NSDL e-Gov — PAN Services

User Manual Document for CSC

1. Process:

a. CSC portal would have two separate hyperlinks of NSDL e-Gov & UTIITSL.
VLEs desirous of making an online new PAN and PAN change request
application may select either of the links of its choice.
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b. On selecting NSDL e-Gov services, below options will get displayed:

‘,/, NSDI : NSDL e-Governance Infrastructure Limited

Technology, Trust & Reach

(APROJECT BY E-GOVERNANCE INDLA LINATED, DEPARTMENT OF INFORMATION TECHNOLOGY, GOI AT PAN INDIA LEVEL)

Logout

PAN SERVICES

+ PAN Application

+ Upload of scanned documents

+ Re-Generate Acknowledgement Receipt

+ Physical document receipt status

+ Cases to be resolved - Discrepancy cases

+ Track Your Application Status

O Copyright 2010 | NSDL e-Governance Infrastructure Limited (NSDL)
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PAN application -

a. On selecting ‘PAN application’, below screen will get displayed to the user:

Income Tax PAN Services Unit LF’ NSDL

Technology, Trust & Reach
HOME

Application for PAN through Online Services

New PAN for Indian Citizens (Form 49A

New PAN for Foreign Citizens (Form 49AA)

Changes or Correction in PAN details

Reprint of PAN card

@ Copyright 2010 | NSDL e-Governance Infrastructure Limited (NSDL)

1. ‘Form 49A’ to be used for new PAN application for Indian Citizen.
2. ‘Form 49AA’ to be used for new PAN application for Foreign Citizen.

3. ‘Changes or Correction in PAN data’ to be used to update details in
existing PAN.

4. ‘Re-print of PAN card’ to be used for print PAN card with existing
details (no change in existing PAN details).

b. On selecting any of the above form, below screen will get displayed to the
user for ‘Category selection’.

Income Tax PAN Services Unit ‘rﬁ’ NSDL

Technology, Trust & Reach

Online Application for New PAN (Form 49A)

Apply for a new PAN Card

ategory
Individual

Firm

Body of Individuals

Hindu Undivided Family (HUF)
Association of Persons

Local Authority

Company

y|Association of Persons (Trust)  peture Limited (NSDL)
Artificial Juridical Person
Government Agency
Limited Liability Partnership

@
o
IS

3

c. In case of 49A, 49AA, the user has to select AO code as shown in below
screen given by the applicant in the application form:
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R For Indian address,

Fields marked with k) are mandatory. To avoid mis

['If you are a Defence Personnel select the appropriate category Army O Air Force O select non-
Other Individuals ® Don’t know AQ dotakle?—— .
Fol ‘ernational Taxation AO details Clif

international Taxation
AO list.

[ Area Code [ AO Type
ISir,

I"'We hereby request that a permanent account number be allotted to mefus.

I"'We give below necessary particulars:

1. Full Name (Initials are not permitted in first and last name licant'’s proof of identity,

itle  Shritr O smesmrs. O K
Last Name/Surname First Name

For foreign address,
select International

|l 2" Name you would like printed on the card (Prefix like Shri. Smit, Kumari, Late, Dr. CA, Ms, Mr, Mrs, hs, Alias etc. 4
3. Have you ever been known by any other name? Yes No ® Taxatlo n AO IISt
4. Gender ale O Female O
‘ll‘ 5. Date of Birth/Incorporation/Agreement/Partnership or Trust Deed/Formation of DD [ YYYY
6. Father's Name (Even married women should give father's name only. Prefix like Shri, Smt, Kumari, Late, Dr, CA, Ms_ Mr, Mrs, M/s, Alias etc. are not allowed)
Last Name/Surname First Name Middle Name
7. Address
R) Residential Address () Office Address.
Name of Office
‘IlName of Premises/B ing/Village IName of Premises/Building/Village r
|IRoad/Street/Lane/Post Office Road/Street/Lane/Post Office
[\[TowniCity/District [Town/City/District
|l[state/Union Terri — Please select — ~ |State/Union Territory — Please select -

Body of IndividualsiAssociation of Persons DD[v[MM [v]
|lIFlatDoor/Block No. FlatvDoor/Block No.
[llarealLocality/Talukal/ Sub-Division |ArealLocality/Talukal Sub-Di
|'IPin (indicating PN is mandator | in (Indicating PIN is mandatory] |

d. The user has to fill the online application as per details given in the
application form submitted by applicant.

e. For any error committed by the user (e.g. mandatory field left blank) while
filling the online form, application will show the error description as shown
in below screen shot in red color. The same needs to be rectified by the user
and has to click the “Submit” button.

