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 Insert the EASYOFFICE Installation CD in CD Drive. 
 

 Run the Setup file available in the CD to install the Software the Installation Process will start with 
Installation of DOTNET. 

 
 After Installation of Dotnet, at the end it will show the path where to install EASYOFFICE Software. 

Now you put here the path C:\EASYOFFICE only. (Select Drive Letter C:, D:, or E: wherever you want 
to install the Easyoffice Software) 

 
 After Installation, click on EASYOFFICE Icon from Desktop and Registered the Software with 

Electrocom Technology India Limited. Fill up the Registration Form with Complete Name & Address, 
Contact Person Name & Telephone No., payment details, etc. Enter the Serial No. E13OFF1234 printed 
on Installation CD. The following screen will be displayed on your screen. 

 

   
 

�  Print the Registration Form by pressing F8 Key and send it to ELECTROCOM office, you will get 
the Activation Key. 

 
 After Installation, go to SETUP Option. Select the Path as C:\EASYOFFICE (For e.g. C: or D: where 

Easyoffice is installed) and Select your default printer from Printer Setup Option and press F10 Key to 
Save. 

 

   
 

 
For any other information about our Softwares, Please contact ELECTROCOM TECHNOLOGY INDIA LIMITED . 

Help Line No(s). : 079-64505103 / 32201037 / 27561850 / 9228145054 
E-Mail: info@electrocom.in   Web: www.electrocom.in 

 
����� 				
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�  By clicking the EASYOFFICE Icon the following LOGIN  screen will be displayed. Here you can select the 
Username with Password (if any given) and Select the Assessment Year to Login Easyoffice Software. By default 
Username will be ADMIN  and click on LOGIN F5 Key to PROCEED further. After Login the Software the 
following MAIN MENU screen will display. Given below is the brief description of Main Menu. 

 

    
 

EASYOFFICE  - ONLINE SOFTWARE UPDATE  
 
Now you can also update your Easyoffice Software Online by clicking the mouse 
Activate your Internet Connection and click on the option as mentioned as under.  
For Server (Main PC) – eofficeU.exe will be download in your Easyoffice Folder where Software Installed. 
For LAN (Node) – LanofficeU.exe will be download in your Easyoffice Folder where Software Installed. 
Click on the downloaded file and check the path (for e.g. D:\EASYOFFICE – where your EasyOffice 
software is installed). 
 

 
 
 
 
 
 

 
 
Our Customer Care Nos. are also available in your Screen  
 

   

CHECK 
SOFTWARE 

VERSION 

EasyOffice Utility 
Various Tools is 
available to run 

Software Smoothly 

Click here to Update 
your LAN PC (NODE) 

UPDATE 

Click here to Update 
your MAIN PC 

(SERVER) UPDATE 
 



Page 3 of 95 

�  EASY SETUP �  This option is used to Setup the Default Path and other setup as under. 
 

DEFAULT CITY: You can set the default City, State and Pin code for later use in data entry option where address is necessary. 
 

 
 
EASYTAX PATH: You can set the Software path where your software is installed (For e.g.: C: Drive / D: Drive, etc.)  
 

XML FILE PATH: The default XML path will be displayed however you can change the path as required. 
 

MS EXCEL PATH: You have to set the Ms-Excel path or you can select the Excel.exe by clicking Browse Button. 
 

MS WORD PATH: You have to set the Ms-Word path or you can select the Winword.exe by clicking Browse Button. 
 

ACROBAT READER PATH: You have to set the Acrobat Reader path or you can select the AcroRd32.exe by clicking Browse Button. 
 

INTERNET EXPLORER: You have to set the Internet Explorer path or you can select the IExplore.exe by clicking Browse Button. 
 

ZIP FOLDER PATH: You have to set the WinZip path or you can select the winzip.exe by clicking Browse Button. 
 

e-RETURN WEBSITE: Write Income-Tax Department Website as www.incometaxindiaefiling.gov.in  
 

IP ADDRESS: Write your Internet Service Provider IP Address for. E.g. 192.168.0.1  (Contact your service provider) 
 

STATEMENT HEADER: We have provided two lines to write your Name & Address, etc. at 1st page in Computation. 
 

CHALLAN FOOTER: We have provided one line to write your Name, etc. in challan counter. 
 
REQUIRED ONLINE INCOME-TAX DESKTOP IN ASSESSEE? Tick the option if you require online IncomeTax desktop. 
 
AUTO DELETION OF WORKDONE?: This will automatically remove the history of User Work Detail used in LAN Pc. 
 
USE COMMON TDS PARTY MASTER at all TDS related Entry?: Tick the option if you require Common TDS MASTER. 
 
F2 - PRINTER SETUP 
DOS PRINTER – By default Dot Matrix Printer need not to be set, any Dos Printer attached to LPT1 will be 
automatically configured.  
WINDOWS PRINTER – To Set Windows Printer click on Browse Button and select the DeskJet / Laser Printer. You 
have to set the default printer where your printers installed. Go to Start Menu �  Printer and Faxes �  Right Click on 
Printer and click on Set as default printer. 
 

 

Select the PDF Writer 
Printer to Export any 
Report to PDF File 
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F3 – PRINT STATEMENT 
You can also set the Income Statement (Computation) as per your requirement for which you have to set option as 
Yes/No to print the selection.  
 
F4 – BACKUP SETUP 
You can set the path for Easyoffice Backup in which Drive and Folder you have to take the backup, also you can set 
the Manual / Auto Backup as you desired. 
 
F5 – INDEX (CAPITAL GAIN)  
You can view the Index Value – Capital Gain since 1981 to 2008. 
 
F6 – RETURN DUE DATES 
You can set the Return Filing Due Date or Extended Filing Due Date for the interest calculation. 
 
F7 – EXCEL SHEETS 
You can view or copy Excel Sheets by selecting Status and copy the Excel Sheet to the desired location by clicking 
Browse Button. Please note that Excel Sheets will be different as per selection of Assessee Status. For e.g. Individuals, 
Firm, Company, etc. 
 
F8 – E-MAIL SETUP 
 
You can set your Email Setup for using Email Facility within the system. For which you have to install the SMTP 
Server setting of your Windows XP / Vista (Contact your Hardware Person for this settings). For your email setting 
enters your Email Id from which you have to send mails with Password.  Enter the Email Server Host Name for e.g. if 
you have internet account in Gmail.com  �  smtp.gmail.com, for Rediffmail.com �  smtp.rediffmailpro.com, etc. 
(Server Host Name has been available in all the websites for which you have registered the interest account (userid). 
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�  MASTER �  This option is used to enter the different Masters like TDS Masters, Bank Masters, IncomeTax 

Ward Masters, City Masters, Group Masters, Security – Capital Gain (scrip) Masters and User Account Master. 
 

TDS PARTY MASTER 
This option is used to enter the COMMON TDS MASTER for Deductor / Employer / Deductee / Employee Masters 
which will be useful during the data entry in EASYTAX and eTDSr Software. 
 
Press F2 Key to enter new master / F3 Key to Modify/Change or F4 Key to remove master entry. 
 
You can also collect the Assessee / Deductee / Employer / Deductor master from the respective Assessee by 
alphabetically or select ALL by clicking the Alphabets shown as below mentioned screen. If you select all Assessee / 
Deductee the same will be displayed in all Assessee at the time of data entry of TDS/TCS entry. 

 

 
 
WARD / CIRCLE   
You can view / add / modify / delete the Income-Tax Ward / Circle Name by State wise / City wise. 
 

 
 

BANK – MICR CODE   
You can view / add / modify / delete the MICR Code by City wise or Bank wise / Branch wise. 
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BANK – BSR CODE – You can view the BSR Code by City wise / State wise or Bank wise / Branch wise. 
 

   
 
CITY MASTER  – You can view / add / modify / remove the City Name. 
 

 
 
GROUP – You can create / modify / remove any group name which is indicated in the Assessee Master. 
 

 
 
SECURITY – CAPITAL GAIN  – You can create / modify / remove the security name which will be helpful to 
enter the Capital Gain details for Short-Term / Long-Term Gain by script wise data entry. 
 

 
USER ACCOUNT  
This option is used to setup the User Account with Password, City, Group and Security Master. Press F2 key for 
Addition, F3 key for Modify and F4 key for Remove Data Entry. 
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�  E-RETURN �  After successful validation of the ITR Form (xml file), you can submit party wise eReturn one 
by one from this option. 
 

   
 
�  E-PAYMENT  �  You can directly paid all challans through e-Payment vide this option as mentioned in below 

screen. You can also enter the Paid Details of Challan which is helpful to link the option Advance Tax in 
EASYTAX 

 

     
 
�  R-RECEIPT �  You can directly paid all challans through e-Payment vide this option as mentioned in below 

screen. You can also enter the Paid Details of Challan which is helpful to link the option Advance Tax in Easytax 
 

   
 
You can enter Return Filing Acknowledgement No. with Date and Ward/Circle with Electronic Filing Details. If Ward 
/ Circle have been change, the system will ask the message for New Ward / Circle �  Click YES to save the Ward in 
the Assessee Masters also.  
 
 

Select the XML file  to 
Upload the eReturn 

directly to the 
IncomeTax Website 

within the Software after 
validation 

LOGIN within the 
Software to submit 
e-Return XML File 

Enter the Return 
Filing Details for 

the Selective 
Assessee 
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�  DATA BACKUP  �  This option is used to take the Backup within the system. You can also set the default 

location where you want to take backup by clicking F6 Setup option and you can take backup by clicking F5 
Backup Option. You can take the backup of All Data, Assessee wise or Year wise backup. 

 

     
 
�  UTILITY   
 
TEXT EDITOR   
You can use the editor to write any letter or notes within the system. 
 
RESTORE  
You can Restore Backup which is taken through Backup Option. Select the Backup File from the list, to 
view the Backup Description Click on F2 Backup Details.  
 

  
 
LAN UPDATE   
You can update Easyoffice Software in LAN Pc (node) simultaneously from the Main PC. 
 

LOAD FORM   
Load Form will be displayed on every yearly update of Easyoffice Software and you will have to take the 
Run Key from the Electrocom Technology India Limited. 

 

REGISTRATION INFO.   
You can Print the Registration Form after Easyoffice installation. Activation Key will be given from the 
Electrocom Technology India Limited. 
 

RECTIFY ASSESSEE  
You can run this option if any error in Assessee or contact Electrocom. 
 

CALENDAR  
The system will display the Year Calendar. 

Select the PATH 
where you want to 

Save your BACKUP 

You can 
also take 
Selective 
Assessee 
Backup 
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�  NOTIFICATIONS / CIRCULARS  
We have provided the facility to Store the Year wise IncomeTax Notifications / Circulars however you can 
also download new notifications / Circulars from the IncomeTax Department Website. The system will 
automatically download the notifications / Circulars and added in the option. 
 

 
 
 

�  MY-DESK   
You can set the Reminders for Appointment / Birthday / Marriage / Holidays / Opening Ceremony / 
Exhibitions / Telephone Calls / other. You can also set the personal Address book / Phonebook / E-Book. 
You can also generate Standard / Mail Merge Letters to send the Bulk Letters / Reminders to Assessees. 
 
�  TAX LIBRARY   
You can use the Web Link to view the Important Website within the system. If Internet connection is active, 
the website will be automatically open the required linked page. You can also add / modify / remove the web 
address link for later use. 
 

 
 
�  EASY DISPATCH 
This option is used to enter the Inward – Outward Transaction Entry for your reference.  
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�  REMINDERS 
This option is used to view the Appointments / Reminder, etc. The system will also remind for the Birthday 
alert of Assessess(s) which is entered during the Assessee Master Information. However you can set the 
Reminders through option Main Menu ��� �  Easy Setup Option.   

 

   
 
Once a Day  - Reminder will be display only once a day (at the 1st time of software execution). 
On Every Start- Reminder will be displayed every time whenever software execute. 
As Required - Reminder will be displayed as and when required by you.  
 

�  ASSESSEE REGISTER 
 
This option is used to print the Assessee Master Register for selective / all Assessee with Name & Address, 
PAN, Contact No(s), Status, Email Address, etc. for your ready reference. You can also print the Mailing 
Address Labels – 2 Labels / 3 Labels 
                                         (Assessee Register)                                                                  (Mailing Label Printing) 

  
 

You can also generate User-Defined Assessee Register by selecting your required columns and stored the 
reports for later use. 

 

 
 
 
 
 

You can directly 
send E-Mail from 
the Software for 
any Reminder(s)  

You can also 
attached any 

Greetings File  
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�  BLANK FORMS  – You can print any Blank Form of IncomeTax / Audit / TDS / Other Forms in MsWord. 
 
�  WORK BOOK  – You can view the User wise / PC wise Login Information for Assessee login in case 

you have installed EasyOffice in LAN PC. 
 

 
 
�  EASY WEB – You can set the Web Address Link through this option to use later on within the system as 

Favorite option.  

 
 

�  DAY’S QUOTE - Daily Tip’s (Good Sentences) will be displayed. 
 

 
 

�  MY INVOICE  ��� �  Client Invoice Management Module. 
 

