E-Commerca GSTIN  ApplieableSeof  Error Message Actions
Value(?)® crarge Tax Rate
32ABWPP1023A174 FG-82B-Q4-0! | | 18-01-2021 | @ 2,74,380.00 32-Kerala v Inter-State v Regular v Select v M u

14. The Summary page is displayed, click the GENERATE FILE button.

Goods and Services Tax Offline Tool v2.0.0 GSTR-1/IFF | 27KUIP1168B17B | 2020-21

Summary
Section Name Ho. Of Invoices Total Central Tax Amount{) Total State/UT Tax Amount{t) Total Integrated Tax Amount{Z) Total CESS(%)
B2B Invoices - 44, 4B, 4C, 68, 6C 1 0.00 0.00 32,880.00 0.00
Credit/Debit Notes(Registered) - 9B 7 1,170.00 1,170.00 3.88 0.00

BACK GENERATE FILE

15. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be
saved in your computer for uploading the same on GST portal. Click the Save button.

File Download >

Do you want to open or save this file?

ﬂ Mame: ..urns_28012021_R1_Z7ELJIP1168B1ZE_offline.json
Type: Application, 362 bytes
From: localhost

Open Save Cancel |

ham your computer. f you do not trust the source, do not open ar

= '2- | While files from the Intemet can be useful, some files can potentially
A save this file. What s the risk 7
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16. Browse and select the path to save the .JSON file which needs to be uploaded in the GST

Portal.

Save As
&« v g » ThisPC » Downloads » gst_offline_tool (3)
Organize = MNew folder

-~
# OneDrive - Infosys L Name

st_offline_tool
[ This PC gstotine

B Desktop
|§| Documents
JL Downloads
J‘! Music

&=/ Pictures
m Videos

5 OSDisk (C:)

- Data (D)
v £

J 3D Objects @ returns_27012021_R1_27KLJIP1168B1ZB_offline_quarte...

O Search gst_offline_tool (3)

Date modified

021 2:45 PM

1/27/2021 12:39 PM

=- @

Type
File folder

JSOM File

File name: | returns_28012021_R1_27KLJIP1168B1ZB _offline

Save as type: |JSON File

» Hide Folders

Save

Cancel

17. Login to the GST Portal with your credential and upload the JSON file as discussed in the
above section. The JSON file will be validated again and will be taken in by the GST Portal
after the due validations. Once JSON file is uploaded, click below links so that you can:

Upload JSON on GST Portal

Click here to go back to Main Menu
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The Form GSTR-1/ IFF return file can be downloaded from GST portal and viewed in the Offline
tool to modify, add or delete invoice details, uploaded earlier by you. After making required
changes, a JSON file needs to be prepared, following the same process as that for regular invoice
data, and upload the JSON file on the GST portal. The JSON file will be validated again and will
be populated in selected Form GSTR-1/ IFF tiles on the GST Portal, after the due validations.

1. Login to the GST Portal with valid credentials. Click the Services > Returns > Returns
Dashboard option. Alternatively, you can click Returns Dashboard.

Dashboard GST Law Downloads ~ Search Taxpayer - Help and Taxpayer Facilities e-Invoice
Registration Ledgers Payments User Services Refunds e-Way Bill System Track Application Status

Wiew Filed Returns ¥
Track Return Status Transition Forms
ITC Forms Annual Return
TDS and TCS credit received Tax liabilities and ITC comparison

Opt-in for Quarterly Return

GSTRATIFF - = . — L L
ot Filed ot Filed Not Filed

Quick Links
GSTR3B - - Oct - 2020 Nov - 2020 Dec - 2020

Mot Filed Mot Filed Mot Filed

Check Cash Balance
Liability ledger
Credit ledger

| You can navigate to your chosen page through navigation panel given beiow

RETURN DASHBOARD » CREATE CHALLAN > VIEW NOTICE(S) AND ORDER(S) »
ANNUAL RETURN »

2. The File Returns page is displayed. In the Financial Year drop-down list, select the financial
year for which the FORM GSTR-1/ IFF return has to be downloaded.

