+ Insert the EASYOFFICE Installation CD in CD Drive.

+« Run theSetup file available in the CD to install the Softwateetinstallation Process will start with
Installation of DOTNET.

4+ After Installation of Dotnet, at the end it will ®l the path where to install EASYOFFICE Software.
Now you put here the path C:\EASYOFFICE only. (8elrive Letter C:, D:, or E: wherever you want
to install the Easyoffice Software)

+ After Installation, click onEASYOFFICE Icon from Desktop and Registered the Software with
Electrocom Technology India Limited. Fill up the d®gration Form with Complete Name & Address,
Contact Person Name & Telephone No., payment dettit. Enter the Serial NB13OFF1234printed
on Installation CD. The following screen will besdiayed on your screen.

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

+ After Installation, go t(SETUP Option. Select the Path as C:\EASYOFFICE (For €.gor D: where
Easyoffice is installed) and Select your defauitbter fromPrinter Setup Option and pres10 Key to
Save.

e

v

For any other information about our Softwares, 8éezontacELECTROCOM TECHNOLOGY INDIA LIMITED
Help Line No(s). : 079-64505103 / 32201037 / 275#%189228145054
E-Mail: info@electrocom.in Web:www.electrocom.in
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By clicking the EASYOFFICE Icon the followingLOGIN screen will be displayed. Here you can select the
Username with Password (if any given) and Selexitssessment Year to Login Easyoffice Softwared@fault
Username will beADMIN and click onLOGIN F5 Key to PROCEED further. After Login the Software the
following MAIN MENU screen will display. Given belois the brief description of Main Menu.

'
e

EASYOFFICE - ONLINE SOFTWARE UPDATE

Now you can also update your Easyoffice Software dine by clicking the mouse

Activate your Internet Connection and click on dpion as mentioned as under.

For Server (Main PC) — eofficeU.exavill be download in your Easyoffice Folder whereft#are Installed.
For LAN (Node) — LanofficeU.exewill be download in your Easyoffice Folder whereft#are Installed.
Click on the downloaded file and check the pathr @ag. D:\EASYOFFICE — where your EasyOffice
software is installed).

- CHECK
SOFTWARE
VERSION

e ~

Click here to Update Click here to Update | — EasyOffice Utility -
your MAIN PC your LAN PC (NODE) Various Tools is
(SERVER) UPDATE UPDATE available to run
Software Smoothly

Our Customer Care Nos. are also available in yourr&en

/
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EASY SETUP  This option is used to Setup the Default Path @hdrcsetup as under.

DEFAULT CITY: You can set the default City, State and Pin codéater use in data entry option where addressigssary.

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

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

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

MS WORD PATH:You have to set the Ms-Word path or you can selectWinword.exéy clicking Browse Button.

ACROBAT READER PATH:You have to set the Acrobat Reader path or yousetatt the AcroRd32.exsy clicking Browse Button.

INTERNET EXPLORERYou have to set the Internet Explorer path or yan select the IExplore.exy clicking Browse Button.

ZIP FOLDER PATH:You have to set the WinZip path or you can seleeminzip.exeoy clicking Browse Button.

e-RETURN WEBSITEWrite Income-Tax Department Website_as www.inc@axieidiaefiling.gov.in

IP ADDRESS:Write your Internet Service Provider IP Address fog. 192.168.0.1 (Contact your service provider
STATEMENT HEADER:We have provided two lines to write your Name &dieiss, etc. at®lpage in Computation.

CHALLAN FOOTER: We have provided one line to write your Name, ietchallan counter.

REQUIRED ONLINE INCOME-TAX DESKTOP IN ASSESSEH®K the option if you require online IncomeTax kiep.

AUTO DELETION OF WORKDONE?This will automatically remove the history of Ud&iork Detail used in LAN Pc.

USE COMMON TDS PARTY MASTER at all TDS related BritrTick the option if you require Common TDS MASTER.

F2 - PRINTER SETUP

DOS PRINTER- By default Dot Matrix Printer need not to be,say Dos Printer attached to LPT1 will be
automatically configured.

WINDOWS PRINTER To Set Windows Printer click on Browse Buttord aelect the DeskJet / Laser Printer. You
have to set the default printer where your printessalled. 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
——— Reportto PDFFil
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F3 — PRINT STATEMENT
You can also set the Income Statement (Computaéisrer your requirement for which you have tooggiton as
Yes/No to print the selection.

F4 — BACKUP SETUP
You can set the path for Easyoffice Backup in whixfve and Folder you have to take the backup, ytaocan set
the Manual / Auto Backup as you desired.

F5 — INDEX (CAPITAL GAIN)
You can view the Index Value — Capital Gain sin681Lto 2008.

F6 — RETURN DUE DATES
You can set the Return Filing Due Date or Exterfeididg Due Date for the interest calculation.

F7 — EXCEL SHEETS

You can view or copy Excel Sheets by selectinguStand copy the Excel Sheet to the desired locétyodicking
Browse Button. Please note that Excel Sheets willifferent as per selection of Assessee Statuse.§olndividuals,
Firm, Company, etc.

F8 — E-MAIL SETUP

You can set your Email Setup for using Email Facivithin the system. For which you have to instak SMTP
Server setting of your Windows XP / Vista (Contgotir Hardware Person for this settingspr your email setting
enters your Email Id from which you have to sendlsnaith Password. Enter the Email Server Host Hdar e.qg. 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 thesiteebfor which you have registered the interesbanct (userid).
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MASTER This option is used to enter the different Mastiss TDS Masters, Bank Masters, IncomeTax
Ward Masters, City Masters, Group Masters, SecuriBapital Gain (scrip) Masters and User Accounsidia

TDS PARTY MASTER

This option is used to enter the COMMON TDS MASTR Deductor / Employer / Deductee / Employee Maste
which will be useful during the data entry in EASAX and eTDSr Software.

Presd=2 Key to enter new master / Ky to Modify/Change oF4 Key to remove master entry.
You can also collect the Assessee / Deductee / @mapl/ Deductor master from the respective Assessee

alphabetically or select ALL by clicking the Alphett shown as below mentioned screen. If you salbéissessee /
Deductee the same will be displayed in all Asseas#ge time of data entry of TDS/TCS entry.

N

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

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

/

CITY MASTER_—You can view / add / modify / remove the City Name.

GROUP —You can create / modify / remove any group namekis indicated in the Assessee Master.

SECURITY — CAPITAL GAIN - You can create / modify / remove the security navheh will be helpful to
enter the Capital Gain details for Short-Term / §-Grerm Gain by script wise data entry.