COMPANY INFORMATION  
 

Enter the Company Information like Company / Firm Name & addresses with contact nos., terms & conditions, 
whether you want to charge Service Tax, Invoice No. to be generated Auto Numbering or Manual, etc. Using this 
option, you will prepare the Invoices / Bills for Fees related to the IncomeTax, Vat, Audit, Accounting Charges, etc 
for your clients. 
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INVOICE PARTICULARS  
You can enter the default Invoice Particulars once so that the same information will be displayed at the time of making 
Invoice(s).  

 
 

ASSESSEE INVOICE 
You can prepare the Assessee Invoice for the Professional Services you have provided and prepare invoice(s) along 
with Payment Details and Assessee Invoice Registers. 
 

   
 

You can Modify Invoice by pressing F3 Key / Remove by F4 Key and Invoice List by F8 Key.  
 
OUTSTANDING REGISTER  
You can print the Outstanding Register by pressing F8 Key.  
 
SERVICE TAX REGISTER  
You can print the Service Tax Register by pressing F8 Key for Service Tax received amount out of Invoice Amount. 
 
RECEIPT REGISTER 
You have to enter the Receipt Amount by pressing F5 Key as under and press F7 Key to print Receipt, you can also 
print F8 Key to print Receipt Register. 
 

 

   
 

 
 
 
 

Service Tax will be 
automatically calculated 
as per amount Received 

Print Invoice by Full 
Page or Half Page 
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�  XML IMPORT   
 

This option is used to Import the IncomeTax e-Return (.xml) File into EASYTAX Software. If you have used other 
software earlier or you have submitted eReturn from other place and you want to import data in EASYTAX, select the 
xml file and import your data easily.  
 

     
 
NOTE:  You can also modify the Assessee Master Details after import data for Address to be considered as Office or Residence. 
 

�  FVU IMPORT   
 

This option is used to Import the TDS/TCS e-Return (.fvu) File into ETDSR Software. If you have used other software 
earlier or you have submitted eReturn from other place and you want to import data in eTDSr, select the fvu file and 
import your data easily.  
 
NOTE:  
After Import of .fvu file, you have to modify the Employee / Deductee Master for address & certificate issue type 
(Annually/Monthly/Half-Yearly or Quarterly), you can also check the Employee / Deductee Status. 
 

�  BULK E-MAIL   
You can send the Bulk Emails to Assessee(s) through this option. You can also generate the different 
formats of reminder / subject text lines by clicking F1 - Help and use it whenever required. You can also 
attached the file by clicking the Browse Button. You can also configure the Setup by clicking F5 Key. 
 

   
 
Note:    
To send the Emails you have to activate the SMTP Services of Windows XP / Windows 2000 / Vista. (For 
more information please feel free to contact us or contact your Hardware Vendor for the detail.) 
 

�  PRINT CHALLAN   
 
You can refer the EASYPRINT module later on for printing of blank challan as well as advance tax challans 
with or without Assessee details. 
 

�  �  �  �  �  

Once you Install the 
SMTP Services and 
enter the Email-Id 

For 1st Time Import, click 
on Update Master and 
Year data both Option. 

Click here to consider the 
Residence address as 
Default, else office 

address will be considered 
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* EASYTAX – INCOME TAX MODULE * 
 
Click on EASYTAX  Module to enter the Assessee Master Information as under. Press F2 Key for New 
Assessee, F3 Key for Change/Modification, F4 Key for Remove/Deletion.  

 

 

 
 

SEARCH: You can also search by File No., Assessee Name, or any field by typing in the search field. 
 

�  ASSESSEE MASTER �  
 
This option is used to Create a New Assessee Master File.  Enter the Assessee Name, Status, Residence 
Status, PAN, File No., Birth Date, Employee Type (Govt./PSU/Other), Gender (Male/Female), Senior 
Citizen, Business Name, Verify By Name, Father Name, Capacity, Ward No. (You can select by pressing F1 
Key), Return Type, Communicate at Resi/Office, Mobile No, TDS, FBT, Audit Applicable (Yes/No), 
Residence Address and Office Address, Bank Details / Credit Card details, etc.  
 

 
 

   

City wise 
Ward 

Selection is 
available, 

Press F1 Key 
to select 
WARD 

F9 to copy 
Office 

Address & 
F2 to copy 
Residence 
Address 

Select 
the 

BANK 

City wise Bank 
& Branch with 
MICR Code is 
available to 
select the 
BANK 
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Enter the Other details, like Return Filing Started from Assessment Year, Group (if any), website address, 
fax no., other registration nos., etc.  You can also Print the 49-A (PAN Application Form) through the 
Software for which you have to fill up the necessary fields as mentioned therein. Press F10 Key to Save the 
Information of Assessee Master. 
 

   
 
 
F5- IMPORT : You can also Import the Assessee Master Information from the given format of Excel Sheet. 
Standard Excel Sheet Format is available in Main Menu �  Setup Option �  Excel Sheet.  
 
F6- STATISTIC : You can view the Status wise total no. of Assessee. 
 
F7- LOCK: You can lock the Assessee individually by setting the Password. You can also set the Hint 
Question & Answer to know the password in case of forgot the password. 
 
F8- PRINT: You can print the Blank Format of Assessee Information or you can print with master data for 
your record purpose. 
 

 
 
F9- QUERY: You can search / query any data from the Assessee Master Information. Click on the Column 
on which you want to search and Press F9 Key to Query on the particular Column. For e.g. if you want to 
search the PAN, click on the PAN Column and the following screen will be displayed then enter the PAN 
No. To view all the Assessees Press F2 Key to Show All Assessee. 
 

 
 

  To enter into the Assessee for Tax Calculation, Double Click on the Assessee Name or Select 
the Assessee and Press ENTER key for Tax Calculation.        
 
 
 

GROUP 
wise Files 
Available 

Form 49-A 
is Available 
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 * EASYTAX - INCOME TAX CALCULATION MODULE  * 
 
After selection of Assessee Name the following screen will be displayed. You can also select the Assessee 
by selecting F5 Key also. The head wise summary will be displayed on the screen so that you need require 
view/print the statement (computation) frequently, all the calculations related to ITR will be available on the 
screen. 
 

 
 
 
 
 
 
 
 

 

 

M A I N  M E N U  
 

T A X A T I O N  
 

For Assessee 
Master and 
Income-Tax 
Calculation 

Income-Tax 
Audit / TDS &           
Other Forms 

Paper Return 
of TDS / TCS 

Form 24Q, 
26Q, 27Q, 
27EQ & 

Annexures 

Appointments, 
Reminders, 

Phone/Address Book, 
Letters, Mail Merge  

Status wise 
Online      Tax 

Calculator 

I-Tax Register / Refund / Pending 
Detailed Register with Return Filing 

Details & User-Defined Printing 

Blank  
Advance Tax 
CHALLAN 
Printing of 
ITNS-280, 

281, 282, 283 

Status wise 
Return Filing 
Summary with 

E-Return & 
Refund Cases 

All cases with 
Pending,   

Late / Regular, 
Return Filing 

Details 

Import from Excel Sheets 
for B/Sheet and P&L A/c., 
TDS/TCS, Stock, Capital 

Gain, Assessee Master, etc 

You can click to 
enter the Details 

You can drag the Mouse 
to view the head details 

* Indicate the 
Minor Income 

Click to view 
Previous A.Y. 
SummaryData 

You can Change 
Assessment Year 

from here! 

You can directly submit 
e-Payment of Challan 
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 The Main Menu after Assessee selection will be displayed as under.  
 

 
 

�  SOURCE OF INCOME �  
 

You can select the respective option as per necessity of the ITR Return however you can also select the 
option by clicking  button displayed on the screen.  
 
Source of Income having option for the Salary, House Property, Business/Profession Income – {Speculation 
Business Income, Business Exps., Interest Remuneration and Share from firm, Share from AOP, BOI, URF, 
LIC Commission Calculation, General Business Information, Company Information, Quantitative Stock 
Summary / Detail}, Short Term / Long Term Capital Gain, Income from Other Sources, Agriculture Income, 
Minor Income, Income under Special Tax Rates, Exempted Income, Previous year B/F Losses, Deductions, 
Rebate & Relief, Advance Tax & TDS Claimed information, etc.  
 
 

 

�  SALARY  
 

You can enter the Salary Income by entering the Employer Name, PAN, Address of the employer with City, 
State and Pin code.  If salary received from more than one employer, you can enter the Employee Master by 
pressing F1 Key.  Enter the Basic Salary, DA, Fees and Commission, Bonus, etc.  
 
You can also enter the Allowances Received by pressing F4 Key, Perquisites by pressing F5 Key and Other 
Amount received by pressing F7 Key. Enter the Professional Tax and Entertainment Allowances received. 
The Net Salary Income will be displayed on the screen.  
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SALARY OPTION  
 
Allowances and Perquisites Screen will be displayed as under. 
 
                                             (Allowances)                                                                                      (Perquisites)  

  
 

You can enter the Multiple Entries of salary received by Pressing F2 New, To modify the salary details 
press F3 Modify and to delete the salary details press F4 Remove and press F10 Key to Save / Exit. 
 

 
 
 

�  HOUSE PROPERTY 
 

You can enter the House Property Income by entering the Self Occupied / Let Out / Deemed Let Out as 
per the case. Enter the complete address with city, pin code and state, Purpose of Loan, capital borrowed 
date, interest on borrowed capital (after / before construction period), the software will be calculate the tax 
as per the rules however you can modify the deduction amount by clicking the Auto / Manual option.  
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�  BUSINESS / PROFESSION 
 

You can enter the Business / Profession Income by clicking the Business or Profession Income. The 
following screen will be displayed.  
 
You can also enter the Multiple Business Entry by pressing F2 Key. The system will print the combine 
Balance Sheet and Profit & Loss A/c. in the ITR Form.  
 

 
 
You can enter the Business Name in Description and enter the Profit / Loss as per P & L A/c. Enter the 
Depreciation as per book, to enter the Depreciation as per Act press F3 Key. Similarly you can enter the 
Deduction u/s.10 by clicking ALT + F5 key,  
 

  
 

Enter the disallowable by pressing ALT + F7 Key and ALT + F8 Key for Adjustment I & II  option.  
 

     
 
You can also enter the income related to 44AD / 44AE / 44AF – Civil Construction / Transport / Retail or 
Merchandise business income by pressing ALT + F9 Key.  
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You can also enter the Profit and Loss A/c. Enter the value as per the heading provided in ITR Form. 
You can also enter the Other Expenses by pressing F9 Key.  
 

   
 

If regular books of accounts are not maintained click the box provided you will get the screen as under to 
enter the Gross Receipts and Profits, Expenses and Net Profit and press F10 Key to Save.  
 

 
 
You can also enter the Balance Sheet. Enter the value as per the heading provided in ITR Form. If 
regular books of accounts are not maintained click the box provided you will get the screen as under to 
enter the Amount of Sundry Debtors / Creditors, Stock in Trade and Cash Balance. To save press F10 Key. 
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SECTION 44AD / 44AE / 44AF  ENTRY                   
 

You can also enter the income related to Section 44AD / 44AE / 44AF – Civil Construction / Transport / 
Retail or Merchandise business income. 
 

 
 
SPECULATION BUSINESS INCOME  
 

This option is used to enter the Speculation Business Income as shown in the below screen. 
 

 
 
BUSINESS EXPENSES CLAIMED  
 

This option is used to enter the Business Expenses Claimed which will be deduct from the Business or 
Profession Income. 
 
INTEREST, REMUNERATION & SHARE INCOME  
 

This option is used to enter the Interest, Remuneration & Share Income (for e.g. in case of partner in other 
firm), you have to enter the Share in (%) percentage and Capital Balance also. Press F10 Key to Save. If you 
have already prepared the Income-Tax Return for the Firm, Press F5 Key to REFRESH the Partner 
details, partner details will be automatically entered in this option. 
 

   
 

SHARE FROM AOP / BOI / URF 
 

This option is used to enter the Share Income from AOP / BOI / Unregistered Firm. 
 

 

Software will 
calculate 

automatically 
however you 
can manually 
change the 

(%) 
percentage. 

REFRESH 
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COMMISSION FROM LIC / UTI / MUTUAL FUND  
 

This option is used to enter the Commission Income from LIC / UTI / Post Office / NSC / PPF / Mutual 
Fund.  
 
GENERAL BUSINESS INFORMATION  
 

This option is used to enter the General Business Information related to ITR-4 Business Income. Select the 
type of business, method of accounting, whether liable for sec. 44AA / 44AB, enter the Auditor Information 
and select the Nature of Business or Profession by clicking F4 Key and press F10 Key to Save.  
 

 
 
COMPANY BUSINESS INFORMATION  
 

This option is used to enter the General Information related to Company required in ITR-6 Form. Select the 
Status of Company, Nature of Company, Details of Holding Company if subsidiary Company and other 
details.  
 
KEY PERSON OF COMPANY  
 

This option is used to enter the Directors / Officers / Key Executives Information which is required in ITR-6 
Form.  
 
SHARE HOLDERS INFORMATION OF COMPANY  
 

This option is used to enter the Beneficial Owners of Equity Shares Holding more than 10% of Voting 
Power which is required in ITR-6 Form.  
 