3. Inthe Quarter and Period drop-down list, select the quarter and period for which the FORM
GSTR-1/ IFF return has to be downloaded. Click the SEARCH button.

Dashboard - Returns @ English
File Returns

cted quarterly return filing and has not filed GSTR-1 quarterly has been enabled. GSTR-2A can now be downloaded in excel/CSV format for your reference an

® Indicates Mandatory Fields
Financial Year® Quarter® Period*

2020-21 V| | Quarter 4 (Jan - Mar) V| | January V| SEARCH

Designed and Developed by GSTN Page 96 of 117



GOODS 4D SERVICES TAX \TW O+ Returns Offline Tool

4. Applicable returns of the selected tax period are displayed. In the Details of outward
supplies of goods or services FORM GSTR-1/ IFF tile, click the PREPARE OFFLINE
button.

Details of outward supplies of goods
or services

GS5TR1

Due Date - 11/02/2021

PREPARE ONLINE PREPARE OFFLINE

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.

Details of outward supplies of goods
or services

Invoice Furnishing Facility

Optional

End Date - 13/02/2021
PREPARE ONLINE PREPARE OFFLINE

5. The Offline Upload and Download for FORM GSTR-1/ IFF page is displayed. Click the
DOWNLOAD tab.

Dashboard - Returns - GSTR @ English

Offline Upload and Download for GSTR-1

Download

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.
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Dashboard - Returns = GSTR @ English

Offline Upload and Download for IFF

Download

6. Click the GENERATE JSON FILE TO DOWNLOAD button.

Dashboard -~ Returns - GSTR @ English

Offline Upload and Download for GSTR-1

Upload

Download data for GSTR-1

Note:Please refer help section for more details.

GENERATE JSON FILE TO DOWNLOAD
BACK

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.

Offline Upload and Download for IFF

Upleoad

Download data for IFF

Note:Please refer help section for more details.

GENERATE JSON FILE TO DOWNLOAD

BACK

7. A message is displayed that the request has been accepted and will take 20 minutes to
generate the file.
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Offline Upload and Download for GSTR1

Upload

You have downloaded the file last on 14/08/2020 at 18:21:10. To view the same file, click on the link available below the button. To generate the e
latest file, click on the download button again.

Download data for GSTR1

Note:Please refer help section for more details.

GENERATE JSON FILE TO DOWNLOAD

BACK

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.

Offline Upload and Download for IFF

Upload

You have downloaded the file last on 27/01/2021 at 12:59:00. To view the same file, click on the link available below the button. To generate the %
latest file, click on the download button again.

Download data for IFF

Note:Please refer help section for more details.

GENERATE JSON FILE TO DOWNLOAD

BACK

8. Click the Click here to download link. Return file is downloaded in the zip format.

Offline Upload and Download for GSTR-1

Upload

Download data for GSTR-1

Note:Please refer help section for more details.

GENERATE JSON FILE TO DOWNLOAD

I Click here to download - File 1 I

BACK

Designed and Developed by GSTN Page 99 of 117



GOODS 41D SERVICES TAX 1\TWOFR Returns Offline Tool

Note: In case taxpayer has opted quarterly filing of Form GSTR-1/ IFF, then below screen is
displayed.

Offline Upload and Download for IFF

Upload

Download data for IFF

Note:Please refer help section for more details.

GENERATE JSON FILE TO DOWNLOAD

| Click here to download - File 1 |

BACK

9. Let us take an example where FORM GSTR-1/ IFF return file is already downloaded from the
GST Portal and you need to open it using the Returns Offline tool. To open downloaded return
file from GST Portal using the Returns Offline tool, double click the Offline tool icon on your
desktop, the Offline tool Home Page will be displayed.

10. In the Open Downloaded Return file from GST portal tab, click the OPEN button.

ods and Services Tax Offline Tool V3.0.0

Upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

Instructions

NEW button: To upload new invoice/other data for return. Taxpayer can OPEN button: To open return file downloaded from GST portal to accept, OPEN button: To open error file downloaded from GST portal to correct the
upload invoice data as many times as needed. reject, modify and add missing invoice details. invoice data rejected by GST system.