Form No. 43A
Application for Allotment of Permanent Account Number
Under Section 139A of the Income Tax Act, 1961

Fields marked with (asterisk) are mandatory. To avoid mistake(s), please refer

Please rectify the errors marked in red
Please enter Area code
Please enter AQ Type
Please enter Range Code
FIf you are a Defence Personnel select the appropriate category  Army O Air Force O

lother Individuals ® [Don’t know AO details?

For Non International Taxation AO details Click here
[For International Taxation AO details Click here

[ Area Code [ AO Type Range Code [* AO Number

S

|\We hereby request that a permanent account number be allotted to me/us.
|\We give below necessary particulars:

[* 1. Full Name (Initials are not permitted in first and last name. Applicant's proof of identity, proof of address and proof of date of birth should contain the exact name ioned in this field)
Please select Title

ide  ShriMr O Smt/Mrs. O KumariMs O W/

Please enter Last Name/Surname

Last Name/Surname

First Name Middle Name

2. Name you would like printed on the card (Prefix like Shri, Smt, Kumari, Late, Dr, CA, Ms, Mr, Mrs, Mis, Alias etc. are not allowed)
Please enter name to be printed on card

3. Have you ever been known by any other name? Yes '  No ®

Please mention your sex
4. Gender Male O Female O
Please enter Date of Birth
5. Date of Birth/Incorporation/Agreement/Partnership or Trust Deed/Formation of DD MM YYYY
Body of Individuals/Association of Persons DD v |MM
6. Father's Name (Even married women should give father's name only. Prefix like Shri, Smt, Kumari, Late, Dr, CA, Ms, Mr, Mrs, M/s, Alias atc. are not allowed)
Please enter Last Name/Surname
Last Name/Surname

First Name Middle Name

|[R) Residential Address [{0) Office Address _]
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f.  On successful submission of application form, ‘Confirmation page’ will get
displayed.

Form o 45
ffon for ANOT b
Unoer Sacton 13 ;Ammam:mmmwm

To ol mistates) plesse refer s

PPlease verity the compietsd appiication form and confirm.
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T
S Teire
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Gendar_ vale 7T Female
pe— o
s sl
s
ESTING. Firat Name Middle Hame

‘Anorass
[F) Residentlal Adarese

DGaBIG 1 [AESFIRL
ams o Pransee Salglags g

= [ADFILET

e b BT [ ra

owniCITyDisi [aCkFiLs
statanunion Termto lsnarasrira
Pin (naicatrig Fi s FERSEIET] [sa3075
S

- Address for communication

County cogs (150 code)
]

k. Talsphons Ho. TIiGBiE T TeephonE N
3 e phoe No o0 Fa
CAEET S620000002
a1 FSCENEDL G0N
0. S of
Inanaus! (B Samnersrip Fir )
HInoU Unansaza Family ) Aesocaton of Perscns (4]
‘Comgany (G] Tt )
Limited L isbaty Earinershin (£ Souerrenerd (6)
T Rl Tt 7 case f P, comganis <]
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MAAR purer ¥ alotiec)
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i er ccurces
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g. On ‘Confirmation page’, user has to check all the details once again and if any
error is observed (e.g. typo error) then user may change the detail by
clicking ‘EDIT’ button.

h. On clicking ‘Edit’ option, user will be re-directed to the application form
where the user can make the changes and submit the application form and
confirmation will get displayed again. On clicking ‘Confirm’ button on
confirmation page, user will be directed to transaction id page.

i. The user has to note down the 12 digit ‘Transaction number’ for future
reference.
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Payment through VLLE Wall

TRANSACTION NUMBER: 401000728284
TRANSACTION TYPE: ONLINE-PAN-CORRECTION
AMOUNT: T 107.00

PAYMENT MODE: VLE WALLET

Please note the unique 12-digit Transaction Number mentioned above for your reference and for tracking the status of your application in case of loss of connecti
this screen onwards

ty at any time from

NOTE:
* On agreeing to the contents of this page, the applicant will be taken to the Citibank payment gateway web-site. Applicant will provide his credit card details there. NSDL respects
the privacy and security of applicants, hence credit card details are not collected at TIN web-site.