QUANTITATIVE STOCK SUMMARY  
 

This option is used to enter the summary of Stocks for Trading / Manufacturing Business related to ITR-4 
Form. (In case of Paper Return Filing) 
 
QUANTITATIVE DETAILS  
 

This option is used to enter the details of Stocks for Trading / Manufacturing Business related to ITR-4 
Form. (In case of E-Return Filing) 
 
CHANGE IN NAME & ADDRESS  
 

This option is used to enter the details of Change in Name & Address. 
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�  CAPITAL GAIN  
 

You can enter the Short Term / Long Term Capital Gain by pressing F2 Key and F3 Key.  You can also 
view the Quarterly Bifurcation by pressing ALT + B  Key.  
 

 
 
You can also enter the Scrip wise Transaction Detail for Listed Share / Security or you can directly enter the 
Short Term Capital Gain. Similarly you can also enter any transactions related to Assets for consideration of 
Long Term Capital Gain in which Index Value will be automatically calculated through Software. 
 

  
 

�  OTHER SOURCES 
 

You can enter the Income from Other Sources like taxable dividend income, interest income, rent for 
machinery/plants, other income, deduction u/s 57, family pension, income from race horses and winning 
from lottery/crossword/puzzles.  The Function key(s) has been displayed on the screen; you can also press 
the said function key from the keyboard to enter the respective values.  
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You can also calculate the NSC Interest. You can also enter the repeated values by pressing F1 Key which 
is helps to enter the any repeated values in specific option like bank interest, commission income, etc.  
 

                       (NSC Interest)                                                                     (Interest Received) 

   
 

�  AGRICULTURE INCOME  
 
You can enter the Agriculture Income; the Rebate on Agriculture Income will be shown in the Computation 
of Total Income as under. 
 

   
 

�  INCOME FROM MINOR, SPOUSE  
 
This option is used to enter the Minor Income / Spouse Income.  If you have already created the Assessee of 
Spouse or Minor, you can also link the Assessee by selecting the Assessee Name. 
 

    
 
The Exemption Income u/s. 10(32) of Minor / Spouse will be shown in Statement of Total Income as under. 
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�  INCOME – SPECIAL TAX RATE  
 
This option is used to enter the Income under the head of Special Tax Rate like Winning from Lottery, 
Crosswords, Puzzles, races, Short Term/Long Term Capital Gain (Auto Update), Tax on recognized 
provident fund, various incomes from royalty & technical services, profit and gains from insurance business, 
etc.  
 

   
 

�  INCOME CLAIMED EXEMPTED  
 
This option is used to enter the Exempted Income like dividend from Units/Companies, Interest, Rental 
Income – machinery/plants, etc.  
 

 
 

�  BROUGHT FORWARD LOSSES 
 
This option is used to enter the previous year brought forward losses. You need not required to adjust the 
losses manually, system will automatically adjust the losses by pressing F9 Key (Next Button) 
 
                                (Total B/F Losses)     (Set off Current Year Losses) 

   
 
Set off of Current Year Losses (if any) will be automatically displayed. Press F9 Key (Next Button) to 
adjust the Set off B/F Losses.  
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                                (Set off B/F Losses)     (Losses C/F to Future Years) 

   
 
Set off of B/F Losses (if any) will be automatically adjusted. Press F9 Key (Next Button) to C/F the Losses 
to Future Years.  
 

�  DEDUCTION – CHAPTER (VI-A)  
 
This option is used to enter the Deduction – Chapter (VI-A) – Deduction u/s. 80, 80CCC, 80CCD, 80D, 
80DD, 80DB, 80G, 80GG, 80GGA / B / C, etc.  
 

  
 
You can also enter the deduction by pressing Function keys displayed on the screen For e.g. Press F2 Key 
for 80C, etc. In Deduction u/s.80C, standard deduction head has been given however you can also enter the 
other investments, also you can enter the detail transaction of LIC, PF, PPF, Tuition Fees, Reinvestment 
of NSC Interest as per the below mentioned screen.  
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�  REBATE & RELIEF  
 
This option is used to enter the Rebate u/s. 88E and Relief u/s. 89(1). For Rebate of Salary Arrears, press F9 
Key to enter the Financial Year wise taxable income and arrears/advance salary. 
 

   
 

�  ADVANCE TAX & TDS  
 

This option is used to enter the details of Advance Tax Paid and Certificate(s) claimed for Form No. 16 
(Salary Certificate), Form No. 16A (TDS Certificate) or Form No. 27D (TCS Certificate) for which press F2 
/ F3 / F4 Key respectively. You can also enter the TDS/TCS – Employee/Deductee Master by pressing F1 
Key.  
 
Similarly you can enter the Quarter wise Advance Paid Tax Amount detail. If you paid Self Assessment Tax 
after 31/03, press F6 Key (Effect of u/s. 234B will be considered) and If you do not want to effect of u/s. 
234B, enter the Self Assessment Tax Paid displayed on the screen.  
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To Import Masters from other Assessee in TDS (Form 16 / 16A) or TCS, select the appropriate option by 
clicking the Key (F2 / F3 / F4) and Press F1 Key as mentioned in below screen, it will prompt to import 
master data from other Assessee Press F11 Key. 
 

    
 
By clicking F11 key the following option will be displayed to select the other Assessee from which you 
want to Import the Masters. 
 

 
 

�  BOOK PROFIT U/S 115JB - MAT 
 

This option is used for calculation of Book Profit u/s 115JB – MAT required in ITR-6 Form for Company. 
You can also adjust the MAT Credit Entry  through this option by pressing F5 Key.  
 

  
 

�  TAX ON DISTRIBUTED PROFIT  
 

This option is used to enter the Tax on Distributed Profit required in ITR-6 Form for Company. 
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��� �  ITR HELP  
After entering respective Source of Income, you have to print the ITR, for which the Software will show 
the relevant ITR required to be print for the selective Assessee at the bottom of the screen as 
mentioned in below screen. By Double-Clicking the same you can also Print / E-Return the ITR .  
 

 
 

For E-Return of ITR -1 to 8, the system will automatically valid the necessary mandatory fields by clicking 
the Pre-Validation Button however Final Validation will be generated through E-Return option. 
 

��� �  COMPUTATION OF TOTAL INCOME (STATEMENT)  
 

To Print the Computation of Total Income / Statement for the relevant Assessment Year, Press F5 Key or 
Click on the Statement as mentioned in below screen.  
 

 
 
 
 
 
 
 
 
You can also print the Statement of Total Income from the Tax Calculation Menu as mentioned in below 
screen.  

��� �  CHALLAN (280) PRINTING  
If Net Tax is Payable, you can Instantly print the Challan – 280 after calculation of the income statement for 
the relevant Assessment Year, Press F6 Key or Click on the Challan 280 as mentioned in below screen.  
 

��� �  SUMMARY OF INCOME-TAX  
You can print the Single Page Summary of Income-Tax Return for the selected Assessee. 
 

 

STATEMEN
T OF 

TOTAL 

CHALLAN 
280   

PRINTING 

SUMMARY 
OF 

INCOMETA X 

RETURN FILING DATE. 
DOUBLE-CLICK TO 
MODIFY THE DATE 

E-PAYMENT 
OF CHALLAN 

TO VIEW PREV. A.Y. 
RETURN TAX SUMMARY  

PARTNERS SETUP 
INFORMATION  
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�  TAX CALCULATION  �  
 

Tax Calculation having option to enter the Notes / Narration at various places, Attached list of documents, 
Accounting Policy, Statement of Total Income (Computation), Information related to ITR-7, Information 
related to A.I.R., etc. 
 

 
 

�  NOTES / NARRATION  
 

This option is used to enter the Notes / Narration after Income Statement or After Salary / House Property / 
Business Income / Capital Gain / Other Sources / Deductions / Advance Tax and TDS Head.  
 

 
 
If you want to make Common Notes for all Assessee, you can create the Notes through Tools ��� �  Common 
Notes / Narration Option and copy the notes by pressing F9 Key to Individual Assessee. 

 

�  ATTACHED LIST OF DOCUMENTS  
 

This option is used to enter Attached List of Documents with ITR Forms Press F2 Key for Addition / F3 
Key to Modify and F4 Key to Remove the entry.  
 

 
 

�  ACCOUNTING POLICY  
 

This option is used to enter the Accounting Policy as similar as Notes / Narration Option.  
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�  STATEMENT OF TOTAL INCOME  
 

This option is used to View / Print / E-Mail / Export the Statement of Total Income (Computation) of 
Income-Tax Calculation.  
 

 
 

 

   
 

   
 
Software can print any reports / forms on your Dot Matrix Printer as well as DeskJet / LaserJet Printer 
whichever printer is set as a default Printer. 
 

Click here for Revised Return 

For User Defined 
Statement, you can set 
the option as required 

Check Return 
Filing Date 

Select 
Method of 
Printing 

DOS 
WINDOW 
SPECIAL 
EFFECT 

You can PRINT 
Selected Pages or 
Odd/Even Pages 

You can 
Preview the 
Statement 

You can Export Statement 
of Total Income to Word 

(.Doc) Format 

You can 
directly 
E-MAIL 
to Client 

You can also Prepare 
Challan from Here! 
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�  INFORMATION FOR ITR-7  
 

This option is used to enter the Information related to ITR-7 which is helpful for Trust Return. 
 

 
 

�  INFORMATION RELATED TO A.I.R.  
 

This option is used to enter the information related to Annual Information Return as under. 
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�  INCOME-TAX FORM  �  
 
This option is helpful to print all the Income-Tax Forms of ITR-1 to ITR-8 and Form 49A also. 
 

 
 
�  FORM ITR-1  ��� �  This option is used to View / Print the Income-Tax Form ITR-1 for Individuals 

having Income from Salary & Interest. 
 

�  FORM ITR-2  ��� �  This option is used to View / Print the Income-Tax Form ITR-2 for Individuals 
and HUFs not having Income from Business or Profession. 

 

�  FORM ITR-3  ��� �  This option is used to View / Print the Income-Tax Form ITR-3 for Individuals 
and HUFs being partners in firms and not carrying out Business or Profession under any 
Proprietorship. 

 

�  FORM ITR-4  ��� �  This option is used to View / Print the Income-Tax Form ITR-4 for Individuals 
and HUFs having Income from a Proprietary Business or Profession. 

 

�  FORM ITR-5  ��� �  This option is used to View / Print the Income-Tax Form ITR-5 for Firms, AOPs 
and BOIs including Fringe Benefits Tax Return. 

 

�  FORM ITR-6  ��� �  This option is used to View / Print the Income-Tax Form ITR-6 for Companies 
other than companies claiming exemption u/s 11 including Fringe Benefits Tax Return. 

 

�  FORM ITR-7  ��� �  This option is used to View / Print the Income-Tax Form ITR-7 for Person 
including companies required to furnish under section 139(4A) or 139(4B) or 139(4C) or 139(4D) 
including Fringe Benefits Tax Return. 

 

�  FORM ITR-8  ��� �  This option is used to View / Print the Income-Tax Form ITR-8 for Fringe 
Benefits Tax Return (for Firms, AOPs and BOIs). 

 

�  FORM 49-A ��� �  This option is used to view / Print the Form No. 49A for application of 
Permanent Account Number (PAN Card). 

 
�  Correction in PAN Data ��� �  This option is used to print the Changes / Correction in PAN Data. 
 

 
 

�����  

Print Form 49A 
PAN Application 

Paper Return of 
Form ITR-1 TO 8 

Click to enter 
TRP Details. 

You can print 
Acknowledgement 
separately or with 

ITR Forms 
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�  ITR FORMS (E-RETURN) �  
 
This option is helpful to E-RETURN of all the Income-Tax Return Forms 1 to 8. 
 

 
 
Software provides the Pre-Validation facility  (at the bottom of Screen) before Final validation of .XML file 
through the above option.  After Pre-Validation you have to go to E-Return option for Final Validation, the 
following screen will appear on the screen. To edit the necessary errors / information, click on Edit Button to 
modify the error, cursor will directly point out on the required fields so that user can simply solved all the 
errors / information easily. 
 

 
 
After Successfully Pre-Validation, now Go to E-Return option and click on the ITR you want to Final 
Validate / Generate the XML File to upload the same file at Site: www.incometaxindiaefiling.gov.in. 
 

 
 
 
 

Electronic Return of 
Form ITR -1 TO 8 

Pre-Validation of ITR 
E-Return before Final 

Validation of XML File  

By clicking on Edit 
Button the Cursor will 
directly placed on the 
required fields which 
required to Modify.  
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Next Step is to Validate the Generated XML Return File …… 
 

 
 
During Validation of E-Return File, if any error in XML file; it will be displayed with Total No. of Errors 
also as mentioned in below screen. However you can also view the XML format by clicking F9 Key. To 
view or go to the next error line just Press the Up / Down Key from your Keyboard, error line will be 
highlighted. 
 

 
 
On Completion of Final Validation Successfully, the following message will be displayed on your screen 
with XML File Location where the E-Return File is being created.  
 

 
 
ITR E-Return File generated in XML Format as per Income-Tax Department. File Name format is as under: 
 
 

Click Here to 
VALIDATE     

ITR E-Return 
XML File 

 

SAMPLE 
ITR-V Form 
Generated 

just to view 
& compare 
it with ITR 

You can directly 
Upload XML 
File within the 

Software 
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For e.g.: 1E8_0003.XML  �  1 = indicate the ITR 1 (similarly 2,3,4,5,6,8 for ITR 2,3,4,5,6 and 8) 
     E = E-Return 
     8 = indicate the Assessment Year (for A.Y. 2008-09) 
     0003 = indicate Assessee-Id which is in-built generated by Software. 
      (You can view the same ID through Assessee Master) 
 
Press F2 Key to go to Generated XML File to different location other than Easyoffice. 
 