Overview +
Version Information +
Features +
E-filing Steps +

Important Note: If the JSON file size is more than 5MB the tool creates multiple JSON files, The 150N files can be downloaded and need to be uploaded on the portal, one st a time.

11. Browse and select the downloaded return file in zip format and click the OPEN button.
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% Choose File to Upload

1 ; s ThisPC » Downloads w (4] Search Downloads

Organize v Mew folder

== »

L]

Mame Date modified Type

s Quick access
~ Today

o @

A

# OneDrive - Infosy: I

returns_27012021_R1_27KLJIP1168B1ZB_o.. 1/28/2021 11:52 AM

Compressed (zipp... I

[ This PC
30 Objects
B Desktop
@ Documents
; Downloads
J‘! Music
=/ Pictures
B videos
ae O5Disk (C:)

we Data (Dv)
LU 4

File name: | returns_27012021_R1_27KLJIP1168B1ZB_offline_others_0 ~ | Custom Files (*.zip)

Cancel

12. Details of the file which have you have downloaded from the GST Portal is displayed.

13. Select Yes or No if you are SEZ Taxpayer.

14. Select Yes or No if you are Quarterly Taxpayer. Click the PROCEED button.

. Goods and Services Tax Offline Tool V3.0.0

Select the details of file which you have downloaded from GST portal

GST Statement/Returns® GSTIN of Supplier® Financial Year*

GSTR-L/IFF v 27KUIP1168B1ZE 2020-21
Tax Period*
January ~

I]s SEZ Taxpayer?®  Yes (& No I

|]staxpayerquaﬂer\yﬁlarj' s Yes Nol

BACK. PROCEED

15. The Summary page is displayed. Select the link for the desired Section Name to modify, add

or delete invoice details.
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Goods and Services Tax Offline Tool v2.0.0

JIFF | 27KLIIP1168B1ZB

Summary

No. Of Invoices

Total Integrated Tax Amount{¥) Total Central Tax Amount{¥) Total State/UT Tax Amount(Z) Total CESS(2)
7 144,340.00 12,870.00 12,870.00 0.00
Amendec 10 184,785.00 4,770.00 4,770.00 0.00
Credit/Debit 4 3,468.00 0.00 0.00 0.00
Amended Credit/Debit Nof 6 -310.00 -395.00 -395.00 0.00

BACK GENERATE FILE

16. Once section details are displayed, click below links so that you can:
o Modify Invoices Details
e Add Invoices Details
e Delete Invoices Details

Click here to go back to Main Menu
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1. Click the EDIT button to edit the invoices and make the required corrections in the
invoices/details uploaded/added earlier by you in GST Portal.

2. To modify the details or records at rate level, click on the’ +’ button and navigate to the rate
level records.

Note: You can make the changes at field level and click the SAVE button to save the invoice
details.

coooooald@|

3. Do the necessary corrections and click the UPDATE button.
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Goods and Services Tax Offine Tos V3.0.0

Add Items
Section : B2B Invoics No. : FG-B2B-Q4-01
Rate (%) ® Total Taxable Value{) ™ Integrated Tax Amount(Z) ™ CESS Amount(7)
o% 0.00 0.00 0.00
0.1% 0.00 0.00 0.00
0.25% 0.00 0.00 0.00
1% 0.00 0.00 0.00
15% w00 0.00 0.00
EES 0.00 0.00 0.00
5% .00 0.00 0.00
7.5% 0.00 0.00 0.00
12% 23,500.00 2,820.00 0.00
18% 0.00 0.00 0.00
28% 0.00 0.00 0.00
Note: Under Rate column, combined rate [State GST + Cantral GST) or IGST nasds to be writtan, System will calculats them on its swn
e

4. A success message is displayed.

Success

Document updated successfully

5. The status is changed to Edited (E).

» =[]

wvar [0 T s . B

s al| = a a

s L]

N 82804 85 a8 u [ -}
s s E B a
- - a

B - a

'

6. Similarly, you can modify invoice and other returns data from other sections.
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1. Enter the invoice details. Click the ADD button.