= On successful credit card payment. an acknowledgment screen will be displayed by NSDL. This acknowledgment screen will contain a unique 15 digit acknowledgment number.
The applicant shall save and print this acknowledgment. Thereafter, affix photograph (in case of ‘individual applicants), sign and attach proof of identity and address and send the
same to NSDL

» Allotment of PAN: Applications with payment through credit card will be forwarded to Income Tax Department for allotment of PAN without waiting for the supporting
documents. If the application is in order PAN will be forwarded by email within five working days of the application.

Despatch of PAN card: PAN card will be despatched at the address for communication indicated in the application only on receipt of relevant documents (proof of identity and
address along with duly signed acknowledgment). Please note that forwarding of supporting documents is mandatory. In case valid documents are not forwarded, PAN card will
not be despatched and may also attract penal action by the Income Tax Department.

» Connectivity: If the applicant gets disconnected at any point (either at the Citibank payment gateway or the NSDL PAN application site) after transaction number is displayed,
he can check status of his application by entering the transaction number in the transaction status link provided on the Online PAN application page

+ Refund: The fee charged is for processing of the application Applications with payment through credit card are processed immediately and forwarded to Income Tax Department
and therefore it is non-refindable and irreversihle

j- On clicking ‘Make Payment’ option, user will be directed to e-Wallet
payment screen.

g g Ao
National e-Governance Plan

COMMON SERVICES CENTERS SCHEME

PAYMENT DETAILS

NSDL_PAN mitem
Amount(Rs.) 107.00

[11 have read & accepted terms of use.

==

This payment solution is secured using 128 bit SSL encryption

I

k. On successful payment, acknowledgement receipt in PDF will get displayed.

. User can save the acknowledgement receipt and print the acknowledgement
receipt. On saving, the PDF file will get saved having acknowledgement
number as the file name.

m. User would be required to take a print out of the acknowledgement receipt,
affix photo and get the acknowledgement receipt signed by the applicant
and take supporting documents.
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Acknowledgement for request for new PAN card (Form 494)

Y 55 o< 2775 T

I

Citizen of India ¥
Category Individual
ffix recent Name Shri LJFLJL JLJFLY ASKLDFJLJ Affix recent
photograph Name to be photograph
(3.5cm x 2.5cm) printed on card LJFLJL JLJFLY ASKLDFILY (3.5cm x 2.5cm)
Father's Name  Shri LJFLJLJ ASKLDJFLKJ
Date of Birth ~ 03-04-1980 »
Residential LKDJLI
Signature! Left Thumb Address LILFJL
Impression across this JLIFLY
photo LJFLJ
LJFLJL - 400018
Maharashira
Office Address SALFJLKJL
JLIFLT
LILFJLY
LJFLJL
JLFJL
LJFLJL - 400018
Maharashtra
Address o g GIDENTIAL
Commumication

If the applicant has given Aadhaar and provided application data is matching
successfully with UID database, then below screen will be displayed for generating
acknowledgment number.

@ PaN Cara Applcation - Mozita Firfox ===
® e 5 , , :

&Y NSDL

Technalogy, Trus & Resc

Income Tax PAN Services Unit

Online Application for Request of New PAN Card Or/ And Changes Or Correction in PAN Data

Thank you for using PAN application services of NSDL e-Gov.

Please Click here here for viewing your receipt. This
attachment to your emall ID. Kindly do the needful as per the instructions given therein

receipt has been sent as an

§* Morpho_64_Bit Instalerip - WinRAR (evalustion copy)

o [5 sasem |
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If the applicant has given Aadhaar and provided application data is matching
unsuccessfully with UID database, then below screen will be displayed for generating
acknowledgment number. In that case, VLE’s has to take other than Aadhaar proof
from the application for processing the PAN application

@ PAuc-ﬂApphﬁm-mwé#ﬂnmwwi T — . . | -

Income Tax PAN Services Unit t-:? NSDL

Technology, Trust & Reach

Online Application for Request of Mew PAN Card Or/ And Changes Or Correction in PAN Data

Thank you for using PAN application services of NSOL 6-Gov,

Please Click here for viewing your acknowledgement receipt. This acknowledgement receipt has been sent as an
attachment to your email 1D, Kindly do the needful as per the instructions given therein.