Press F3 Key to copy Generated XML File to different location other than Easyoffice. 
 
Press F4 Key to view Generated XML File.  
 
Press F5 Key to View the Sample ITR-V, just to view & compare it with ITR Acknowledgement before 
uploading e-file.  
 
Press F7 Key to Open the Income-Tax Department Website link for e-filing. 
 
Press F9 Key to Upload Valid XML File  directly within the Software at Income-Tax Department Website 
www.incometaxindiaefiling.gov.in.  You need not required to open the website. Just press F10 Next Button 
to submit the Valid XML File from the software which is as under. 
 

 
 
TO SUBMIT ONLINE XML FILE – YOUR ACTIVE INTERNET CO NNECTION IS REQUIRED  
 
 
 
 

9  for A.Y. 2009-10 

Enter Login Password 
Only to Submit E-Return 

Click here For New PAN 
Registration or Change 

Login Password 
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E-TRANSACTION      -   e-RETURN / e-PAYMENT of Challan 
 
Now you can easily do e Return / e Payment for Multiple Assessee within the Software. You have to 
validate the XML file from the Software and go to Main Menu of EasyOffice and click on e-
TRANSACTION.  
 

 
e-RETURN 
By clicking the e-Return the following screen will be displayed. You can select the XML file by clicking the 
… Button as mentioned in below screen.  
 

 
 

 
 

Click here!  
To Select the 

XML File 

For New PAN Registration or 
Change Login Password 

Select the XML Folder 

Select the Assessment 
Year to select XML File 

Select the 
Assessee wise 
XML File to 

submit eReturn  

On Selection of 
XML File ITR 
Form, Filename 
and Username 

will be 
automatically 
entered, you 
have to enter 

the Login 
Password 
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E-Payment of Challan 280 -  Income-Tax Challan 
 
By clicking the e-Payment of Challan 280 – Select the Assessee and fill up the Challan Amount, Payment 
Detail – Cheque No., Date and Bank Branch in which you are submitting e-Payment. Press F10 Key to Save 
the Challan and Press F11 key to submit the e-Payment. Immediately you will be connected to website of  
 

 
 
Similarly you can submit the e-Payment of Challan 281 – TDS/TCS, Challan 282 – Other Taxes, Challan 
283 – FBT. 
 
You can also print the Challans and make e-Payment from the Main Menu �  Easy Print Option.
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�  T O O L S �  
 
This option is helpful to use the various options like Books of Accounts, Return Filing / Refund Details, 
Print options for IT Statement, Common Notes/Narrations, Common A/c. Policy, Smart Writer, File 
Manager, Dispatch Register, Masters for TDS Entry – Employee/Deductee, Separate printing of Balance 
Sheet and P&L A/c., Calculator, Online Tax Summary, Collection of Previous Year Data, etc.  

 

�  BOOKS OF ACCOUNTS 
 

This option is used to enter the Books of Accounts for the selected Assessee for which Press F9 Key to enter 
the Statements like Trading A/c., P & L A/c., Capital A/c., Balance Sheet and other accounts. To Print the 
Statements Press ALT + F5 key and press F10 key to save the Details.  
 

   
 

�  RETURN FILING DETAILS  
 

This option is used to enter the Return Filing Details for Original / Revised Return Filed, also mentioned 
whether Returned Filed in Paper Format / Electronic Format, enter the Filing Date with Acknowledgement 
No. If you are filing E-Return then enter the E-Return Acknowledgement Ref. No. and Date as mentioned in 
below mentioned screen.  

 
 

�  REFUND DETAILS  
 

 

Paper Return 
Filing 

Acknowledgement 
No. 

E-Return Filing 
Acknowledgement 

Ref. No. 

In case of 
Revised Return 

Enter the Refund 
Details on receipt of 
Refund Cheque with 
Interest received from 
the Income-Tax Dept.  
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�  PRINT OPTIONS for  IT STATEMENT  
 

This option is used to Print the Income-Tax Statement (Computation) as per your requirement. You can set 
the details by entering Yes/No option.  
 
You can also Print the Header / Footer Text to be print on Income-Tax Statement / ITR Forms as per your 
requirement. You can also set the Common Setting for all the Assessee or Individual Assessee for which 
Software prompts the Question as “Would you like to default setup for this particular Assessee?” �  If you 
want to change statement for a individual Assessee, enter Yes or else enter No to set Common to All 
Assessee.  

 
 

�  COMMON NOTES / NARRATIONS / Account Policy 
 

This option is used to enter the Common Notes / Narrations /Account Policy required in all the Assessee.  
Press F2 for New, Press F3 to Modify and Press F4 to Remove the Notes. Enter the Description of Notes and 
Reference No. (if any you want to give). These details will help to select the Notes from the List whenever 
you need the common notes in individual Assessee as shown in below screen. . 
 

 
 
F5 – MACRO  ��� �  We have provided the Macro Function in which you can select the Columns to be 
merge in Notes / Narration as per your requirement. (Just like mail-merge option). 
 

Assessee Text 
to be written in 
Header/Footer 
on Income Tax 
Statement / ITR 

Forms 

Enter NO to 
Set Income 

Tax 
Statement 

Common to 
All Assessee 

Double 
Click to 
select 

Yes/No 
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�  SMART WRITER  
 

This option is used to write any Notes / Letters / Remarks as per your requirements. 
 

�  FILE MANAGER  
 

This option is used to select the Blank Forms from the Form Manager and categorized as required by you. 
Select the Category �  Income-Tax / Audit / TDS / Service Tax / Other Forms, select the Filename from 
the list (which form you want to print), enter the creation date, Reason for creating required forms and 
Username and press F10 Key to Save. 
 

   
 
Press F2 Key - To Create / Select the File from the Form Manager for Income-Tax/Audit/TDS/Service Tax  

   and other Forms. 
 
Press F3 Key - To Edit / Modify the Selected File. 
 
Press F4 Key - To Remove the Selected File; created earlier. 
 
Press F5 Key - To View the Selected File. 
 
Press F6 Key - To Copy the Selected File to the specified location. 
 
Press F7 Key - To Edit the selected File 
 
Press F9 Key - Query the Selected File. You can search on the selected column by enter the Text, Press F2             

   to view All Details.  
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�  MY DOCUMENTS  
 

This option is used to enter Inward / Outward Transaction Details for the record purpose. Press F2 for New, 
F3 to Modify, F4 to Remove and F8 to Print the Dispatch Register. 
 

 
 
Dispatch On  : Dispatch / Transaction Date 
Document  : Any Document relating to Assessee. 
Dispatch Purpose : Write the purpose of sending the documents to Assessee 
Dispatch to Whom : Write the name to whom the documents sent. 
Dispatch Through : Write the name of Courier / Media through you had sent the documents. 
For Department : You can grouping the documents by department like I. Tax / S.Tax / Accounts, etc. 
Status   : Give the Status whether you had send, pending, cancel, yes sent but late, etc. 
Reason   : You can also mention the reason for pending, cancel, yes but late dispatch. 
Address  : You can write the Mailing Address. 
 
To Print the Dispatch Register Press F8 Key. You can also select the Columns you want to print in report 
and similarly you can give the Report Title and Save the Print Format by pressing F3 Key.  
 

 
 
DISPATCH REGISTER 

 

Tick Mark 
Column 
you want 
to Print 

Write the 
Report Title 

Select the Print Format to print 
Report in Specific Format 

F3 to Save the 
Report Format 
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�  MASTERS FOR TDS ENTRY 
 

This option is used to enter the Employee / Deductee Masters for claimed Form No. 16 / Form 16A or Form 
27D which is helpful to enter the TDS / TCS entry during the Advance Tax & TDS options.  
 

   
 

�  PRINT - B/S and P&L A/c 
 

This option is used to print the  Separate Balance Sheet and Profit & Loss A/c. which is entered in 
Business or Profession Income and being printed in ITR-4. 
 

�  CALCULATOR  
 

This option provides the Calculator (Shortcut Key is ALT + K) to calculate any values. 
 

�  ONLINE TAX SUMMARY  
 

Click on this option to Hide / View the Online Tax Summary which is displayed on Easytax Screen. 
 

�  DOS PROMPT 
 

This option provides the Ms-Dos Prompt. 
 

�  COLLECT PREVIOUS A.Y. DATA  
 

EasyOffice Software provides the Salient Features to collect previous Assessment Year Data for Assessee 
Master and Source of Income (like Salary / House Property / Other Sources / Depreciation / Partners Detail 
/ Salary –TDS detail / Deduction u/s 80 / Brought Forward Losses) with or without Amount. This will helps 
to Generate Current Assessment Year Income-Tax Return Data easily and you have to do the minor changes 
in the Assessee Data and the whole return will be Generated Immediately. 
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�  I M P O R T �  
 
This option is helpful to Import the various Income-Tax Data from the Sample Excel Sheets provided in 
the Software.  
 
We have provided Excel Sheets for Balance Sheet and P & L A/c., TDS / TCS Data, Advance Tax Paid, 
Company Information, Stock Details, Short Term/Long Term Capital Gain and Assessee Master 
Information.  
 
Step – I  ��� �   Issue Sample Excel Sheets (Blank Format) to Assessee. 
 
You have to click the option ISSUE DEFAULT EXCEL SHEET, Tick Mark (� ) Excel Sheets you want to 
issue and click on the Browse Button to copy the sample sheets to specified location (for e.g. if you want to 
copy it to another drive select the Drive Letter C: or D: and select the folder). Selected sheets will be 
automatically copied into the specified folder and now you can give it to Assessee on pen drive or disk 
(CD). 
 
                   (Excel Sheets)          (Issue Default Excel Sheet to Assessee) 

   
 
Step – II  ��� �   Collect Sample Excel Sheets (with Data) from Assessee. 
 
You have to click the option COLLECT EXCEL SHEET FROM PARTY, Click on the Browse Button to 
select the Excel Sheet (Source for e.g. Pen drive or CD) where Party collect the sheets with Data and Tick 
Mark (� ) Excel Sheets you want to collect and click on the F5 COLLECT Button to store the Excel Sheets 
data to Easyoffice folder. (Location will be displayed on the screen) 
 

 
 
 
 
 
 

Select the Source 
where Party taken 

Sheets with Data for 
e.g. CD Drive or 
Pen Drive, etc. Collected Excel 

Sheets will be 
stored Year 

wise and 
Assessee wise 
in Easyoffice 

Folder to 
Import Sheets 

Select the 
folder or path 
to copy the 

sample Excel 
Sheet to the 
specified 
location 
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Step – III  ��� �   Import Data from Excel Sheets  
 
You have to click the option and Tick Mark (� ) the Items you want to import or you can also import the file 
by selecting Browse Button (selecting the specified path of Excel Sheet).  You can also select the Multiple 
Business for Multiple Balance Sheet and P&L A/c. 
 
                   (Excel Sheets)                 (Balance Sheet and P&L A/c. Detail) 

       
 
You can Tick Mark (� ) the Items you want to Import Data. 
 
                   (TDS / TCS Detail)        (Advance Tax Paid Detail)                         (Stock Detail) 

     
 
      (Short Term/Long Term Capital Gain)           (Company Information)                   (Collect data from Audit) 
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* EASYFORM ��� �  INCOME-TAX, TDS, AUDIT, OTHER FORMS * 
 

    
 

We have provided Ready to Use Forms for Income-Tax, Audit, TDS and Other Forms; you can View / Edit / 
Modify / Copy or Remove the specific forms. Press F2 to New, F3 to Modify, F4 to Delete, F5 to View 
and F6 to Copy File.  All the Forms will be open in Ms-Word (.Doc) format.   
 

 
 
FORM MANAGER  
 
You can manage the Forms using Form Manager. Select the Assessee Name for which you have to generate 
the Form, Select the Category like Income-tax, Audit, TDS, etc and select the form file you want to view or 
edit the file. 
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* EASY TDS ��� �  PAPER TDS RETURN * 
 
This option provides the Paper Return of TDS / TCS – Form 24Q / 26Q / 27Q & 27EQ. 

 

 
 

You can enter the Masters detail for Deductor, Employee and Deductee. Fill up the Quarter wise Challan 
Details and Print the Paper Return of Form 24Q / 26Q / 27Q & 27EQ and its Annexures. You can also 
generate the Salary (Form No. 16) / TDS Certificate (Form No. 16A) and print the TDS Register from the 
Tools Option. Enter the Receipt No. (Acknowledgement) through Receipt Register Option.  

 

 
 

For More details of TDS Software Refer the E-TDSR Software Manual. 
 

* MY DESK ��� �  REMINDERS, LETTERS, MAIL MERGE * 
 
This option is helpful to enter the various types of Reminders like Appointments, Birthday, Marriage, 
Holidays, Opening Ceremony, Exhibitions, Telephone Calls, etc. You can also manage the Personal Address 
Book with Name & Addresses, Telephone Nos. and Emails, etc.  
 