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

Select theXML file to
Upload the eReturn
-1 directly to the
IncomeTax Website
LOGIN within the within the Software after|

Software to submit
e-Return XML File /

E-PAYMENT  You can directly paid all challans through e-Payiméahe this option as mentioned in below
screen. You can also enter the Paid Details ofl@nathich is helpful to link the option Advance Tiax
EASYTAX

R-RECEIPT You can directly paid all challans through e-Paymede this option as mentioned in below
screen. You can also enter the Paid Details ofl@mnathich is helpful to link the option Advance TiaxEasytax

Enter the Return
Filing Details for
the Selective

~a

You can enter Return Filing Acknowledgement Noviiate and Ward/Circle with Electronic Filing Désaif Ward
/ Circle have been change, the system will askrtssage for New Ward / Circle Click YES to save the Ward in
the Assessee Masters also.

Page 7 of 95



DATA BACKUP This option is used to take the Backup within thistem. You can also set the default
location where you want to take backup by clickiFg) Setup option and you can take backup by clickibg
Backup Option. You can take the backup of All Détssessee wise or Year wise backup.

You can
also take

Selective
Assessee
Backup

Select the PATH
where you want to
Save your BACKUP

UTILITY

TEXT EDITOR
You can use the editor to write any letter or natekin the system.

RESTORE
You can Restore Backup which is taken through BpdRption. Select the Backup File from the list, to
view the Backup Description Click on F2 Backup Dista

LAN UPDATE
You can update Easyoffice Software in LAN Pc (naglgjultaneously from the Main PC.

LOAD FORM
Load Form will be displayed on every yearly updattd=asyoffice Software and you will have to take th

Run Key from the Electrocom Technology India Lindite

REGISTRATION INFO.
You can Print the Registration Form after Easyeffigstallation. Activation Key will be given froniné

Electrocom Technology India Limited.

RECTIFY ASSESSEE
You can run this option if any error in Assesseeantact Electrocom.

CALENDAR
The system will display the Year Calendar.
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NOTIFICATIONS / CIRCULARS
We have provided the facility to Store the YeareniscomeTax Notifications / Circulars however y@anc
also download new notifications / Circulars frome timcomeTax Department Website. The system will
automatically download the notifications / Circl@and added in the option.

MY-DESK
You can set the Reminders for Appointment / BirthdaMarriage / Holidays / Opening Ceremony /
Exhibitions / Telephone Calls / other. You can adsb the personal Address book / Phonebook / E-Book
You can also generate Standard / Mail Merge Lettesend the Bulk Letters / Reminders to Assessees.

TAX LIBRARY
You can use the Web Link to view the Important Weebwithin the system. If Internet connection isiae,
the website will be automatically open the requirekled page. You can also add / modify / remoewieb
address link for later use.

EASY DISPATCH
This option is used to enter the Inward — Outwarah$action Entry for your reference.
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REMINDERS
This option is used to view the Appointments / Rader, etc. The system will also remind for the iBlay
alert of Assessess(s) which is entered during theedsee Master Information. However you can set the
Reminders through optiddain Menu  Easy SetupOption.

You can directly

send E-Mail from You can also
the Software for attac_hed any
any Reminder(s) Greetings File

Once a Day - Reminder will be display only once a day (at fff time of software execution).
On Every StartReminder will be displayed every time whenevdtvgare execute.
As Required - Reminder will be displayed as and when requimggou.

ASSESSEE REGISTER

This option is used to print the Assessee Mastegidka for selective / all Assessee with Name & redd,
PAN, Contact No(s), Status, Email Address, etc.yfmur ready reference. You can also print the Magili
Address Labels — 2 Labels / 3 Labels

(AssesBegister) (Mailing Label Printing)

You can also generate User-Defined Assessee Rebysselecting your required columns and stored the
reports for later use.
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BLANK FORMS - You can print any Blank Form of IncomeTax / AuditDS / Other Forms in MsWord.

WORK BOOK - You can view the User wise / PC wise Login Infation for Assessee login in case
you have installed EasyOffice in LAN PC.

EASY WEB - You can set the Web Address Link through this aptemuse 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 / Firmnhe & addresses with contact nos., terms & comnditio
whether you want to charge Service Tax, Invoice tdobe generated Auto Numbering or Manual, etcniyshis
option, you will prepare the Invoices / Bills foeés related to the IncomeTax, Vat, Audit, Account@harges, etc
for your clients.
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INVOICE PARTICULARS
You can enter the default Invoice Particulars sréhat the same information will be displayecdhattime of making
Invoice(s).

ASSESSEE INVOICE
You can prepare the Assessee Invoice for the Piofeel Services you have provided and prepare dée¢s)j along
with Payment Details and Assessee Invoice Registers

Service Tax will be
automatically calculated
as per amount Receiv

Print Invoice by Full
Page or Half Page

You can Modify Invoice by pressing F3 Key / RemdwyeF4 Key and Invoice List by F8 Key.

OUTSTANDING REGISTER
You can print the Outstanding Register by presE@dley.

SERVICE TAX REGISTER
You can print the Service Tax Register by presEi®d ey for Service Tax received amount out of likeoAmount.

RECEIPT REGISTER
You have to enter the Receipt Amount by pressing&pbas under and press F7 Key to print Receipt,can also
print F8 Key to print Receipt Register.

'
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XML IMPORT

This option is used to Import the IncomeTax e-Retuxml) File into EASYTAX Software. If you have ed other
software earlier or you have submitted eReturn fodther place and you want to import data in EASYTAHElect the
xml file and import your data easily.

\ For T Time Import, click
on Update Master and
Year data both Option.

ﬁ

Click here to consider the
Residence address as

Default, else office
address will be consider
NOTE: You can also modify the Assessee Master Dettiéls emport data for Address to be considered d&©br Residence.

FVU IMPORT

This option is used to Import the TDS/TCS e-Refuiru) File into ETDSR Software. If you have usdter software
earlier or you have submitted eReturn from othac@land you want to import data in eTDSr, selextftl file and
import your data easily.

=

NOTE:
After Import of .fvu file, you have to modify thentployee / Deductee Master for address & certifiGgasee type
(Annually/Monthly/Half-Yearly or Quarterly), you oaalso check the Employee / Deductee Status.

BULK E-MAIL
You can send the Bulk Emails to Assessee(s) thrabghoption. You can also generate the different
formats of reminder / subject text lines by cligkiR1l - Help and use it whenever required. You daa a
attached the file by clicking the Browse Button.uy@an also configure the Setup by clicking F5 Key.