We are unable 1o successfully authenticale your AADHAAR number with application form details. This could be due 1o
following reasons -

1. Application Full Hame does not match with the name registered under AADHAAR.

2 Gender of applicant as per application does not match with the gender registered under AADHAAR

3 Dawe ol binhear of birth as per application does not match with the Date ol binhYear of birth
registersd under AADHAAR,

Howewver, kindly note that we would be re-authenticating your AADHAAR number during application form processing

B Cogymght 2050 | MEDOL s-Dovemasse Infrasronios Levsd (NSOL)

Page 7 of 11



NSDL e-Gov — PAN Services

User Manual Document for CSC

Upload of Scanned Document

a. User will then scan and save these documents along with acknowledgement
receipt with below scanning specifications :

Resolution - 200 DPI (Dot Per Inch)
Type of scanning - Color
File format - PDF/A

b. The user is required to upload the scanned document using the tab available

on main screen.

Upload File
File: Browse..

File: Browse..
File: Browse .
File: Browse..

File: Browse..

Upload File

BACK

c. User has to scan the above acknowledgement receipt, supporting documents
and save as a single file with name as 881060127779322.pdf. The user
can upload single file or multiple file (max 5) at a time. The error “Please
upload standard format file “will be displayed if file uploaded is in wrong

format.

Upload File
File: C:\Userstwijaykumarn'Desktop\CSC\PDFAW0219697007 Browse..

File: Browse..
File: Browse
File: Browse -

File: Browse..

Upload File

BACK
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Upload File

File: Browse...

File: Browse. .

File: Browse. .

File: Browse...

File: Browse.
Upload File

BACK

Please upload standard file

d. After browsing required file/files, user needs to click the button ‘Upload’.
e. User can upload single as well as multiple files (maximum five) again with

same acknowledgement number.

Re-Generate acknowledgement receipt

In case, acknowledgement receipt could not be generated due to connectivity issue,
internet problem etc, the user need not fill a new application again. In such case,
through ‘Re-generate acknowledgment receipt’ option, user can generate
acknowledgement receipt by entering required details such as transaction number,
applicant name, Date of birth.

. . . . e S . NN . g SIERECC
Q- =>\ 2 hitps//121.240 246,22/ par2/seriel O icate er.. & || [] ChangeReq jsp ‘ 27N ‘ @ PANCARD Change Mode iy o {83

File Edit View Favorites Tools Help
% UANMemberPortal Wl MSN India - News, Cricket... |l3] Suggested Sites = ] Officials: 1 killed durin... v | & Free Hotmail

hitp://www.microsoft.com/isapi/redir.dIR...

Transaction Status for VLE

(Transaction Number is the number displayed on the ‘Payment through Credit Card / Debit Card / Net Banking’ ssreens)

Last Name/Surname First Name Middle Name
Name
Date of Birthiincorporation/
Agreement/Partnership or DD MM YYYY

Trust Deed/Formation of [ ]

Body of Individuals/Association of Persons

(All details should be 38 mentianed in the application form. Apglicants other than Individuais' should write their name in the field for Last Name/Sumame only).
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On clicking the link ‘Re-Generate acknowledgement receipt’ below screen will get
displayed through which VLE can re-generate acknowledgement receipt by entering
details (Transaction number/Acknowledgment number, name, date of birth).

Discrepancy Cases - To be resolved

a. On this page, user can see those applications where NSDL e-Gov has
observed and marked discrepancy while verification of documents and user
is required to resolve those cases by providing proper documents. Once
NSDL e-Gov resolves a case, the application will get removed from this
screen.

b. An e-mail will be sent to the applicant on their e-mail id mentioned in the
application form and VLE for cases resolved and marked in discrepancy by
NSDL e-Gov.

Physical document receipt status

a. On this screen, those acknowledgement numbers will get displayed for
which scanned images have been uploaded but physical document has not
been sent by VLE to NSDL e-Gov.

b. Documents (in bulk) will be sent by VLE’s to NSDL e-Gov office at Pune
office. These acknowledgement numbers will get removed from the list
displayed on ‘Physical Document receipt status’. VLE needs to put a
stamp as ‘CSC’ with csc user id mentioned in it on each physical
application before sending it to NSDL e-Gov.

During Pilot period, CSC branches has to send Online application at below
address :

NSDL e-Governance Infrastructure Limited
1st Floor, Times Tower,

Kamala Mills Compound,

Senapati Bapat Marg,

Lower Parel,

Mumbai — 400 013
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After Pilot period, CSC branches has to send Online application at below
address :

Income Tax PAN Services Unit,

NSDL e-Governance Infrastructure Limited,
5th Floor, Mantri Sterling,

Plot No. 341, Survey No. 997/8, Model Colony,
Near Deep Bungalow Chowk,

Pune — 411 016.

Track vour application status

User can check the status of an application through this link.

Page 11 of 11



