User Manual

Taxpayer Transaction Record System

Introduction:
This system is designed to report transaction over one million with any entity with self-assessment of income tax. The main purpose of this system is to consolidate and estimate total transaction of any taxpayer for audit purpose. The transaction report is collected by Inland Revenue Offices (IRO) or Large Taxpayer Offices (LTO). They can enter the transactions of the taxpayers of their jurisdiction only.
Steps to enter new transaction:
Step 1: Type http://web.ird.gov.np in your browser.
Step 2:  In the IRD page, click E-Returns and then e-Self Assessment (Income Tax for D01 only).

Step 3: Click on the link “Officer Login” from the menu and enter officer username and password.

Step 4: Click on the link “Taxpayer Transaction” from the menu.
Step 5: Get New Submission Number
To enter the transaction of taxpayers, you have to first take a new transaction number from the system by entering data in the field as shown in figure 1.
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Figure 1 Get a new Submission Number Page
If you enter the PAN, the system automatically displays the nepali name of taxpayers in the trade name field.  Then you have to select the fiscal year of the transaction from the list, which is mandatory. If the taxpayers do not have PAN then you can directly enter their trade name and select fiscal year from the list. Now, you should press the “Enter Transaction” button which displays the field to enter transaction of the taxpayers as shown in figure 2.
Step 6: Enter Transaction details of Reported Taxpayers
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Figure 2 Transaction entry page for Reported PAN

This field is for entering the transaction of reported PAN, whose transaction is recorded by the reporting PAN. You should enter PAN, trade name and amount of the transaction and select goods/services from the list. Now, press the “Add new” button to enter the transaction, then the system automatically displays the entered record in a list as shown below. You can add the list of transaction in a similar way but the transaction for the same PAN cannot repeat. If you want to add the transaction for the same PAN, you have to take a new transaction number. 
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Figure 3 A page to edit and delete the entered Transaction for Reported PAN
Once the transaction is added, you can perform edit and delete operation from this block. Initially, these fields are inactive. They will be active only when you click on the link “edit”. Then you can only change data in sales/purchase and amount field. To add next transaction, you have to press the “Process Next Submission” button, which displays the same block as shown in figure 1. After you enter all the transactions for that fiscal year, you can press “Finalize Transaction” button to commit the transaction. Once the transaction is committed, you cannot perform edit and delete operation i.e. you can only view the transaction. 
Step 7: Search by Submission Number
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Figure 4 Searching Transactions by Submission Number

If you already have a submission number, then you can search the record by entering submission number as shown in figure 4 from which you can perform edit and delete operation and commit the record if they are not committed. But if the transaction is not added for this submission number, then you can enter the transaction as described in step 6. 
Search/view/print Reporting PAN transactions:
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Figure 5 Searching list of Reporting PAN Transaction
You can view the list of transactions of reporting PAN belonging to your jurisdiction only. You can search transaction either filtering data i.e. by entering value in the field or by pressing “Search” button as shown in figure 5. The link in this page lets you to go back to enter transaction page (figure 3) and to view the list of records of reported PAN (figure 6).
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Figure 6 List of Reporting PAN Transaction Records
Figure 6 shows the list of transactions done by reporting PAN to other taxpayers. The link in submission number lets you to go back to the enter transaction page (figure 3) from which you can edit and delete your data only if they are not committed. 
Search/view/print Reported PAN transactions:
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Figure 7 Searching list of Reported PAN Transaction

You can view all the transactions either filtering data i.e. by entering value in the field or by pressing “Search” button as shown in figure 7. If you press the “Search” button without entering value in the field, then the system displays whole records. If you enter value in the field, then the system displays records belonging to that value only.
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Figure 8 List of Reported PAN Transaction Records

Uploading Excel file:
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Figure 9 Get a new Submission Number Page

If you have to enter a large number of transactions, then the system lets you to upload these records from the excel file. For this process, you have to first get a new submission number from the system by entering record for the reporting PAN transaction. Then the system displays a link “Load Records from Excel Files” as shown in figure 7 to go to excel file uploading page as shown in figure 10.
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Figure 10 A Page to upload Excel file

When you press the “Browse” button, the system lets you to choose the formatted excel file from the destination location as shown in figure 11.
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Figure 11 A Page to upload Excel file from the destination location
After choosing the file from the location, you have to press the “Load Records” button as shown in figure 10. Now you can see the list of transaction of reported PAN from the uploaded excel file as shown in figure 12.
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Figure 12 Format of list of Transaction of Excel File
Once you upload the excel file, you can view the list of transactions and in the mean time the records will save in the database. When you make an excel file, the format should be like above in figure 12 except Sno and validity i.e. the format of file start from PAN, trade name, SORP and amount. The “Validity” column shows the error notification of records if they are not entered in valid format. The data can be saved in database only when the validity column is empty i.e. all the fields are entered in a valid format. You can go back to enter transaction page and searching page from here by the link as shown in figure 10. 