Once you Install the
SMTP Services and
enterthe Emai-Id

Note:
To send the Emails you have to activateSMTP Services of Windows XP / Windows 2000 / VistdFor
more information please feel free to contact usamtact your Hardware Vendor for the detail.)

PRINT CHALLAN

You can refer the EASYPRINT module later on fongng of blank challan as well as advance tax elnal|
with or without Assessee detalils.
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*EASYTAX — INCOME TAX MODULE *

Click on EASYTAX Module to enter the Assessee Master Informationraer. Pres§2 Key for New
Assessed;3 Key for Change/Modificationi-4 Key for Remove/Deletion.

— /

SEARCH: You can also search by File No., Assessee Namaa)\ofield by typing in the search field.

ASSESSEE MASTER

This option is used to Create a New Assessee M&dter Enter the Assessee Name, Status, Residence
Status, PAN, File No., Birth Date, Employee TypeoY&/PSU/Other), Gender (Male/Female), Senior
Citizen, Business Name, Verify By Name, Father Na@egpacity, Ward No. (You can select by pressing F1
Key), Return Type, Communicate at Resi/Office, MehNo, TDS, FBT, Audit Applicable (Yes/No),
Residence Address and Office Address, Bank Detélledit Card details, etc.

(@ ),
F9 to copy
Office
Address &
F2 to copy
Residence
. Address
City wise
Ward & )
Selection is v
available,
Press F1 Key
to select
WARD
9

o)

City wise Bank
& Branch with
MICR Code is
available to
select the
BANK
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Enter the Other details, like Return Filing Starfemin Assessment Year, Group (if any), website asilr
fax no., other registration nos., etc. You carm &snt the 49-A (PAN Application Form) through the
Software for which you have to fill up the necegdalds as mentioned therein. Préd Key to Savethe

Information of Assessee Master.
GROUP
wise Files
Available

Form 49-A
is Available

FE5- IMPORT : You can also Import the Assessee Master Informdtmm the given format of Excel Sheet.
Standard Excel Sheet Format is available in Maimi/e 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 settihg Password. You can also set the Hint
Question & Answer to know the password in casegjdt the password.

F8- PRINT: You can print the Blank Format of Assessee Inforomabr you can print with master data for
your record purpose.

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

«—

N

To enter into the Assessee for Tax Calculaticoylide Click on the Assessee Name or Select
the Assessee and Pré&dSTER key for Tax Calculation.
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* EASYTAX - INCOME TAX CALCULATION MODULE  *

After selection of Assessee Name the following ecreill be displayed. You can also select the Asses
by selecting=5 Key also. The head wise summary will be displayedhensicreen so that you need require
view/print the statement (computation) frequendly the calculations related to ITR will be availon the

screen.
You can Change
Assessment Year FOf Assessee
Blank from here % Master and
Advance Tax Status wise \ Income-Tax
CHALLAN Online  Tax Calculation
Printing of Calculator v
ITNS-280,
281, 282, 283 J T / Income-Tax
N Audit/ TDS &
» Other Form
Status wise | - |
Return Filing [ Paper Return
Summary with of TDS / TCS
E-Return & _ N > Form 24Q
Refund Cases 26Q, 270,
B 27EQ &
All cases with | Annexure
Pending, |~
Late / Regular, ) ] L Appointments
Return F?Iing ImBort from Excel Sheets I-Tax Register / Refund / Pending FF)Q%minders '
Details for B/Sheet and P&L Alc., | | Detailed Register with Return Filing Phone/Address Book
TDS/TCS, Stock, Capital Details & User-Defined Printing Letters. Mail Merae
Gair. Assesse Maste. etc » Mal 9

TAXATION MAIN MENU

Click to view

You can directly submit You can drag the Mouse Previous A-\(-
e-Payment of Challan to view the head details SummarDate

You can click to
enter the Details

Q)
* Indicate the
Minor Income
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The Main Menu after Assessee selection will beldigd as under.

/

SOURCE OF INCOME

You can select the respective option as per ndgessithe ITR Return however you can also seleet th
option by clicking button displayed on the screen.

Source of Income having option for the Salary, HoBsoperty, Business/Profession Income — {Speaulati
Business Income, Business Exps., Interest Remuoer@td Share from firm, Share from AOP, BOI, URF,
LIC Commission Calculation, General Business Infation, Company Information, Quantitative Stock
Summary / Detail}, Short Term / Long Term Capitaig Income from Other Sources, Agriculture Income,
Minor Income, Income under Special Tax Rates, Exethincome, Previous year B/F Losses, Deductions,
Rebate & Relief, Advance Tax & TDS Claimed informat etc.

SALARY

You can enter the Salary Income by entering the |[Byep Name, PAN, Address of the employer with City,
State and Pin code. If salary received from mbaa tone employer, you can enter the Employee Master
pressing=1 Key. Enter the Basic Salary, DA, Fees and CommissionuB, etc.

You can also enter the Allowances Received by prg$3t Key, Perquisites by pressirigh Key and Other
Amount received by pressirfg/ Key. Enter the Professional Tax and Entertainmentwdloces received.
The Net Salary Income will be displayed on the sare
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SALARY OPTION

Allowances and Perquisites Screen will be displaaednder.

(Allances) (Perquesit

You can enter the Multiple Entries of salary reeéiy Pressing-2 New, To modify the salary details
presskF3 Modify and to delete the salary details pred€Removeand press F10 Key to Save / Exit.

HOUSE PROPERTY

You can enter the House Property Income by enteha&elf Occupied / Let Out / Deemed Let Ouas
per the case. Enter the complete address with mittycode and state, Purpose of Loan, capital o
date, interest on borrowed capital (after / befmyastruction period), the software will be calcal#te tax
as per the rules however you can modify the dedn@mount by clicking thAuto / Manual option.

—
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BUSINESS / PROFESSION

You can enter th&usiness / Profession Incoméy clicking theBusiness or Profession _IncomeThe
following screen will be displayed.

You can also enter thilultiple Business Entry by pressing F2 Key. The system will print the camsb
Balance Sheet and Profit & Loss A/c. in the ITRrRor

You can enter the Business Name in Description ertdr the Profit / Loss as per P & L Alc. Enter the
Depreciation as per book, to enter tepreciation as per ActpressF3 Key. Similarly you can enter the
Deduction u/s.10by clickingALT + F5 key,

'

Enter thedisallowable by pressindALT + F7 Key andALT + F8 Key for Adjustment | & Il option.