= a
a a a
s L a
" -
- - a
- = v A
@ 0 - B
= e - s a

Add Irems
Section : B2B Inweice No. : FG-B2B-Q4-08
Rate (%) " Total Taxabie Value(?)™ Integrated Tax Amount(¥) " CESS Amount()
0% 0.00 0.00 0.00
0.1% 0.00 0.00 0.00
023 0.00 0.00 0.00
1% 0.00 0.00 0.00
15% 0.00 0.00 0.00
3% 0.00 0.00 0.00
5% 0.00 0.00 0.00
7.5% 0.00 0.00 0.00
12% 2,74,380.00 1,76,500.00 0.00
18% 0.00 0.00 0.00
28% 0.00 0.00 0.00
Note: Under Rate column, combined rats (State GST + Central G5T) or IGST nasds to be written. System will caleulste them on its own.

e I

3. A success message is displayed, and invoice details are added.

Success

Success! Retums details added.
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towoicn Tz

I
I
o QOEEOBEE |

Note: You can also click the IMPORT FILES button to import the invoice data using the Excel
and CSV import as discussed above.

4. Similarly, you can add the invoice and other returns data from other sections.
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1. You can delete the data already uploaded on the GST Portal by downloading the return file
and opening the same in the Tool. Select the checkbox for the invoice to be deleted. Click the
DELETE button.

[ — Revarse dppicatio St E-Commarcn GETIN sowe aann o Rk
g Tan hate

i

oD@ ERm

2. A success message is displayed, and invoice details are deleted.

Success

Decument marked for delete successfully

3. The status of such invoice will be marked as D. Similarly, you can delete existing invoice data
already uploaded on the GST Portal which is downloaded and opened in the Tool.

|

oI aI@E@E@
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Note: You can select the checkbox as shown in the screenshot below to select multiple
invoices to delete at one go. Click the DELETE button to delete all invoices.

s
|- - O O - O - - I N -

W == fm— E— sl e e e N I et~ el - - e e
- L] a
B s a
p s = . a
s s a
- B
L] L] a
e s a
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Goods and Services Tax Offiine Tool V3.0.0

Summary
Section Name. Ne. Of Invaices Total Integrated Tax Amount(Z) Total Central Tax Amount(T) Total Stote/UT Tax Amount(?) Total CESS(Z)
B28 Invoices - 44, 4B, 4C, 6B, 6C 8 320,840.00 12,870.00 12,870.00 0.00

amended 828 Invoices 10 184,785.00 4,770.00 4,770.00 0.00

4 3,458.00 0.00 0.00 0.00
agistered) € -210.00 -285.00 -295.00 .00
BACK GENERATE FILE

6. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be
saved in your computer for uploading the same on GST portal. Click the Save button.
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Do you want to open or save this file?

@ Mame: ..urns_28012021_R1_2Z7ELIIP1168B1ZB_offline json
Type: Application, 681 bytes
From: localhost

Open I Save I I Cancel |

File Download >

ham your computer. f you do not trust the source, do not open ar

|@ While files from the Intemet can be useful, saome files can potentially
save this file. What's the risk ¥

7. Browse and select the path to save the .JSON file which needs to be uploaded in the GST

Portal.

Save As

= v » ThisPC » Downloads » gst_offline_tool v | D

Organize = Mew folder B=

" -
# OneDrive - Infosys L Mame Date medified

1/22/2021 245 PM

E This PC gst_offline_tool

_J 30 Objects
B Desktop
Documents
; Downloads
J! Music

[&] Pictures
m Videos

‘i OSDisk (C:)

- Data (D)
v £

2 Search gst_offline_tool (3)

- @
Type

File folder

File name: I returns_28012021_R1_27KLJIP1168B1ZB_offline

Save as type: | JSON File

Save

+ Hide Folders

Cancel

8. Login to the GST Portal with your credential and upload the JSON file as discussed in the

above section.

Click here to go back to Main Menu

Click here to see how to upload JSON on GST Portal
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The Form GSTR 2A file can be downloaded from GST portal and the details can be viewed in the
Offline tool. The downloaded file can be opened in Offline tool to view invoices and credit/debit
notes uploaded by your supplier in their FORM GSTR-1/ IFF. You would not be able to take any
action on the data populated as Form GSTR-2A is view only return.