 
 
You can also Generate the User-Defined Mail Merge Letters with Macro function which is helpful to send 
the letters to Multiple Assessee(s) or Members available in the Address Book. 
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�  L E T T E R S :- 
 
You can create any standard / mail merge letter using this option. Press F2 Key to Create New Letter, F3 
Key to Modify  and F4 Key to Remove the Letter. You can also press ALT + M to enter the Macros Field 
which is useful to write a letter as mentioned in below screen. Press Save Button or Go to File Menu �  
Save.  

 

 
 
You can enter the File Description and indicate the letter type Standard or Mail merge letter.  
 

 
 

�  MAIL MERGE :-  
 
Now you can ready to Mail Merge the letter file for which you have to Select the Assessee from the list and 
select the letter format you want to send. 
 

   
 
 

Press F10 Key 
Generate Letter 

Select the 
Letter 

from List 

Select 
Assessee 
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* QUICK TAX  ��� �  TAX CALCULATOR * 
 
This option is helpful to calculate the tax as per the Income-Tax Slab as per the relevant Assessment Year. 
You can select the Assessee Status (Individual, HUF, Firms, Company, Trusts, etc.) and Gender Type 
(Male/Female) select whether Assessee is Senior Citizen / NRI, enter the deductions (if any). You can also 
Print the Tax Calculation by pressing F8 Key.  
 

  
 
 

* T A X   R E G I S T E R * 
 
This option is helpful to view / print the Tax Register with complete details like Assessee Name, File No., 
Status, PAN No., Taxable Income, Aggregate Tax, Tax Paid, Net Tax Payable, Tax Refund (if any), Return 
Filing Date, Acknowledgement No., Return Filing Ward No. with Head wise income like Salary, House 
Property Income, Business Income, Short Term/Long Term Capital Gain, Other Income, B/F Losses & 
Adjustment, Agriculture Income, Gross Total, Deductions, Taxable Income, Regular Tax, Tax on 
STLG/LTCG, Special Tax, Rebate, Relief, Interest on Tax, Advance Tax Paid, TDS/TCS claimed, Tax 
payable, Self Assessment Tax Paid, Net Tax Payable, Tax Refund, Group Name (if any) and Return Due 
Date.  

 
 

 
 

Select Status 
of Assessee 

You can also enter the 
ITR Acknowledgement 

No. from here!  

Select the 
Report Format 

to Print  
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F7 – PRINT SUMMARY 
You can print the Head wise Income-Tax Return Summary for the selected Assessee to view the all the 
Calculations.  

 
F8 – PRINT 
You can print the User-Defined Tax Register by selecting the Column Name as required by you. You can 
also adjust the Column Position whether you want to print the Assessee Name 1st Column or File No. as a 
2nd Column, etc. You can also set the Column Width (Max. default width displayed) as required, Enter the 
Report Title for e.g. TAX REGISTER, etc and Save the Setting by entering the Report Title.   
 
You can create as many as reports through this option and Save Print Format in different names so whenever 
you require any reports, you have to just select the require format and print the reports. 
 

 
 

SAMPLE REPORT is as under: 
 

 
 

F9 – QUERY 
You can also filter / search the required data using the Query option. Click on the Column you want to filter 
or search and press F9 Key. You can enter the required conditions to view the reports.  

 

 
 
Press F2 Key to view All Details and press F8 Key to view / change the conditions.  
 
 
 
 
 

(1) Select the 
Column as 
required 

(2) Set Column 
Sequence as 

required 

(3)  Set 
Column Width 

as required 
 

(4)  Enter 
Report Title  
 

(5)  Save 
Format Name 
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* R E F U N D   R E G I S T E R * 
 
This option is helpful to view / print the Refund Register with complete details like Assessee Name, File 
No., Status, PAN No., Ward, Refund Amount, Refund Received Date, Interest Amount and Group Name (if 
any). Press F5 Key to enter the Refund Details and Press F8 Key to Print the Register.  
 

 
 

* P E N D I N G   R E G I S T E R * 
 
This option is helpful to view / print the Pending Return Filing Register with complete details like Assessee 
Name, File No., Status, PAN No., Ward, Status, Return Filed Original / Revised, Paper Return / Electronic 
Return, Return Filing Date, Acknowledgement No., Digital Signed, etc. Press F5 Key to enter the Return 
Filing Details, Press F6 Key to print the Standard Report and Press F8 Key to Print the User Defined 
Register.  
 

 
 

* R E T U R N   S T A T U S * 
 
This option is helpful to view / print the all types of Reports like Return Filing (Late/Regular / Pending / 
All), you can also enter the Return Filing Details and print the reports as required. 
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* RETURN SUMMARY ��� �  STATUS WISE SUMMARY * 
 
This option is helpful to view / print the Status wise Return Summary which reflects the Total Return, 
Return Filed (Late/Regular), Pending Return, E-Return Status and Refund Cases. Press F8 Key to Print the 
report. 

 
 

* E X C E L   S H E E T S * 
 
This option is helpful to Import Data from the Excel Sheets. We have provided import facility for Balance 
Sheet and P & L A/c., TDS / TC.S data (Salary Certificates / TDS Certificates), Tax Paid Details (Advance 
Tax/Prepaid Tax or Self Assessment Tax), Company Information, Short Term/Long Term Capital Gain, 
Stock Details (Trading/Manufacturing Stock) and Assessee Master Information.  
 
Tick Mark (� ) Excel Sheets you want to view/edit/copy and select the path by clicking browse button to 
copy the file and press F5 Key to copy at selected location. 
 

 
 
ASSESSEE MASTER IMPORT 
Using the Excel Sheet for Assessee Master Information, you can Import the Assessee Master by pressing F5 
Key (you need not enter manually data entry to create the master in Easyoffice Software). 
 

. 



Page 53 of 95 

* E A S Y P R I N T * 
 
CHALLAN PRINTING for ITNS 280 (I.TAX) / 281 (TDS) /  282 (OTHER) / 283 (FBT) 
 
This option is used to Print the BLANK CHALLAN with or without Assessee Name & Address. You can 
also PREPARE CHALLAN  for Advance Tax / Self Assessment Tax, etc.  
 

 
 
Select Without Assessee to print the Challan totally blank without Assessee Name & Address and Amount.  
Select With Assessee to print the Challan with Assessee Name & Address and without Amount . 
Press F5 Key to Print  the challan in Dos Print / Window Print / Special Print.  
 
PREPARE CHALLAN  
You can prepare challan by selecting the Advance Tax / Self Assessment Tax, etc and enter the Amount 
with Bank Details and Press F10 Key to Save 
 
                (ITNS Challan – 280)                                                                 (ITNS Challan – 281) 

    
 
                (ITNS Challan – 282)                                                                 (ITNS Challan – 283) 

    
�  �  �  �  �  
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* e T D S r  – ELECTRONIC TDS RETURN (QUARTERLY)  * 
 
Click on ETDSR Module to enter the Assessee Master Information as under. Press F2 Key for New 
Assessee, F3 Key for Change/Modification, F4 Key for Remove/Deletion.  
 

 
 

�  NOTE:   
Please note that Easytax / FBT /eTDSr Master is common, you have to check the Status and enter ‘Y’ / press 
F3 Key to select the ETDSR and other details.  
 

       
 
After Selection of Assessee MAIN MENU  of ETDSR Software will display as under: 

 

   
 

SOFTWARE SETUP 
You can set the Default City, State, Backup Path, Email Address, Machine IP Address, etc. You have to set 
the Internet Explorer path  or you can select the iexplore.exe by clicking Browse Button. You have to set the 
Outlook Express path or you can select the msmin.exe by clicking Browse Button. You have to set the Ms-Excel path 
or you can select the excel.exe by clicking Browse Button. Backup Type Auto/Manual. You can also change the 
Challan Due Date (in case of extended due date). 
 
To Print the Certificate Acknowledgement No. as per Quarterly Deduction click �  (Tick) as displayed in above 
mentioned screen.  Remove �  (Tick) if you want to print all Acknowledgement No. in Certificates. 

CHANGE 
DUE DATE 
(if Extend) 
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BANK  
We have provided major banks of Gujarat along with BSR Code. However you can add / modify / remove 
any Bank through this option.  

 
 
DESIGNATION  
You can add / modify / remove any designation name through this option which is helpful to select the 
designation during the data entry of Employee Master for 24Q. 
 
NATURE OF PAYMENT  
The option shows the Nature of Payment including Section Name & Code with Percentage (%) applicable 
for your reference only.  You can also add / modify / remove the details therein (if require) for percentage or 
section name/code. 
 
RECEIPT REGISTER 
By selecting this option you can enter the e-Return Receipt detail for the Form No. 24Q / 26Q / 27/Q 27EQ. 
 
Select the Form for which you want to enter the e-Return receipt detail as mentioned in below mentioned 
screen and select the Deductor Name and press F3 Key or click on Modify  Button to enter the Quarter wise 
Return Receipt No. (If deduction has been made for only one or two quarter, you have to enter Receipt No 
for all the quarters, Software will automatically taken care for the Acknowledgement No. printing in 
certificate.) 
 
Select the Status from the Status Bar (for e.g. Prepared, Submitted, Not Submitted, etc). Acknowledge Date 
and Acknowledge No. is to be entered only if you have selected Status as ‘SUBMITTED ’  
 

 
 

If you have submitted REVISED RETURN click on the REVISED button as shown in below screen and 
enter the Acknowledge Date & No. for revised return.  Thereafter press F10 Key to SAVE the Detail. 
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DEDUCTOR REGISTER 
You can print the Deductor Master List from this option as shown in below screen. 
 

 
 

* AFTER SELECTION OF DEDUCTOR * 
 
After selection of Deductor, the following MAIN MENU will be displayed. 
 

 
 
DEDUCTOR MASTER 
 
Enter the Deductor Master entry for Responsible Personal Name & Designation with Father Name. Also 
enter the Address of Deductor �  Press F3 Key to copy the Deductor Address if both the address is same. 
 

   
 
If you want to change the Deductor Master Press F5 Key and Press F10 Key to Save the Deductor Master. 
 
�  TAN & PAN is must for all type of Assessees 
�  E-mail of deductor should be in valid format (e.g. xxxx@yyy.com) otherwise make it blank. 
�  Name & Address with Pin code of deductor is must. 
�  Name, Address and Designation of Responsible Person Information for deduction is must.  
�  Fields with red colours is must to fill. 

Responsible Person with 
Designation/ Address is 

Compulsory for E-Return 
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EMPLOYEE MASTER / DEDUCTEE MASTER  

�  Employee Master - Used in Form No. 24Q  [TDS - Salary] 
 
�  Deductee Master - Used in Form No. 26Q / 27Q / 27EQ  [TDS/TCS] 

 
�  Enter the Employee / Deductee Name & Address with Valid PAN Number and Status as per below 

screen. On the basis of selection of Status, tax will be calculated.  
 

�  Option for the PAN Number      (Select as per details given below) 
 

         1. Valid PAN Number   - Must be valid PAN Number 
        2. PANAPPLIED               - if Applied for PAN 
         3. PANINVALID         - if Valid PAN is not available 
         4. PANNOTAVBL               - if PAN is not available 
 

 
 

�  Certificate – Select Manually / Yearly / Half-Yearly / Quarterly / Monthly (Software will generate 
the TDS/TCS Certificate Automatically) 

 
�  Lower Deduction – If Deductee has applied for lower deduction certificate, select Yes and enter the 

percentage of lower deduction. (In case of 26Q / 27Q / 27EQ). 
 

�  Copy Employee / Deductee [F5] – To copy deductee to another deductor, first of all select the 
deductee(s) you want to copy and press F5 key and select the deductor in which you want to copy 
selected deductee(s). 

 
�  You can also create new deductee by pressing F2 Key,  Modify by pressing F3 Key and Remove by 

pressing F4 Key as shown in above screen.  
 
NATURE OF PAYMENT  
The option shows the Nature of Payment including Section Name & Code with Percentage (%) applicable 
for your reference only.  Check all the Section has been Ticked �    and press F10 Key to Save. 
 
BANK MASTER  
We have provided major banks of Gujarat along with BSR Code. However you can add / modify / remove 
any Bank through this option. You can also view all the Banks or selected Banks as mentioned in below 
screen.  

 
To view 

Selected Bank 
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FORM 24Q / 26Q / 27Q / 27EQ 
 

�  Select the option FORM 24Q / FORM 26Q / FORM 27Q / FORM27EQ 
 
�  Enter the date of file creation and select the Quarter (1,2,3,4,) for which you are preparing Return. 

 
�  To enter a New Challan Press F2 Key  / To Modify press F3 Key / To Remove press F4 Key as 

shown in below screen. 
 

 

 
 

The following screen provides deductee wise break-up of Challan amount Deposited in Bank by pressing F9             
for each Challan.  

Screen - 1 

 
 
DEDUCTEE WISE BREAK-UP  
 
In CHALLAN details, Select the Section from the given list and Select the Month. It is must to show the 
deductee wise breakup of Challan amount deposited. To Enter the Deductee wise Breakup Press F9 
Key, the following screen will displayed.  Here Press F2 to enter new deductee details, Press F3 to 
Modify  and Press F4 to Remove deductee detail from breakup. 
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Select the Deductee from the master list, Enter the Date of Payment and Amount of Payment from 
deductor, the TDS Amount, Surcharge, Edu.Cess will be automatically calculated as per the section you 
have selected. However you can change any value by clicking Edit (%) Rates as mentioned in below 
screen & then you have to manually fill the %rate. 
 