You can also enter the income relatedidd\D / 44AE |/ 44AF— Civil Construction / Transport / Retail or
Merchandise business income by pres#ihg + F9 Key.
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You can also enter therofit and Loss A/C. Enter the value as per the heading provided in FBRn.
You can also enter the Other Expenses by presSrkKgly.

/V

If reqular books of accounts are not maintainedlick the box provided you will get the screeruasler to
enter the Gross Receipts and Profits, Expensebdlangrofit and press F10 Key to Save

You can also enter thBalance SheetEnter the value as per the heading provided in FoRm. If
regular books of accounts are not maintainedlick the box provided you will get the screenuasler to
enter the Amount of Sundry Debtors / Creditorsciia Trade and Cash Balance. To save press F10 Key
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SECTION 44AD / 44AE [ 44AF ENTRY

You can also enter the income relatedsextion44AD / 44AE | 44AF— Civil Construction / Transport /
Retail or Merchandise business income.

Software will
calculate
automatically
however you
can manually
change the
(%)
percentag

SPECULATION BUSINESS INCOME

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

BUSINESS EXPENSES CLAIMED

This option is used to enter the Business Expefdasned which will be deduct from the Business or
Profession Income.

INTEREST, REMUNERATION & SHARE INCOME

This option is used to enter the Interest, Remuimer& Share Income (for e.g. in case of partneotimer
firm), you have to enter the Share in (%) percemtayd Capital Balance also. Press F10 Key to $ayeu
have already prepared the Income-Tax Return for the=irm, Press F5 Key to REFRESH the Partner

details, partner details will be automatically enteredhis option.
M

REFRESH - 5
[— /
[

=

SHARE FROM AOP / BOI/ URF

This option is used to enter the Share Income #@® / BOI / Unregistered Firm.
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COMMISSION FROM LIC /UTI / MUTUAL FUND

This option is used to enter the Commission Incdram LIC / UTI / Post Office / NSC / PPF / Mutual
Fund.

GENERAL BUSINESS INFORMATION

This option is used to enter the General Businefsrhation related to ITR-4 Business Income. Selleet
type of business, method of accounting, whethétdiéor sec. 44AA / 44AB, enter the Auditor Infortizen
and select thdlature of Businessor Profession by clicking4 Key and pres§10 Key to Save

COMPANY BUSINESS INFORMATION

This option is used to enter the General Infornmatelated to Company required in ITR-6 Form. Sellet
Status of Company, Nature of Company, Details ofdihig Company if subsidiary Company and other
details.

KEY PERSON OF COMPANY

This option is used to enter the Directors / OfficeKey Executives Information which is required TR-6
Form.

SHARE HOLDERS INFORMATION OF COMPANY

This option is used to enter the Beneficial Ownefr€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 Stdokdrading / Manufacturing Business related to 4R
Form. (In case of Paper Return Filing)

QUANTITATIVE DETAILS

This option is used to enter the details of StotksTrading / Manufacturing Business related to 4R
Form. (In case of E-Return Filing)

CHANGE IN NAME & ADDRESS

This option is used to enter the details of Chandéame & Address.
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CAPITAL GAIN

You can enter th&hort Term / Long Term Capital Gain by pressing-2 Key andF3 Key. You can also
view the Quarterly Bifurcation by pressiad. T + B Key.

You can also enter the Scrip wise Transaction Dital isted Share / Security or you can directhfes the
Short Term Capital Gain. Similarly you can alsoeerany transactions related to Assets for condideraf
Long Term Capital Gain in which Index Value will batomatically calculated through Software.

OTHER SOURCES

You can enter théncome from Other Sourceslike taxable dividend income, interest income,t rin
machinery/plants, other income, deduction u/s &willy pension, income from race horses and winning
from lottery/crossword/puzzles. The Function kgy(as been displayed on the screen; you can aé&ss pr
the said function key from the keyboard to enterréspective values.
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You can also calculate the NSC Interest. You caa ahter theepeated valuedhy pressindg=1 Key which
is helps to enter the any repeated values in sp@gpfion like bank interest, commission income, et

(NSC Interest) (Interest Received)

AGRICULTURE INCOME

You can enter the Agriculture Income; the Rebatégnculture Income will be shown in the Computatio
of Total Income as under.

INCOME FROM MINOR, SPOUSE

This option is used to enter the Minor Income /&mlIncome. If you have already created the Assesfs
Spouse or Minor, you can also link the AssessegelBcting the Assessee Name.

The Exemption Income u/s. 10(32) of Minor / Spowsebe shown in Statement of Total Income as under

Page 24 of 95



INCOME — SPECIAL TAX RATE

This option is used to enter the Income under t@dhof Special Tax Rate like Winning from Lottery,
Crosswords, Puzzles, races, Short Term/Long Termpit&aGain (Auto Update), Tax on recognized

provident fund, various incomes from royalty & teaal services, profit and gains from insurancermss,
etc.

INCOME CLAIMED EXEMPTED

This option is used to enter the Exempted Incorke tlividend from Units/Companies, Interest, Rental
Income — machinery/plants, etc.

BROUGHT FORWARD LOSSES

This option is used to enter the previous year ¢ginbdiorward losses. You need not required to adjusst
losses manually, system waltomatically adjust the lossedy pressing=9 Key (Next Button)

(Total B/F Losses) (Set off Current Year Losses)

e

— .

Set off of Current Year Losses (if any) will be @uiatically displayed. Preds9 Key (Next Button) to
adjust the Set off B/F Losses.
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(Set off B/F Lospes (Losses C/F to Future Years)

Set off of B/F Losses (if any) will be automatiga#idjusted. Preds9 Key (Next Button) to C/F the Losses
to Future Years.

DEDUCTION — CHAPTER (VI-A)

This option is used to enter the Deduction — Chraff&A) — Deduction u/s. 80, 80CCC, 80CCD, 80D,
80DD, 80DB, 80G, 80GG, 80GGA /B /C, etc.

You can also enter the deduction by pressing Fom&teys displayed on the screen For e.g. H¥2dsey
for 80C, etc. In Deduction u/s.80C, standard dedndtead has been given however you can also #er
other investments, also you can enterdétil transaction of LIC, PF, PPF, Tuition Fees, Rinvestment
of NSC Interestas per the below mentioned screen.

/V
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REBATE & RELIEF

This option is used to enter the Rebate u/s. 8@HRaiief u/s. 89(1). For Rebate of Salary Arrepress F9
Key to enter the Financial Year wise taxable inca@meé arrears/advance salary.