1. Login to the GST Portal with valid credentials. Click the Services > Returns > Returns
Dashboard command. Alternatively, you can click Returns Dashboard.

Dashboard GST Law Downloads ~ Search Taxpayer « Help and Taxpayer Facilities e-Invoice

Registration Ledgers Payments User Services Refunds e-Way Bill System Track Application Status

16
Returns Dashboard View Filed Returns

Track Return Status Transition Forms
ITC Forms Annual Return
TDS and TCS credit received Tax liabilities and ITC comparison

Opt-in for Quarterly Return

GSTR-TTIFF = .
To be Filed Filed To be Filed To be Filed Filed

GSTR3B T =
NA

| You can navigate to your chosen page through navigation panel given below |

Sep - 2020 Quick Links

Not Filed

Oct - 2020
NA

Nov - 2020
MA

Dec - 2020
Not Filed

Check Cash Balance

Liability ledger
Credit ledger

RETURN DASHBOARD > CREATE CHALLAN > VIEW NOTICE(S) AND ORDER(S) >
ANNUAL RETURN >

2. The File Returns page is displayed. In the Financial Year drop-down list, select the financial
year for which the GSTR2A return has to be downloaded. In the Quarter and Period drop-
down list, select the quarter and period for which the GSTR2A return has to be downloaded.
Click the SEARCH button.

Dashboard Services ~ GST Law Downloads ~ Search Taxpayer ~ Help and Taxpayer Facilities e-Invoice

Dashboard - Returns @ English
File Returns

Nil return for GSTR-1, GSTR-3B and CMP-08 can now

® Indicates Mandatory Fields

Financial Year* Quarter* Period *

2020-21 vl | Quarter 4 (Jan - Mar) vl | January vl SEARCH
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3. Applicable returns of the selected tax period are displayed. In the Auto Drafted details
GSTR2A tile, click the DOWNLOAD button.

Auto Drafted details (For view only)
GSTR2A

VIEW DOWNLOAD

4. Click the GENERATE JSON FILE TO DOWNLOAD button to generate the JSON. It may
take upto 20 minutes for the file to be generated. Once the file is generated, the link will
appear to download. Download the file.

Offline Download for HELP @

You have downloaded the file last on 28/01/2021 at 14:31:07. To view the same file, click on the link ("Click here to download JSON-File1/Excel-
Filel") available below the relevant button - "Generate JSON/Excel File to download". The link is valid till 5 days. To generate the latest file, click on
the said button again.

Download data for GSTR2A

Note:Please refer help section for more details.

GENERATE JSON FILE TO DOWNLOAD

| Click here to download 1SON - File 1]

GENERATE EXCEL FILE TO DOWNLOAD

BACK

5. Let us take an example where GSTR2A return file is already downloaded from the GST Portal
and you need to open it using the Returns Offline tool. To open downloaded return file from
GST Portal using the Returns Offline tool, double click the Offline tool icon on your desktop,
the Offline tool Home Page will be displayed.

6. Inthe Open Downloaded Return file from GST portal tab, click the OPEN button.
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Goods and Services Tax Offline Tool V3.0.0

Upload new invoice/other data for return

NEW button: To upload new invoice/other data for return. Taxpayer can
upload invoice data as many times as needed.

Overview
Version Information
Features

E-filing Steps

Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

Instructions

OPEN button: To open return file downloaded from GST portal to accept,
reject, modify and add missing invoice detals.

Important Note: If the JSON file size is more than SMB the tool creates multiple JSON files, The JSON files can be downloaded and need to be uploaded on the portal, one at a time.

OPEN button: To open error file downloaded from GST portal to correct the
invoice data rejected by GST system.