Screen - 2 

 
 
Press F10 to Save the Deductee Detail. If you want to add any other deductee, Press F2 new and enter 
the deductee detail as above. After feeding all deductees details for particular Challan, Press F10 BACK 
TO CHALLAN  as mentioned in above screen.  
 
After saving all the information by 'F10' you will come to the main screen of Challan where you see 
records with Deductee wise Summary as mentioned in Screen-1. To Transfer the Value of Summary to 
Challan (If you want to find Challan amount from the system), Press F5 Key – Transfer to Challan.  

 
CHALLAN DETAIL          
      
�  Total Amount Deposited as per Challan must be  same as total of Amount deposited  

Shown in deductee wise breakup. Enter the Deductee wise breakup for this Challan by F9. 
 
�  Enter one-by-one each Challan detail deposited in bank for specified Quarter; Use F2 for the Entry 

of New Challan; Use F3 to modify the detail of Challan entered 
 

INTEREST:  
Interest will be calculated automatically as per Date of Challan entered. If you want to pay interest, press 
F11 Key it will be transferred into challan, however you can manually change the value in Interest 
Column. 

 
BSR CODE: 
Enter BSR code of receiving branch in case of challans.  Blank in case where Transfer voucher no. is 
provided. 
  
CHALLAN DATE:  
Enter Date of Challan. In case of NIL Return, enter Quarter ending date.  
(for e.g. 1st Qtr.- 30th June, 2nd Qtr.-30th September, 3rd Qtr.- 31st December & 4th Qtr.- 31st March) 
 
 

This amount 
comes 

directly from 
Deductee 

wise Break up 

Provide Here Break up of Challan  
Amount   (Deductee wise) 
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CHALLAN SERIAL NO.:  
Challan no. issued by Bank is must be of five digits. No value is required in case of NIL Return or in 
case of Deductor is Government Organization. 
 
TRANSFER VOUCHER NO.: 
Enter the Transfer Voucher No. in case of Government Organization only. 
 

 MODE OF PAYMENT:  
 Click on Cheque or Cash  as per your payment option. Select Cheque in case of E-Payment. 

 
CHEQUE DATE:    
Enter the date of cheque. Enter the date of transaction in case of E-Payment. 
 

 CHEQUE NO.:   
Enter the Cheque No in case of payment made by Cheque/DD.  Blank in case of payment made by Cash.  
Enter the E-Payment Reference No. in case of E-Payment (Electronic Payment) through website, if 
reference no is not being provided then enter the 0 (Zero) only.  
 
DRAWN BANK / BRANCH:   
Enter Bank / Branch by which you made payment. You can also select from the list also. 
 
NIL CHALLAN INDICATOR:  
Tick �  in “Is this NIL Challan” Box - In case of NIL return only, where no tax has been deposited in the 
bank for the selected Quarter.   (See Screen-1) 
 
BOOK ENTRY:  
If TDS deposited by Book entry  select here as � .  For book entry transfer voucher no. must be provided 
this is mandatory.  

 
Press F10 to Save the Challan. All the saved challans will displayed as under.   

 
Screen - 3 

 
 

CHALLAN PRINTING (ITNS 281) / E-Payment  
 

       Press F8 to print Challan No. ITNS 281 as per above Screen-3.  You can submit online E-Payment 
within the software through Challan Module. 

 
e-RETURN FILE (F1) 
 

      You can also create e-RETURN File from the same screen as per Screen-3. 
[For more information of E-Return – See E-TDS Validation Procedure] 
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FORM 24Q / 26Q / 27Q / 27EQ – TDS / TCS [PAPER RETURN] 
 

To print Form No. 26Q with Annexure the following screen appear. You can select Printing option as 
required.  
 

   
 
Similarly you can print Paper Return FORM - 24Q / 27Q / 27EQ from the respective option. 

 
PRINTING OF FORM NO. 16A - TDS CERTIFICATE 
 
To print the Form No. 16A (TDS Certificate) press F8 Key as per detail given below. 
 

 
 
Auto Generation of Certificate 
 
If you create TDS Certificate 1st Time, Press F5 Key Generate Certificate, software will create Form No. 
16A automatically for all the deductees entered in to Quarters �  Challans for the selected Financial 
Year.   
 
The certificates will be generated as per the option selected in the Deductee Master to create the 
certificate by Annually / Half-Yearly / Quarterly / Monthly or Manually. 
 
However you can create certificate manually by pressing F2 Key as shown in above screen.  You have 
to enter the Certificate Date Manually.   
 
Further Tick on the box �  Show Challanwise Total Payment Detail  ; if you want to  print the combine 
challan detail in TDS Certificate for the same month.  
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FORM 24Q – EMPLOYEE SALARY DETAIL  

 
For Form No. 24Q – Employee Salary Detail is to be entered for the selected Financial Year (1st April to 
31st March) as per the below screen. This information is to be entered in preparing 4th Quarter return.  
Form No.         16 – Salary Certificate will be generated on the basis of this salary entry and the details of 
payment, tax deduction and deposit will be automatically taken from the Challan Entry. 
 

 
 
 
PRINTING OF FORM NO. 16  - SALARY CERTIFICATE  
 
To print the Form No. 16 (Salary Certificate) press F8 Key as per detail given below. 
 

 
 

�  Similarly you can enter the data for other FORMS 27Q & 27EQ.   
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E-TDS FILE VALIDATION PROCEDURE  
 

�  Select the form  (24Q/ 26Q/ 27Q/ 27EQ) for which you would like to generate ETDS Return file. 
Electronic Return option is provided in Each Module of 24Q/ 26Q/ 27Q/ 27EQ. 

                             Screen – 1                                                                                    Screen - 2 

  
 

1. Enter the necessary Notes and No. of document attached with Form 27A / 27B ; Press F10 PROCEED 
here 

 

2. Now Press 'F5' for Generating E-Return File and follow the steps given below 
Screen – 3 

 
 

3. E-Return File Name will be automatically displayed, however you can change the same and click on 
the VALIDATE  button or press F9 Key.   File Validation Utility will be open on your screen.  

 
4. Now “Input file name with path” in validation utility will come automatically. In “Error/Upload & 

Statistics Report File Path” press CTRL + V  (paste) and delete the filename with extension and put the 
path as under. The said path is to be noted separately which will be helpful to copy the FVU – 
Electronic Return File to CD-Rom. 
 
For e.g. Input File Name with Path        � D:\EASYOFFICE\DATA\2009\307\RETURNS\26Q1.TXT 
Error/Upload & Stastics Report file Path�  D:\ EASYOFFICE \DATA\2009\307\RETURNS    

 

Screen – 4 

 

For other quarter,          
Select from the list   
2nd, 3rd , 4th Qtr.   

Click on 
VALIDATE 

Button 

Click Here to View  text format 
of Electronic Return File  
26Q1.TXT 
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5. After validation, if your Electronic File is INVALID , the Error Screen-6 will be displayed or if your 
Electronic File is VALID , the Error Screen-5 will be displayed. Click on Ok and Exit from the Validation 
Utility. 

                             Screen – 5  [VALID]                                                         Screen - 6  [INVALID] 

         
 
6. Now press F6 Key if your Electronic File is VALID  and press F7 Key if your Electronic File is 

INVALID  as shown as Screen-7 it will show the errors where to rectify details. 
 
7. If your Electronic File is INVALID, press F7 Key as per Screen-7. The Error will display on your 

screen as under. 
Screen – 7 

 
 

 
 
Now to solve this error, read the Record Type and Error Description in above screen and go to Deductee 
Master / Challan Details / Deductee wise breakup and correct the data entry and VALIDATE the Electronic 
File again as per above procedure. 
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8. If your Electronic File is VALID , press F6 Key as per Screen-7. The following screen will be 

displayed.  
 

 
 
i) The FVU – TDS Statement Statistic Report will be generated, you can also print this report by pressing 

F8 Key. This report is optional; however some NSDL Center(s) required this report along with .fvu 
electronic return file during submission of e-return. 

 
ii)  As your file is VALID, you can now Print Form 27A / 27B by pressing F6 Key. Copy of Form No. 27A 

/ 27B duly signed by Deductor(s) is to be submitted to NSDL Collection Center along with .FVU– 
Electronic Return File in CD.  

 
9. Procedure to copy .FVU file to CD-ROM: 

 
As you have already given path during Electronic File Validation, which is now follow to copy the 
.FVU Electronic Return File to CD-ROM.   
 
Input File Name with Path        �  D:\EASYOFFICE\DATA\2009\309\RETURNS\26Q1.TXT 
 
Error/Upload & Stastics Report file Path �  D:\EASYOFFICE\DATA\2009\309\RETURNS 
 
To copy .fvu file from Desktop go to My Computer �  D: Drive (Where Easyoffice installed) �  
EASYOFFICE folder �  DATA folder �  Year folder (for e.g. 2009 – for Fin.Year 2009-10) �  309  
folder (Deductor Id for which you are filing return) �  RETURNS folder �   26Q1.FVU  file & 
26Q1.HTM   file. 
 
The location of the file and folder is different every time as per your selection of the financial year and 
deductor.  
 
You can write the CD through the NERO CD Writer Software which is installed by your Hardware 
Person. 
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CORRECTION MODULE – Revised Return 
 

�  Form No. 24Q  [TDS - Salary]  
 
�  Form No. 26Q  [TDS – Non-Salary]  

 
�  Form No. 27Q  [TDS – Non-Resident] 

 
�  Form No.27EQ [TCS]. When you are going for revised return (correction module) you have just 

select the flag which is required. Do not directly change in original return data & this should be taken 
care. 

 
UPDATE DEDUCTOR DETAIL  
 
If you have any changes in Deductor Detail, Enter the NEW TAN No. & OLD TAN No. and if any other 
change as mentioned that in below given screen.  
 

 
 
UPDATE CHALLAN DETAIL  
 
If you have any changes in CHALLAN Detail, select the Quarter you want to change the detail (for e.q. 
Q1 / Q2 / Q3 / Q4) and then select the Challan you want to Correct by clicking F3 – Modify Option.   
 
After selection of Challan, you have to select the option as shown in below screen.  
 
(For e.g. If no changes in challan – Select No,  If you have to add the new challan – Select Add and if 
you correct the existing challan – Select Update option) 
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If you select Update, the following message will be displayed on your screen Press Yes to transfer the 
CURRENT value to PREVIOUS value so that you need not remember the previous return value.  

  

 
 

After transferring Current Value to Previous year, you have to enter the Revise value in the Challan as 
per the below screen.  

 
 
Now, If you want to Correct any details in Deductee, Press F9 –Deductee wise break-up; Select the 
appropriate option as shown in below screen. 

 

 
 

If you want to change only Deductee’s PAN No select from the list or if any other value change select 
Yes as mentioned in above screen and Press F9 Key for Deductee wise Breakup, select the Deductee 
for which you have to correct the detail and press F3 Key for Modify  the detail.  
 

 
 
Here you have to further select the correction type as mentioned in above screen. If No change in 
deductee details - select No Change, If you are Adding new deductee in the challan – select Add New 
and for any value change in Deductee – select Update, If you want to Delete Deductee – select Delete, if 
only PAN No. update select PAN Update.  You have to enter the Current & Previous value if you have 
any change in tax value as mentioned in above screen. 
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If you have only PAN Update the following screen will be displayed and you can change the Employee 
Correction for PAN Only.  

 
 
Press F10 Key to Save all the changes at relevant screen and go to Prepare Return Option in 
Correction Module for E-Return File Creation to submit Revised E-Return. 
PREPARE RETURN [CORRECTION MODULE]  
 
Select the Quarter No. (for e.g. Qtr. 1 / 2 / 3 / 4) you want to prepare e-Return for Correction (Revised).  
 
If you are preparing Revised Return for 1st time, you have to enter the Original Return Receipt No. in 
both the Receipt no. as shown in below screen.   
 
If you have already submitted Revised Return earlier you have to give Original Receipt No. which is 
received at the time of 1st Regular return and in Previous Receipt No. you have to write the last revised 
return receipt no.  
 

 
 
Now press F10 key to proceed and follow the e-Return steps as per instruction on page no. 8.  

 
NOTE: 
 
PREPARE REVISED e-RETURN & FORM 27A / 27B FROM THE CORRECTION MODULE ONLY. 
REVISED RETURN WILL BE PREPARED ONLY WITH CORRECTED DATA AS PER THE 
GUIDELINE PROVIDED BY THE GOVT. AUTHORITIES. 
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TOOLS MENU 
 

�  TDS SUMMARY 
 

This option shows the TDS Summary of the all quarters for the selected Form 24Q/26Q/27Q/27EQ. 
 

 
 
�  TDS REGISTER 
 

This option shows the TDS Register (Summary) of the selected quarters for the selected form 
24Q/26Q/27Q/27EQ with respective Section.  You can see the challan details with deductee wise 
breakup of respective challan. You can also see the details by sorting order Challan Date / Quarter 
wise by clicking ORDER BY as shown in below screen.  
 