ADVANCE TAX & TDS

This option is used to enter the details of Advames Paid and Certificate(s) claimed for Form N6. 1
(Salary Certificate), Form No. 16A (TDS Certificate Form No. 27D (TCS Certificate) for which préss

| F3 | F4 Keyrespectively. You can also enter the TDS/TCBmployee/Deductee Masteby pressing-1
Key.

Similarly you can enter the Quarter wise Advanciel Fax Amount detail. If you paid Self Assessmeak T
after 31/03, presB6 Key (Effect of u/s. 234B will be consideredind If youdo not want to effect of u/s.
234B, enter the Self Assessment Tax Padlisplayed on the screen.

/
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To Import Masters from other Assessee in TDS (Ft&fn 16A) or TCS, select the appropriate option by
clicking the Key (F2 / F3 / F4) and Press F1 Keyrantioned in below screen, it will prompt to impor
master data from other Assessee Press F11 Key.

By clicking F11 key the following option will be sjplayed 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 Prafis 115JB — MAT required in ITR-6 Form for Company.
You can also adjust tidAT Credit Entry through this option by pressifip Key.

\

This o

TAX éN DISTRIBUTED PROFIT

ption is used to enter the Tax on DistribuRedfit required in ITR-6 Form for Company.
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ITR HELP
After entering respective Source of Income, youehty print the ITR, for whiclthe Software will show
the relevant ITR required to be print for the seledive Assessee at the bottom of the screeas
mentioned in below screen. Byouble-Clicking the same you can al&wint / E-Return the ITR .

&

—

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

COMPUTATION OF TOTAL INCOME (STATEMENT)

To Print theComputation of Total Income / Statemenftfor the relevant Assessment Year, Piesdey or
Click on the Statement as mentioned in below screen PARTNERS SETUP
INFORMATION

TO VIEW PREV. AY.
RETURN TAX SUMMARY

\ 4 A 4 \ 4 A 4 \ 4

E-PAYMENT CHALLAN SUMMARY STATEMEN RETURN FILING DATE.
OF CHALLAN 280 OF TOF DOUBLE-CLICK TO
PRINTING INCOMETA X TOTAL MODIFY THE DATE

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

CHALLAN (280) PRINTING
If Net Tax is Payable, you can Instantly print @leallan — 280after calculation of the income statement for
the relevant Assessment Year, Prie&Key or Click on the Challan 280 as mentioned in betaveen.

SUMMARY OF INCOME-TAX
You can print the Single Page Summary of Income-Raturn for the selected Assessee.
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TAX CALCULATION

Tax Calculation having option to enter the Not@&&fration at various places, Attached list of doeuts,
Accounting Policy, Statement of Total Income (Comagion), Information related to ITR-7, Information

related to A.l.R., etc.

NOTES / NARRATION

This option is used to enter the Notes / Narrasiftaer Income Statement or After Salary / House Bty
Business Income / Capital Gain / Other Sourcesdubions / Advance Tax and TDS Head.

v

If you want to mak€Common Notes for all Assessegou can create the Notes throuighols Common
Notes / Narration Option and copy the notes by presdi®gKey to Individual Assessee.

ATTACHED LIST OF DOCUMENTS

This option is used to enter Attached List of Doemts 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 Poéisysimilar as Notes / Narration Option.
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STATEMENT OF TOTAL INCOME

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

Check Return
Filing Date

=4

Click here for Revised Ret

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

Select

Method of
Printing
DOS
WINDOW
SPECIAL

You can also Prepare
Challan from Here! —
EFFECT You can
Preview the
Statement
A

‘ You can
directly

E-MAIL
to Client

v
/ You can Export Statement
of Total Income to Word
(.Doc) Format

You canPRINT
Selected Pages or
Odd/EvenPages

Software can print any reports / forms on your Matrix Printer as well as DeskJet / LaserJet Printe
whichever printer is set as a default Printer.
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INFORMATION FOR ITR-7

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

INFORMATION RELATED TO A.LLR.

This option is used to enter the information redate Annual Information Return as under.
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INCOME-TAX FORM

This option is helpful to print all theacome-Tax Forms of ITR-1 to ITR-8 andForm 49A also.

Paper Return of
Form ITR-1TO 8

FORM ITR-1  This option is used to View / Print the Income-Teorm ITR-1 forindividuals
having Income from Salary & Interest.

PrintForm 49A
PAN Application

FORM ITR-2  This option is used to View / Print the Income-Teorm ITR-2 forindividuals
and HUFs not having Income from Business or Profegm.

FORM ITR-3  This option is used to View / Print the Income-Teoxrm ITR-3 forIndividuals
and HUFs being partners in firms and not carrying ait Business or Profession under any
Proprietorship.

FORM ITR-4  This option is used to View / Print the Income-Torm ITR-4 forIndividuals
and HUFs having Income from a Proprietary Busines®sr Profession.

FORM ITR-5  This option is used to View / Print the Income-Tatm ITR-5 forFirms, AOPs
and BOls including Fringe Benefits Tax Return.

FORM ITR-6  This option is used to View / Print the Income-Téorm ITR-6 forCompanies
other than companies claiming exemption u/s 11 inatling Fringe Benefits Tax Return.

FORM ITR-7 This option is used to View / Print the Income-Taarm ITR-7 for Person
including companies required to furnish undersection 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-Tlaarm ITR-8 for Fringe
Benefits Tax Return (for Firms, AOPs and BOISs).

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

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

You can print
Acknowledgement
separately or with

ITR Forms

Click to enter
TRP Details.
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ITR FORMS (E-RETURN)

This option is helpful t&E-RETURN of all thelncome-Tax Return Forms 1 to 8

Electronic Return of
Form ITR-1TO 8

Pre-Validation of ITR
E-Return before Final
Validation of XML File

Software provides thBre-Validation facility (at the bottom of Screen) before Final validabdnXML file
through the above option. After Pre-Validation ywave to go to E-Return option for Final Validatidne
following screen will appear on the screen. To #wtnecessary errors / information, click on Bulitton to
modify the error, cursor will directly point out dhe required fields so that user can simply sokiédhe

errors / information easily.

By clicking on Edit
Button the Cursor will
directly placed on the
required fields which

‘\required to Modify.