OPEN

7. Browse and select the downloaded return file in zip format and click the OPEN button

%2 ChooseFile to Upload

4 ‘ » ThisPC » Downloads

Organize = MNew folder

~ MName
7 Quick access

~ Today (6)
# OneDrive - Infosy:

*

v | B = Search Downloads

Date modified Type ha

I returns_28012021_R2A_24AHLPP8362B3Z...  1/28/20

Fa
w
ta

4 PM Compressed (zipp... I

& This PC
) 3D Objects
B Desktop
|| Documents
‘ Downloads
J‘! Music
| Pictures
m Videos
ae OSDisk (C:)
- Data (D)

LU 4

File name: | returns_28012021_R2A_24AHLPP8362B3Z8_R2A_others V| Custom Files (*zip) ~

cance'

8. Details of the file which have you have downloaded from the GST Portal is displayed. Click

the PROCEED button.
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Goods and Services Tax Offline Tool V3.0.0

Select the details of file which you have downloaded frem GST portal

GST Statement/Returns® GSTIN of Supplier® Financial Year®

GSTR2A v 24AHLPP8362B378 2020-21 A4
Tax Period*

January hd
Note:

Downloaded Form GTSR-2A data is for view only to see invoice details saved/submitted by your counterparty. Actions of Accept/Reject/Pending cannot be taken on the details
visible to you. Please download GSTR-2 data from GST portal to take action on the invoices submitted by your counterparty and add missing invoices details (new and

saved)/other details to prepare your GSTR 2.

9. The Summary page is displayed. Select the link for the desired Section Name to view further
details.

e Goods and Services Tax Offline Tool V3.0.0 GSTR2A | 24AHLPP8362B3Z8 | 2020-21

Summary
Type of record No. of records Integrated tax (%) Central tax () State/UT tax (¥) Cess (T)
B2B Invoices 2 23.80 0.00 0.00 234.90
Credit/Debit Notes 2 1.01 -0.05 -0.05 -89.00

BACK

10. The details for the section selected is displayed. To view the details or records at rate level,
click the '+’ button and navigate to the rate level records.

11. The rate level details are displayed. Click the BACK button to go back to the previous page.
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Goods and Services Tax Offline Tool V3.0.0

Add Ttems
Section : B2B Invoice No. : DEEMEDO1
Rate (%) * Total Taxable Value(%)* Central Tax Amount(¥) * State/UT Tax Amount() * CESS Amount(¥)
0% 0.00 0.00 0.00 0.00
0.1% 0.00 0.00 0.00 0.00
0.25% 0.00 0.00 0.00 0.00
1% 0.00 0.00 0.00 0.00
1.5% 0.00 0.00 0.00 0.00
3% 235.00 2.29 2.29 234.90
5% 0.00 0.00 0.00
7.5% 0.00 0.00 0.00
12% 0.00 0.00 0.00 0.00
18% 0.00 0.00 0.00 0.00
28% 0.00 0.00 0.00 0.00
Note: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written. System will calculate them on its own.

8. Similarly, you can view details for other sections as well.

Goods and Services Tax Offline Tool v2.0.0

CLEAR SECTION DATA VIEW SUMMARY

Select Section ® PRI

SReceiver G51 Amended Ci Debit Notes 2Place of Supply Supply Type® Invoice Type®  Reverse  E-Commerce GSTIN  GSTR-1/IFF/GSTR-3 GSTR-1/IFF/GSTR-3 GSTR-1/IFF/GSTR-3
Internal Serv Distribution - Charge Filing Status Filing Date Filing Period
Amended Internal Service Distribution

33aAACD23d Amended TDSA § 24-Gujarat ¥ Intra-State Deemed Ex ¥ Y 10-Jun-20 Feb-19
Import of goods from overseas on bill of entry
Import of goods from SEZ units / developers on bill of entry

33AAACD2391F172 Regularol 01-02-2019 @  564,56,77¢ 33-Tamil v Inter-State v Regular v i 10-Jun-20 Feb-19

< >

Click here to go back to Main Menu
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Offline tool validates the uploaded data while saving and displays errors if any based on the
validations implemented in the Returns Offline tool. Some of the validations and error messages
are explained and shown in the screenshots below.

1. Please ensure you are entering the date in correct format. Expected formats are dd-mm-
yyyy. If you are facing errors in selecting dates in given format, then you can refer the below
word document to change the format of date.

2. Invoice value must be greater than INR 2,50,000 in case of B2CL (interstate supply to
Unregistered person}. In case invoice value is less than INR 2,50,000, then an error is
displayed. you need to enter the amount more than INR 2,50,000 in cases of B2CL.

