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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. 

 

 

b. On selecting NSDL e-Gov services, below options will get displayed: 
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PAN application –  

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

 

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’. 

  

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: 



NSDL e-Gov – PAN Services 

        User Manual Document for CSC 

 

 Page 3 of 11 

 

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. 

 

 

For Indian address, 

select non- 

international Taxation 

AO list. 

For foreign address, 

select International 

Taxation AO list 
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f. On successful submission of application form, ‘Confirmation page’ will get 

displayed.  

 

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

payment screen. 

 

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

l. 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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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. 
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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 
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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.    

 

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.  
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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.  
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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 your application status 

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