After Successfully Pre-Validation, now Go EsReturn option and click on the ITR you want to Final
Validate /Generate the XML File to upload the same file at Siteww.incometaxindiaefiling.gov.in
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Click Here to
VALIDATE

ITR E-Return
XML File

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

/

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

/V

SAMPLE
ITR-V Form You can directly
_G(ir:erqted Upload XML
just to view File within the
& compare — Software

it with ITR

ITR E-Return File generated in XML Format as peoime-Tax Department. File Name format is as under:
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For e.g.1E8 0003.XML 1 = indicate the ITR 1 (similarly 2,3,4,5,6,8 10R 2,3,4,5,6 and 8)

E = E-Return
8 = indicate the Assessment Year (for A.Y.200)
9 for A.Y. 2009-10 0003 = indicate Assessee-Id which is in-bgglherated by Software.

(You can view the same ID through Assessest&ipn
Presg-2 Key to go to Generated XML File to different locatiotiner than Easyoffice.

Presg=3 Key to copy Generated XML File to different locatiother than Easyoffice.

Presg-4 Key to view Generated XML File.

PressF5 Key to View theSample ITR-V, just to view & compare it with ITR Acknowledgentdrefore
uploading e-file.

Presg=7 Key to Openthe Income-Tax Department Website link for e-filing

PressF9 Key to Upload Valid XML File directlywithin the Softwareat Income-Tax Department Website
www.incometaxindiaefiling.gov.in You need not required to open the website. gestsF10 Next Button
to submit the Valid XML File from the software whics as under.

Click here For New PAN

i Registration or Change
Enter Login Password Login Password

Only to Submit E-Return

TO SUBMIT ONLINE XML FILE — YOUR ACTIVE INTERNET CO NNECTION IS REQUIRED
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E-TRANSACTION -

e-RETURN / e-PAYMENT of Challan

Now you can easily do e Return / e Payment for iiglitAssessee within the Software. You have to
validate the XML file from the Software and go toaM Menu of EasyOffice and click on e-

TRANSACTION.

L =

e-RETURN

By clicking the e-Return the following screen vk displayed. You can select the XML file by cliofithe

... Button as mentioned in below screen.

)
Click here!
To Select the
XML File
A
For New PAN Registration or
Change Login Password
Select the XML Folder
Select the
Assessee wise
XML File to
submit eReturn

=

Select the Assessment

1T

Year to select XML File
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E-Payment of Challan 280 - Income-Tax Challan

By clicking the e-Payment of Challan 280 — Seléet Assessee and fill up the Challan Amount, Payment
Detail — Cheque No., Date and Bank Branch in wiymh are submitting e-Payment. Pré4$ Keyto Save
the Challan an®ress F11 keyto submit the e-Payment Immediately you will be connected to website of

Similarly you can submit the-Paymentof Challan 281 — TDS/TCS, Challan 282 — Other Baxzhallan
283 — FBT.

You can als@rint the Challans and make e-Paymenfrom the Main Menu Easy Print Option.
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TOOLS

This option is helpful to use the various optioike IBooks of Accounts, Return Filing / Refund Dktai
Print options for IT Statement, Common Notes/N&re, Common A/c. Policy, Smart Writer, File
Manager, Dispatch Register, Masters for TDS Entfgmployee/Deductee, Separate printing of Balance
Sheet and P&L A/c., Calculator, Online Tax Summ&mwgllection of Previous Year Data, etc.

BOOKS OF ACCOUNTS

This option is used to enter the Books of Accodiotshe selected Assessee for which PFE&&ey to enter
the Statements like Trading Alc., P & L A/c., Capi/c., Balance Sheet and other accountsPiiot the
StatementsPressALT + F5 key and presB10 keyto savethe Details.

hW

RETURN FILING DETAILS

This option is used to enter the Return Filing Detior Original / Revised Return Filed, also mentd
whether Returned Filed in Paper Format / Electrémanat, enter the Filing Date with Acknowledgement

No. If you are filing E-Return then enter the E4RatAcknowledgement Ref. No. and Date as mentiamed
below mentioned screen.

Paper Return E-Return Filing
Filing Acknowledgement
Acknowledgement Ref. No

No. /
In case of
_ Revised Return

REFUND DETAILS

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 Stat@nf€omputation) as per your requirement. You G&n s
the details by entering Yes/No option.

You can also Print the Header / Footer Text to et pn Income-Tax Statement / ITR Forms as per you
requirement. You can also set the Common Settin@lfathe Assessee or Individual Assessee for which
Software prompts the Question as “Would you likelébault setup for this particular Assessee?’If you

want to change statement for a individual Asseseater Yes or else enter No to set Common to All

Assessee.

Enter NO to
Set Income
Tax
Statement
Common to

All Assesse

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

COMMON NOTES / NARRATIONS / Account Policy

This option is used to enter the Common Notes fatians /Account Policy required in all the Assesse
Press F2 for New, Press F3 to Modify and Pres® Retmove the Notes. Enter the Description of Nates
Reference No. (if any you want to give). These itketaill help to select the Notes from the List wiewer
you need the common notes in individual Assessasbd@sn in below screen. .

/

»
|

F5 — MACRO  We have provided the Macro Function in which yon salect the Columns to be
merge in Notes / Narration as per your requirem@uist like mail-merge option).
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SMART WRITER

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

FILE MANAGER

This option is used to select the Blank Forms ftbe Form Manager and categorized as required by you
Select theCategory  Income-Tax / Audit / TDS / Service Tax / Other gt select thé&ilename from

the list (which form you want to print), enter theeation date Reasonfor creating required forms and
Username and pre§40 Keyto Save.

/ |
\m

Press F2 Key - To Create / Select the File fronFbmen 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; cresddor.
Press F5 Key - To View the Selected File.

Press F6 Key - To Copy the Selected File to theiBpé location.
Press F7 Key - To Edit the selected File

Press F9 Key - Query the Selected File. You carckemn the selected column by enter the Text, H¥2ss
to view All Details.
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MY DOCUMENTS

This option is used to enter Inward / Outward Teation Details for the record purpose. Press FA&w,
F3 to Modify, F4 to Remove and F8 to Print the Rish Register.

K /

Dispatch On : Dispatch / Transaction Date
Document : Any Document relating to Assessee.
Dispatch Purpose : Write the purpose of sendinglttteiments to Assessee

Dispatch to Whom  : Write the name to whom the dosnits sent.
Dispatch Through : Write the name of Courier / Metiirough you had sent the documents.

For Department : You can grouping the documentddpartment like I. Tax / S.Tax / Accounts, etc.
Status : Give the Status whether you had semdlipg, cancel, yes sent but late, etc.
Reason : You can also mention the reason foripgndancel, yes but late dispatch.
Address : You can write the Mailing Address.