 
 
 Press F10 Key to Continue…… 
 

 
 

You can Print TDS Register by selecting Qtr / 
Year, Forms, Section and Deductee Name also. 

F5 to Print the TDS Register 
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�  VALIDATION UTILITY  
 

This option is used to open the TDS Validation Utility from the Software. (Shortcut CTRL+U) 
 

�  E-FILE MANAGER  
This option is showing you the files you have generated for e-return.   

 

 
 

�  CALENDER  
This option shows the calendar of the current calendar year  as well as you can see calendar of past & 
future Year also. 

 
�  CALCULATOR  

This option is helpful to calculate any value through calculator. (Shortcut ALT + K) 
 

�  NOTEPAD 
This option will open the Notepad which helps to write any notes. (Shortcut ALT + R) 

 
�  SMART WRITER  

This option will open the Smart Writer which helps to write letters/notes. (Shortcut ALT + W) 
 

�  FORM 49B  - APPLICATION OF TDS/TCS ACCOUNT NUMBER  
 

You can print Form No. 49B – Application of TDS/TCS Account Number through this option.  
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�  DEDUCTEE REGISTER 

 
This option shows the list of Deductee Master of the selected Deductor as under. 
 

 
 

�  EMPLOYEE REGISTER  
 

This option shows the list of Employee Master of the selected Deductor as under. 
 

 
 

�  EXCEL SHEETS – FORM 24Q / 26Q / 27Q / 27EQ  
 

Through this option you can fill up the Deductor / Challan / Deductee wise data in Excel Sheet, you 
can import the data from the said sheet through Import option. The following screen will be 
displayed; you can Select Copy Excel Sheet option and then fill up the data. 
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�  BACKUP 
You can take the Backup to selected location within the Software for All Company or Selected 
Company. 

 
�  RESTORE 

Similarly you can Restore the backup from the selected location which is taken by Backup option 
from the Software. 

 
 

�  IMPORT from EXCEL Sheets - FORM 24Q / 26Q / 27Q / 27EQ  
You can IMPORT data from the Excel Sheets from the selected location for the Selected Form. 
 

 
 
If you want to create New Deductor or 1st time import, then only click the Deductor Detail, otherwise 
click on the last option as mentioned in above screen (Deductee, Challan and Deduction Detail) for 
normal import. The imported data will be depend on the data entered in Excel Sheets.  
 

�  IMPORT from .FVU File - FORM 24Q / 26Q / 27Q / 27EQ  
You can IMPORT data from .FVU File which is earlier submitted. To Import 1st Time go to another 
Deductor File and select the .FVU file and tick mark ALL for 1st Time – it will be automatically 
create the Deductor Master File with Deductee, Challan and Deduction Detail. Then you can select 
the Deductor from the master and import the another quarter data by selecting Deductee, Challan and 
Deduction Detail only. (Without tick mark in ALL). 
 

 
 

*****    T H A N K S     ***** 
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��� �� �� �� �� �  EASY WEALTH  ��� �� �� �� �� �  
 

�   To Open WEALTH TAX  Software �  Go to EASYOFFICE ��� �  EASY WEALTH  Module by clicking the 
Button as mentioned in below screen.  Assessee Master will be common as already available in Easytax / FBT / eTDSr 
/ Audit module. 
 

   
 
To Activate Wealth-Tax Module,  
Please inform your EasyOffice Serial No. at our Customer Care Dept. Tel. No. (079) 27561850, 64505103, 32201037. 
The following screen will be displayed, Enter the Activation Key given by ELECTROCOM and Press F10 key to 
Proceed. 
 
 
After Activation, Assessee Master will be displayed.  
 

 
 
You can select the assessee and the following screen will be displayed. 
 

 
 
Now you can enter the Wealth Information step by step in above mentioned option. The detail description will be as 
under: 
 
��� �  IMMOVABLE PROPERTY  
 
Enter the Immovable Property Information like Building, Land, Guest House, etc. 
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��� �  MOVABLE PROPERTY  
 
Enter the Immovable Property Information like Motor Car, Cash In Hand, Jewellary, etc.  
 

 
 
��� �  WEALTH OF OTHER PERSON  
 
Enter the Wealth of Other Person which will be calculated for the wealth tax. 

 

 
 
 

��� �  INTEREST HELD IN ASSETS OF FIRM  
 
Enter the Interest held in Assets of Firm / AOP / Partner  
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��� �  ASSETS CLAIMED EXEMPT  
 
You can enter the Exempted Assets claimed in Wealth Tax or you can simply Tick the option during the other assets 
data entry which is exempt (you need not required to enter separately)  
 

   
 
��� �  CHALLAN - 282  
 
You can enter the challan 282 as per payable wealth tax. 
 

   
 
��� �  LIST OF DOCUMENTS  
 
You can enter the List of Documents attached with Wealth Tax Return.  
 

 
 
��� �  STATEMENT OF WEALTH-TAX  
 
Statement of Wealth-Tax (Computation) will be automatically generated. 
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��� �  RETURN FORM BA  
 
Wealth Tax Return Form BA will be generated automatically, however you can select the information to be print 
separately. 
 

   
 
You can print all the reports / forms directly to the printer or export in Ms-Word File / PDF as mentioned 
above. 

 
���     THANKS    ���  
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��� �� �� �� �� �  EASY AUDIT  ��� �� �� �� �� �  
 

�   To Open EASY AUDIT  Software �  Go to EASYOFFICE ��� �  EASY AUDIT  Module by clicking the Button as 
mentioned in below screen.  Assessee Master will be common as already available in EASYTAX / FBT / eTDSr 
module. 
 

       
 
��� �  AUDITOR  
You can create multiple Auditor Master with details of Auditor Name & Address, Membership No. and Header / 
Footer option. Press F2 Key to enter new Auditor Name, F3 Key to Modify/Change or F4 Key to Remove Auditor 
Name. However you can also modify the header / footer as desired. 
 

 
 

     
 
You can simply Copy the Header from the Ms-Word and Paste it into Auditor Master Footer. You can remove the 
Bottom Line as shown in above mentioned screen. 
��� �  MASTER COPY 
 

Click here to 
view / change 

the 
Header/Footer 

or Press F3 
Key to Reset 

Header/Footer 

You can create User-
defined Header/Footer 
in Ms-Word and copy 

it to Header 

Set Header/Footer for 
Dos/Windows Print 

Set Header/Footer 
for SPECIAL Print 
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This option provides the Common Master Format which is useful to generate the Audit Forms 3CA / 3CB / 3CD for 
various assesses. We have also provided the Default Account Head – Group – Sub Group – Account (Ledger) to enter 
the Trial Balance. We have provided 3 Formats (Company, Firm & Individuals). You can also create new Format by 
pressing F2 Key and also you can also copy existing format into your format and then you can edit as you like. Press 
F10 Key to save the Format. 
 

   
 

�  To create Header/Footer automatically, click on Form 3CA / 3CB / 3CD. You can also enter the Default 
(Common) Answers for Form 3CD which will be automatically filled up in individual Assessee(s).  However 
you can modify your answers in respective Assessee for the particular point. 
  

     
 
��� �  ANSWER HELP 
This option provides the Multiple Answer Help for Form 3CD and CARO Report. You can set point wise multiple 
answers for the 3CD and CARO Report which will be used at the time of preparing the 3CD / Caro Report. 
 

   
 
 
��� �  ASSESSEE DETAILS 
This option provides the basic Company Master for Audit Report. Select the Auditor Name by pressing F1 Key. Name 
& Address, Business Category, Depreciation Method, Calculation Base and Print Format, etc. On basis of the 
Company Master, Header / Footer will be automatically generated, however you can change / modify as required. 
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��� �  HEAD / GROUP / SUB GROUP / ACCOUNT 
 
This option provides the default Account Head / Group / Sub Group and Account (Ledger). However you can create 
new Ledger / Sub Group / Group as required by pressing F2 Key, press F3 Key to Change/Modify and press F4 Key to 
Remove/Delete.  
 

   
 
If you have created masters for Company / Firm / Individual once and later on you want to add ledger account in the 
main master and now you want to auto collect in the individual master which is already created earlier, you have to 
press F11 Key to Collect New Accounts from Main Master. 
 
 

�  If you want to collect Group / Sub-Group / Account – common in all Assessee(s) / Company, you have to 
enter the Group / Sub-Group / Account in MASTER COPY option (Common Master Format).  You need not 
create new account every time once you created Accounts – Sub-Group – Groups in the above mentioned 
masters.   

 
 
 
��� �  DATA IMPORT  
This option provides the Data Import Option from various format files… for e.g. Excel Files, SDF Format, DBF 
Format, ASCII (Comma Separator) file ( from Tally). 
 
��� �  IMPORT  FROM  EXCEL 
You can import Trial Balance from Standard Excel Sheet. To copy format of Excel Sheet Press F4 Key and Press Save 
Button. You can enter the data in standard excel sheet provided and import file as under. 
 

You can also collect 
new accounts 

entered in your 
specified format Tick (select) the 

Ledgers you want 
to copy from the 
Default Format 

For New 
Company 

Master, you 
have to go to 

Header/Footer 
by pressing 
F7/F8 Key. 

However you 
can change the 
Header/Footer 

as mentioned as 
Auditor Name 

You can select 
the 

Depreciation 
Method, 

Calculation 
Base and Print 
Format in case 

of 
Firm/Individual 

or Company 
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On completion of Data Import, system will be prompt to view the Import Data �   Press Yes 
 

 
 
The following screen will be appear, Head/Group/Subgroup will be displayed in upper part of the screen and Ledgers 
will be displayed in lower part of the screen, you have to click on the Head or Group or Subgroup and you have to 
click on the the respective Accounts (Ledgers) displayed in lower part of the screen.  
 
After completion of Setting of Ledgers with Groups/Subgroup, press F10 Key to transfer the Accounts in Audit Data. 

 

 
 

Press F4 Key 
for Default 
Excel Sheet 
& save it. 

Click on F10 Key 
to Proceed for 
Import from 
Excel Sheet 

Click here if you 
want to clear all 

data before import 
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��� �  IMPORT  FROM  TALLY 

1) Go to Tally �  Gateway of Tally �  Display �  Trial Balance ��� �  F5 Ledger wise �  click on Export Button 
�  Select the Format - ASCII (Comma Separator) �  Give Output Filename. (default name is 
TRIALBAL.TXT) 

 

 
 

  
 

 
 

2) Go to Tally �  Gateway of Tally �  Display �  List of Accounts �  click on Export Button �  Select the 
Format -  XML (Data Interchange) �  Give Output Filename.xml (default name is MASTER.XML) 

 

 
 
 

Press F5 Key 
Ledger wise 

Trial Balance 

To Add Previous 
Year Click on 
New Column 

Press Alt-E to 
Export Trial 
Balance in 

ASCII Format . 
The Default 
Filename is 

Trialbal.txt.  
However you can 

change the file 
name with 

extention of .txt 

Press Alt-E to 
Export List of 
Accounts in 

XML Format . 
The Default 
Filename is 
Master.xml. 

However you can 
change the file 

name with 
extension of .xml 



Page 82 of 95 

3) Now, To Import File enter the path as under: 
 

FILENAME  : D:\TALLY72\TRIALBAL.TXT - location of e xported file 
GROUP MASTER : D:\TALLY72\MASTER.XML               from tally exists. 

  

  FILE TYPE  : Click on �   ASCII FILE  (Comma Separator)  
 

4) Click on   �   on option:  Remove Previously imported Pending Data (if you want to import fresh data) 
 

 
 

5) Now Press F5 Key for File Setup �   to set the Column as per Tally Exported File, you have to set the 
column no. as displayed in the exported file (trialbal.txt). �  To view the exported file Press F7 Key to Show 
File.  

 

 
 

6) After setting of Columns, close the window 	 ,  Press F6 – Back  to go to previous menu.  
  

7) Press F10 Key to PROCEED. If you have already import the data, the system will ask the following question 
to clear all imported Accounts Values and reset all the Accounts Values (Balance).  Click Yes to Import Fresh 
Values. 

 
 

8) Press OK to Continue…. 

 
 

9) On completion of Data Import, system will be prompt to view the Import Data �   Press Yes  
 

Click here for 
Previous Year 
Import Only. 

Close the window 
after setting of 

Columns as per the 
Exported File 
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The following screen will be displayed after import of Tally Data. The Head / Group / Sub Group will be displayed in 
screen on upper side and Imported Ledger will be displayed on lower side of the screen. Now to check the imported 
data you can select the Head, accordingly ledger will be displayed. Press F10 Key to Transfer the data. 

 

 
 
OPENING STOCK value will be automatically displayed in the Trial Balance however you have to create Ledger for 
Closing Stock. 
 
After Import, Go to MAIN MENU �  ACCOUNT  �  Press F2 Key and create the ledger as mentioned as under 
 

 
 
After creating above two ledgers, Go to TRIAL BALANCE �  Press F2 Key to enter new A/c Balance  �  Press F1 
Key to select the Ledger to enter the Ledger Value  
 

 
Two ledgers of Closing Stock will be appear as per below mentioned screen, you have to enter the closing stock value 
for both the ledgers so that it will be reflected in Trading Account as well as in Balance Sheet. 
 

1st Step �  Select Group 
TRADING - DEBIT  

2nd Step �  Select Account 
OPENING STOCK 

3rd Step  �  Press F10 Key 
for DATA IMPORT  
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Note:  The above settings are for Data Import from Tally only. 
 