Goods and Services Tax Offline Tool V3.0.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®| B2C{Large) Invoices - 5A, SB v Q | Search Invoices
* indicates required fields
Invoice No.® Invoice Date®™ 2Total Invoice Value(?) * 2place of Supply Supply Type ® Applicable % of Tax E-Commerce GSTIN Actions
Rate
FG-B2C-Q4-07 18-01-2021 =] 2,97,920.00 06-Haryana ~ Inter-State v Select ¥
FG-B2C-Q4-06 16-01-2021 ] 3,27,680.00 07-Delhi v Inter-State v Select v
FG-B2C-Q4-05 13-01-2021 =] 3,85,720.00 37-Andhra Pradesh v Inter-State v Select v u
‘ FG-B2C-Q4-01 ‘ ‘ 05-01-2021 ‘ =] ‘ Tnvoice value needs 1o be greter than ‘ 04-Chandigarh v | | Inter-State v Select v
22,350,000/~
DELETE

3. Wrong input of GSTIN or Duplicate Invoice Number: Returns Offline tool may not be able to
validate the GSTIN, whether the same is active or inactive on the day of data entry, but an
error is displayed in case the same is not in the standard format (while entering it in offline
tool).

Similarly, if an invoice is uploaded twice in the same tax period in the Tool, then the earlier
details gets overwritten. However, if the same invoice is existing in the earlier tax period then
the Tool may not be able to identify the duplication and error message will be populated only
when the data is uploaded on the GST Portal.

Goods and Services Tax Offline Tool v3.0.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section”  B28 Invoicss - 4A, 48, 4C, 6B, 6C v a
indicates required fields
SReceiver GSTIN/UIN®  $Receiver Name  #Invoice No.™ #Inwoice Date®™ #Total Inveice  #Place of Supply Supply Type® Invoice Type ™ Reverse Applicable % of E-Commerce GSTIN Actions
Value(zy® . Charge Tax Rate
24AAACD2351FIZ) Adaequare Ne FG-B28-Q4 02-01-2021 | @ 26,320.00 24-Gujarat v Inter-State v Regular v Select v
24ARACD2331RZ l:l . ‘ 05-01-2021 | -] | | 3,82,320.00 ‘ ‘ 24-Gujarat v | | Inter-State v ‘ ‘ SEZ Supplies with payment v Select v u
D0 enter valid GSTIN/UIN.
< >
DELETE
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displays an error.

Warning

Following documents contain invalid inputs:

Possible Reasons:

Invalid date format provided for the inputs

Did not provided the values for required fields

Given 0 value for invoice number.

Given 0 valus for gross advance received|Gross Advance Received can be
saved as 0 only in tool).

Given 0 valua for taxable value(Taxable value can be saved as 0 only in
tool).

Given nagative valus for invoica/note value or taxable valus or tax
amounts.

Please Check For Mandatory Fields, Validations, DateFormats{dd-mmm-yyyy)
And inveice/note number

HSM - Row: 5

If anything is entered other than numeric value in the HSN/SAC of Supply field, then the Tool

5. If excel or csv files contain future dates or if the format of the data is not correct, then the Tool
displays an error.

Following invoices contain invalid inputs.Invoice dates can not be
future dates and previous year dates. Please Check for Invoice dates

B2B: 1000

Warning
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6. Some other general mistakes which can be avoided by the users in filling the details resulting
in errors are:

a. Date of invoice is after the date of Tax Period

b. Error like “Receiver GSTIN needs to be different from Supplier GSTIN.”, may arise if the
taxpayer enters his/her GSTIN details in ‘Receiver GSTIN/UIN’ field in the Tool.

c. No Invoice exists against corresponding Credit/debit note in case of Supplies to
Registered Taxpayers or Interstate Large Customers

d. Selection of wrong section while importing csv or copy excel feature.

e. While entering multi rate in b2b, b2cl, cdnr, cdnur, exp sections using excel or csv, data
for all columns must be entered in consecutive rows except rate, taxable value and cess.

f. For invoice type SEZ supplier with/without payment and Deemed Exp, E-Com GSTIN is
not allowed.

Click here to go back to Main Menu
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