To Print the Dispatch Register Press F8 Key. Yaualao select the Columns you want to print in repo
and similarly you can give the Report Title and &the Print Format by pressing F3 Key.

KSelect the Print Format to print
ﬁeport in Specific Format

Tick Mark
Column

you want
to Print

F3 to Save the
Report Format

Write the
Report Title /

DISPATCH REGISTER
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MASTERS FOR TDS ENTRY

This option is used to enter the Employee / Dedubtasters for claimed Form No. 16 / Form 16A onfor
27D which is helpful to enter the TDS / TCS entwyidg the Advance Tax & TDS options.

PRINT - B/S and P&L Alc

This option is used t@rint the Separate Balance Sheet and Profit & Loss /&. which is entered in
Business or Profession Income and being printd@R4.

CALCULATOR

This option provides the Calculator (Shortcut KeALT + K) to calculate any values.

ONLINE TAX SUMMARY

Click on this option to Hide / View the Online T&ummary 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 Featurescbllect previous Assessment Year Data for Assesse
Master and Source of Incoméike Salary / House Property / Other Sources /rBeption / Partners Detall

/ Salary —TDS detail / Deduction u/s 80 / Brougbivard Lossesyith or without Amount This will helps

to Generate Current Assessment Year Income-TaxiRBlata easily and you have to do the minor changes
in the Assessee Data and the whole return will eeeBated Immediately.
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I MPORT

This option is helpful to Import the varioliscome-Tax Data from the Sample Excel Sheetsrovided in
the Software.

We have provided Excel Sheets for Balance SheetPa&dL A/c., TDS / TCS Data, Advance Tax Paid,
Company Information, Stock Details, Short Term/Lofigrm Capital Gain and Assessee Master
Information.

Step—1 Issue Sample Excel Sheets (Blank Format) to Assesse

You have to click the option ISSUE DEFAULT EXCEL EHT, Tick Mark ( ) Excel Sheets you want to
issue and click on the Browse Button to copy thaa sheets to specified location (for e.g. if yeant to
copy it to another drive select the Drive Letter &Z:D: and select the folder). Selected sheets ball
automatically copied into the specified folder amulv you can give it to Assessee on pen drive dt dis
(CD).

(Excel Sheets) (Issueeblt Excel Sheet to Assessee)

Select the
folder or path
to copy the
sample Excel
Sheet to the
specified
location

_— -V
—

Step — I Collect Sample Excel Sheets (with Data) from Assess

You have to click the option COLLECT EXCEL SHEET &R PARTY, Click on the Browse Button to
select the Excel Sheet (Source for e.g. Pen dmv@l) where Party collect the sheets with Data aio#t
Mark ( ) Excel Sheets you want to collect and click onfBeCOLLECT Button to store the Excel Sheets
data to Easyoffice folder. (Location will be disyda on the screen)

Select the Source
where Party taken
Sheets with Datfor

e.g. CD Drive or
Collected !Excel Pen Drive, etc.
Sheets will be

stored Year
wise and
Assessee wise
in Easyoffice
Folder to
Import Sheetl
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Step — Il Import Data from Excel Sheets

You have to click the option and Tick Mark ) the Items you want to import or you can also implee file
by selecting Browse Button (selecting the specifiath of Excel Sheet). You can also select thetiplal
Business for Multiple Balance Sheet and P&L Alc.

(Excel Sheets) Baléince Sheet and P&L A/c. Detail)

v

You can Tick Mark () the Iltems you want to Import Data.

(TDS / TCS Detail) (AdwanTax Paid Detail) (Staxétail)

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

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

FORM MANAGER

You can manage the Forms using Form Manager. Sbledssessee Name for which you have to generate
the Form, Select the Category like Income-tax, AulDS, etc and select the form file you want tewior

edit the file.
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*EASY TDS PAPER TDS RETURN *

This option provides the Paper Return of TDS / FO®rm 24Q / 26Q / 27Q & 27EQ.

You can enter the Masters detail for Deductor, Exyg¢ and Deductee. Fill up the Quarter wise Challan
Details and Print the Paper Return of Form 24QQ 2&7Q & 27EQ and its Annexures. You can also
generate the Salary (Form No. 16) / TDS Certifi¢&arm No. 16A) and print the TDS Register from the
Tools Option. Enter the Receipt No. (Acknowledgethéirough Receipt Register Option.

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

*MY DESK  REMINDERS, LETTERS, MAIL MERGE *

This option is helpful to enter the various typdsReminders like Appointments, Birthday, Marriage,
Holidays, Opening Ceremony, Exhibitions, TelephQadls, etc. You can also manage the Personal Asldres
Book with Name & Addresses, Telephone Nos. and Emetc.

e

You can also Generate the User-Defined Mail Mergtdrs with Macro function which is helpful to send
the letters to Multiple Assessee(s) or Memberslabks in the Address Book.
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LETTERS :-

You can create any standard / mail merge lettarguiis option. Press2 Key to CreateNew Letter, F3
Key to Modify andF4 Key to Removethe Letter. You can also press ALT + M to entexr Macros Field
which is useful to write a letter as mentioned @lolv screen. Press Save Button or Go to File Menu
Save.

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

-

MAIL MERGE :-

Now you can ready to Mail Merge the letter file f@hich you have to Select the Assessee from tharid
select the letter format you want to send.

Select the
Letter
from List

Select
Assessee

V/ Press F10 Key l7

Generate Letter
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* QUICK TAX TAX CALCULATOR *

This option is helpful to calculate the tax as e Income-Tax Slab as per the relevant Assesskesant
You can select the Assessee Status (Individual, ,Htfms, Company, Trusts, etc.) and Gender Type
(Male/Female) select whether Assessee is Seni@e@if NRI, enter the deductions (if any). You edso
Print the Tax Calculation by pressikg Key.

Select Status

of Assessee \

/

*TAX REGISTER™

This option is helpful to view / print the Tax Retgr with complete details like Assessee Name, ¥de

Status, PAN No., Taxable Income, Aggregate Tax, Haxl, Net Tax Payable, Tax Refund (if any), Return
Filing Date, Acknowledgement No., Return Filing WaXo. with Head wise income like Salary, House
Property Income, Business Income, Short Term/Loegnil Capital Gain, Other Income, B/F Losses &
Adjustment, Agriculture Income, Gross Total, Deduas, Taxable Income, Regular Tax, Tax on
STLG/LTCG, Special Tax, Rebate, Relief, InterestT@ax, Advance Tax Paid, TDS/TCS claimed, Tax

payable, Self Assessment Tax Paid, Net Tax Paydkbe,Refund, Group Name (if any) and Return Due
Date.