 
��� �  AUTO A/C. SETUP 
 
We have provided separate menu to enter the CAPITAL ACCOUNT, GOODS ACCOUNT and FIXED ASSETS. 
To get Values from these three modules into TRIAL BALANCE automatically, set the Auto Account Setup as 
mentioned in below screen or select the accounts as created by you. 
 
Please note that if you have Tick the Auto Set Values, DO NOT ENTER the manually accounts in Trial Balance and 
if entered the values will not be stored.  If you want to enter all values manually in Trial Balance UnTick the Auto 
options. 
 

 
 
 
Selected Master Format will be highlighted in Bold Letters as below mentioned screen.  
 

 
 
��� �  AUDIT FORMS  
This option is used to enter the answers in various Audit Forms 3CA, 3CB, 3CD and their Annexures I, II & III along 
with notes. 
 
 
 

Tick Here to transfer Profit 
Automatically to Partners A/c. 

UnTick to transfer Profit into 
Specified Account 

Select the Master Format 
for Company / 

Partnership Firm or 
Proprietary Firm 

(Individual). However 
you can also create your 
own format as desired. 

Press F5 Key to Preview Statement 
before selection and Press F10 Key 

to Select the Format. 
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��� �  FORM 3CA  
The default Form 3CA will be displayed duly filled by Name & Address of the Company/Firm with Header & Footer. 
You can also change / modify other necessary details as required. If Header/Footer is not display, you may Press F7 
Key to clear the form and regenerate 3CA Form the Header / Footer will be automatically displayed. (For which you 
have to first go to Auditor Master and Click on the Header / Footer) 
 

     
 
��� �  FORM 3CB  
The default Form 3CB will be displayed duly filled by Name & Address of the Company/Firm with Header & Footer. 
You can also change / modify other necessary details as required. If Header/Footer is not display, you may Press F7 
Key to Clear the form and regenerate 3CB Form the Header / Footer will be automatically displayed. (for which you 
have to first go to Auditor Master and Click on the Header / Footer) 
 
��� �  FORM 3CD  
When you click on Form 3CD for 1st Time, it will ask to copy the default Answers from the Common Masters. Press 
Yes if you want to required default Answers or Press No to enter all answers manually. 
 

 
 

The default Form 3CD will be displayed, however you can edit the default ANSWERS in respective Point by pressing 
F5 Key, if annexure is required click on the option as mentioned in below screen. If you have to enter the selective 
answers, press F4 Key for Answer Help and press F3 Key for Annexure Details and Press F10 Key to Save the Form.  
 

 
��� �  ANNEXURE - I (3CD) 
For Annexure – I details, press F5 Key to collect values from Trial Balance. 
 

Press F5 Key to edit 
the Default Answers 

Press F4 Key to select 
the Multiple Answer 
Help for the selected 
Questions of 3CD 
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��� �  ANNEXURE - II (3CD) 
For Annexure – II details, press F5 to enter the Fringe Benefit Tax value, Press F10 Key to Save. (FBT details to be 
entered for which you have to click FBT as applicable) 
 

 
 
��� �  OTHER ANNEXURES 
This option is used to enter the 3CD - Other Annexures. Press F2 Key to enter the Annexure No., Press F3 Key to 
enter the Annexure Details (the window will be open to enter the details) and to print the annexure separately press F5 
Key. 
 

 
 
You can enter Annexure Details from here for Capital / Partner details, Depreciation Details (Fixed Assets) and 
Quantitative Details (Stock Details) or you can enter the same value from the Main Menu. You have to write only 
Annexure No. which will be printed in 3CD Annexures. 
 
 
 

��� �  NOTES TO FORM 3CD & PRINT AUDIT FORM 
This option is used to enter any Notes to Form 3CD and Print Audit Form.       
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��� �  CARO REPORT 
This option is used to enter the CARO Report. Specimen of CARO Report has been provided however you can change 
the report as required.   
 
In CARO Report, the questions will be appear in upper side of the screen and you have to enter the answers in lower 
side of the screen. Press Up / Down Arrow Keys to move from one question to another or click on the Page Up / 
Page Down.  Press F3 Key for Answer. You can directly write the Answer(s) or you can select the ANSWER HELP 
By pressing F6 Key.  

   
 
��� �  AUDIT REPORTS 

This option is used to enter the Audit Repots like Director’s Report, Director’s Annexures, Auditor’s Report, 
and Notes to Account, Accounting Standards and Company Profile. 
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��� �  CAPITAL ACCOUNTS  
This option is used to enter the Capital A/c. in case of Firm/Individuals. Press F2 Key to enter the Capital / Partners Capital, F3 
Key to Modify , F4 Key to Remove and Press F7 Key for Detail Transaction entry by date wise addition / withdrawals. 
 

   
 

�  If you have Tick Mark in Auto A/c. Setup option, Capital entered in the said option will be automatically entered 
in the Trial Balance. You need not to be entered the Capital / Partner’s Capital separately. 
 

 
 

��� �  GOODS ACCOUNT 
This option is used to enter the Goods – Stock Details which will be directly reflect in 3CD Annexures as well as in Trial Balance.  
�   You have to select the Business Category in Assessee Master. 
 

    
 
��� �  FIXED ASSETS 
This option is used to enter the Fixed Assets (As per Book & As per Rule), you can also enter the date wise transaction by 
pressing F9 Key. 
 

   
 
��� �  TRIAL BALANCE  
This option is used to enter the TRIAL BALANCE  or you can view the Imported Trial Balance Value.  Press F2 Key 
to select Ledger A/c. to enter the Current/Previous Year Balance, Press F5 Key to create new ledger. 

Tick if you 
require Auto 
value in Trial 

Balance 

UnTick if you 
Import Data 

from 
Excel/Tally 

CAPITAL A/C.  

FIXED ASSETS 

TRADING A/C. 
Opening Stock, 
Closing Stock, 

Purchase A/c., and 
Sales A/c. 
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��� �  ACCOUNT STATEMENT  
 
This option is used to view / enter the Account Statements �  Balance Sheet / Trading Account / Profit & Loss 
Account.  
 
 
 
 

 
 
 
You can directly create new Ledger Account by pressing F2 Key as shown above; the following screen will be 
displayed. 

Click here to enter Ledger 
A/c with Current/Prev. 

Year Balance 

Press F5 Key to create 
new Ledger A/c. with 

Subgroup/ Group 

Press F1 Key to 
Select Ledger A/c. 
to enter Balance 

Press F3 Key to 
Modify Value of 

Ledger from 
Balance Sheet 

Press F4 Key to 
Remove Value of 

Ledger from 
Balance Sheet 

Press F6 Key to 
View Trading A/c.  

Press F7 Key to View 
Profit & Loss A/c. 

Press F8 Key to 
Print Account 
Statements 

You can Mark 
Schedule No for e.g. 

A/B/C, etc. the 
separate schedule 
will be printed in 

Accounts 
Statements. 

Press F2 Key to 
Create NEW Ledger 
from Balance Sheet 

Press F5 Key to View 
Balance Sheet 
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You can also given Schedule No. like ‘A’ for Sundry Creditors, ‘B’ for Sundry Debtors, etc. The same will be printed 
along with Account Statement as Annexure(s).  If you give Schedule No. to PARTNERS CAPITAL the separate 
schedule will be printed for Partners having Profit Sharing Ratio same way you can also give Schedule No. to FIXED 
ASSETS the depreciation schedule will be printed separately.  
 
Press F12 Key to SHOW ALL Ledgers or Tick Box �   to view All Groups / Sub Group / Ledgers or Un Tick Box 
to view Groups / Ledgers having values only. 
 
��� �  P R I N T 
This option is used to Print Various Audit Reports & Account Statements like Balance Sheet, Trading and P & L A/c.  
 
AUDIT FORMS  
Select the Option by clicking the Box �  as shown as below mentioned screen. You can print Form 3CD by Horizontal 
/ Vertical Format.   

 
AUDITOR HEADER / FOOTER 
 
Press F2 Key to view Auditor Header Name. However you can change the Header Text as required. 
Press F3 Key to view Auditor Footer Name. However you can change the Footer Text as required. 
 
REPORTS 
You can print Director’s Report, Annexure to Director’s Report and Auditor’s Report as entered by you. 
 

 
ACCOUNT STATEMENT  
You can Print Balance Sheet, Trading and Profit & Loss Account by Horizontal / Vertical Format. If you want to print 
the Annexures, click on the option ‘Annexure of Schedules’ to print the schedules automatically. 
 

You can also create 
Ledger / Subgroup / 
Group from B/Sheet 

You can set Header/Footer 
as required in Audit Reports 

Audit Reports Format to 
Print in Horizontal/Vertical 

You can set Header/Footer 
as required in Audit Reports 
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COMPANY HEADER / FOOTER 
 
Press F4 Key to view Company Header and Press F5 key to view Company Footer; however you can change the Text 
as required. 
                                                       (In printing mode, the following screen will be displayed) 

    
 
We have provided Three Types of Printing Format – (1) Dos Print, (2) Window Print and (3) Special Print.  In Dos 
Print, Report will be printed in your default Dos Printer attached to your LPT1 connection. In Window / Special Print, 
Report will be printed in Inkjet/DeskJet /Laser Printer. In Window Print you can set Top / Left Margin as required and 
in Special Print your Internet Explorer Page Setting will be effected. (Internet Explorer Margin Top=0.50, 
Bottom=0.50, Left=0.50 and Right=0.50) as mentioned in below screen.  
                                                   (Window Print)                         (Special Print) 

   
 

���     THANKS    ���  
 
 
 
 
 
 
 
 
 

Select Format & Click 
here if you want to 

Print Default Format 

Select the Print Format of 
Account Statement 

Horizontal / Verticle 

You can also 
change 

Schedule No. 
from Here at 
the time of 
Printing 

You can Export  any 
Report to Ms-word 
for any editing or 

Printing 
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* EASYFBT – FRINGE BENEFIT TAX MODULE  * 
 
Click on EASYFBT Module to enter the Assessee Master Information as under. Press F2 Key for New 
Assessee, F3 Key for Change/Modification, F4 Key for Remove/Deletion.  
 

 
 

�  NOTE:   
Please note that EASYTAX / FBT Master is common, you have to check the Status and enter ‘Y’ / press F4 
Key to select the FBT Category and other details.  
 

   
 
After Selection of Assessee MAIN MENU  of EASYFBT Software will display as under: 

 

   
 
�  EMPLOYER DETAILS  
 
You can select the Category of Fringe Benefit Tax and method of Entry of Expenses (Annually, 
Quarterly or Expenditure Detail wise Transaction), Surcharge is Applicable or Not, if AOP/BOI then Total 
Income is Exceeds 10 Lacs or not, etc.  
 
 
 

Select 
CATEGORY 

of FBT 

Enter Expsenses by 
ANNUAL / QTRLY  

SURCHARGE 
Applicable (Yes/No) 
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�  F B T SETUP 
 

We have provided option for FBT Setup; you can change the Due Date for Advance Tax Payment / 
Return Filing  in case of extend by department. The default Percentage (%) has been given however you can 
change the Percentage(%) in case of any change therein due to notifications/circular issued by the Income-
Tax Department. 

 
 
�  EXPENSE HEAD / SUB-HEAD 
 
You can also enter the FBT Expense by Expense Head / Sub-Head wise for which we have provided all the 
necessary Expense Head & Sub-Head for your kind reference. However you can also add new / modify / 
remove the head. 
 

   
 
�  EXPENSE REGISTER 
 
You can also PRINT the FBT Expense Head and Sub-Head through this option.  
 
�  FBT RETURN  ��� �  ITR-8    :  You can Print the ITR-8 Form through this option 
 

 

Calculate Interest 
AUTO/MANUAL  

Check RETURN 
FILING DATE 
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�  FBT – GLOBAL WORKSHEET (YEARLY)  
 
You can Create FBT Worksheet – Yearly (with Quarter wise Data). Enter the Qtrly/Annually Expenses. 
 

 
 

�  FBT WORKSHEET (QUARTERLY ENTRY)  
 
You can also enter the FBT data by Quarterly (1st, 2nd, 3rd, 4th Qtr.) for which select the Quarter and all the 
Expense Head will be displayed. Enter the Total Expenditure of the particular quarter, FBT Value will be 
calculated with FBT Tax with Surcharge, Edu.Cess, SHE Cess applicable thereon. You can also prepare 
the Challan by pressing F6 Key within the Worksheet Option. 
 

     
 
�  FBT CHALLAN  
 
You can Create New Challan by Pressing F2 Key or you can view / print challan if you have already 
created challan by pressing F6 Key from the FBT Worksheet. To Print the Challan press F8 Key. 
 

 

PREPARE 
CHALLAN 

PRINT FBT 
CHALLAN 283 
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�  STATEMENT OF FBT  
 
You can print the Statement of FBT (Computation) through this option. Interest will be calculated 
automatically / manually.  
 

 
 
 

         
 

(Preview - Statement of FBT) 

 
 

�  �  �  �  �  

Select Print 
Format 

DOS/WINDOW 

Click Here to PRINT 

EXPORT File 
in MS-WORD 
Format (.Doc) 
 