Select the

Report Format
to Print

You can also enter the
ITR Acknowledgement
No. from here /
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F7 — PRINT SUMMARY
You can print the Head wise Income-Tax Return Surgrfta the selected Assessee to view the all the

Calculations.

F8 — PRINT

You can print the User-Defined Tax Register by ctglg the Column Name as required by you. You can
also adjust the Column Position whether you wanrint the Assessee Nam& Column or File No. as a
2" Column, etc. You can also set the Column WidthxXMiefault width displayed) as required, Enter the
Report Title for e.g. TAX REGISTER, etc and Save 8etting by entering the Report Title.

You can create as many as reports through thismmptd Save Print Format in different names so even
you require any reports, you have to just selextréuuire format and print the reports.

(1) Select the
Column as
required

N

3) Set ‘

Column Width
as required | (5) Save

Format Name

(4) Enter — /

(2) Set Column
Sequence as
required

Report Title

SAMPLE REPORTs as under:

F9 — QUERY
You can also filter / search the required datagiie Query option. Click on the Column you wantifter
or search and press F9 Key. You can enter therestjoonditions to view the reports.

— e
"\

Presg=2 Key to view All Details and preds8 Key to view / change the conditions.
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*REFUND REGISTER*

This option is helpful to view / print the Refuncedtster with complete details like Assessee Nanile, F
No., Status, PAN No., Ward, Refund Amount, Refuretétved Date, Interest Amount and Group Name (if
any). Pres§&5 Key to enter théRefund Detailsand Pres&8 Key to Print the Register.

. g

*PENDING REGISTER*

This option is helpful to view / print the PendiRgturn Filing Register with complete details likeskssee
Name, File No., Status, PAN No., Ward, Status, Rekiled Original / Revised, Paper Return / Eletito
Return, Return Filing Date, Acknowledgement No.gifail Signed, etc. Pre$s® Key to enter theReturn

Filing Details, Press=6 Key to print theStandard Report and Pres$8 Key to Print the User Defined
Register.

*RETURN STATUS*

This option is helpful to view / print the all typef Reports like Return Filing (Late/Regular / Bieg /
All), you can also enter the Return Filing Detaifed print the reports as required.
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* RETURN SUMMARY STATUS WISE SUMMARY *

This option is helpful to view / print the Statusses Return Summary which reflects the Total Return,
Return Filed (Late/Regular), Pending Return, E-Rettatus and Refund Cases. Pf8%Key to Print the
report.

*EXCEL SHEETS*

This option is helpful to Import Data from the Ek&eets. We have provided import facility for Bada
Sheetand P & L A/c.,, TDS / TC.S data (Salary @edtes / TDS Certificates), Tax Paid Details (Adga
Tax/Prepaid Tax or Self Assessment Tax), Compafoyrimation, Short Term/Long Term Capital Gain,
Stock Details (Trading/Manufacturing Stock) and éssee Master Information.

Tick Mark () Excel Sheets you want to view/edit/copy and selex path by clicking browse button to
copy the file\and press F5 Key to copy at seleldedtion.

X

ASSESSEE MASTER IMPORT
Using the Excel Sheet for Assessee Master Infoonatiou can Import the Assessee Master by pres&ng
Key (you need not enter manually data entry to crietenaster in Easyoffice Software).

\

Page 52 of 95




*EASYPRINT*

CHALLAN PRINTING for ITNS 280 (I.TAX) /281 (TDS) / 282 (OTHER) / 283 (FBT)

This option is used to Print tiel ANK CHALLAN with or without Assessee Name & Address. You can
alsoPREPARE CHALLAN for Advance Tax / Self Assessment Tax, etc.

e

-— .,

SelectWithout Assessedo print the Challan totally blankithout Assessee Name & Address and Amount
SelectWith Assessedo print the Challamvith Assessee Name & Addresandwithout Amount.
Presg=5 Key to Print the challan in Dos Print / Window Print / Sped?aint.

PREPARE CHALLAN
You can prepare challan by selecting the Advance/ Belf Assessment Tax, etc and enter the Amount

with Bank Details and Press F10 Key to Save

(ITNS Challan — 280) ITKS Challan — 281)

(ITNS Challan — 282) ITNS Challan — 283)

Page 53 of 95



*eTDSr —ELECTRONIC TDS RETURN (QUARTERLY) *

Click on ETDSR Module to enter the Assessee Master Informatiomrater. Pres§2 Key for New
Assessed;3 Key for Change/Modificationi-4 Key for Remove/Deletion.

NOTE:
Please note that Easytax / FBT /eTDSr Master isncom) you have to check the Status and enter ‘Yés®
F3 Key to select the ETDSR and other details.

v

After Selection of Assess®&®AIN MENU of ETDSR Software will display as under: CHANGE
DUE DATE
(if Extend)
—
—>
—

SOFTWARE SETUP

You can set the Default City, State, Backup PathalE Address, Machine IP Address, efou have to set
the Internet Explorer path or you can select the iexplore.ekg clicking Browse ButtonYou have to set the
Outlook Express path or you can select_the msmarbgxclicking Browse Button. You have to set s-Excel path
or you can select the excel.ekg clicking Browse Button. Backup Type Auto/Manu¥ou can also change the
Challan Due Date(in case of extended due date).

To Print theCertificate Acknowledgement No. as per Quarterly Dduction click (Tick) as displayed in above
mentioned screen. RemovdTick) if you want to print all Acknowledgement Nim Certificates.
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BANK
We have provided major banks of Gujarat along B8R Code. However you can add / modify / remove
any Bank through this option.

DESIGNATION
You can add / modify / remove any designation nammeugh this option which is helpful to select the
designation during the data entry of Employee Mdsie24Q.

NATURE OF PAYMENT

The option shows the Nature of Payment includingtiSe Name & Code with Percentage (%) applicable
for your reference only. You can also add / modifgmove the details therein (if require) for gar@age or
section name/code.

RECEIPT REGISTER
By selecting this option you can enter the e-ReReneipt detail for the Form No. 24Q / 26Q / 27(EQ.

Select the Form for which you want to enter theetdfh receipt detail as mentioned in below mentione
screen and select the Deductor Name and [pi@&s&ey or click onModify Button to enter the Quarter wise
Return Receipt No. (If deduction has been madedy one or two quarter, you have to enter Redsipt
for all the quarters, Software will automaticallgkén care for the Acknowledgement No. printing in
certificate.)

Select the Status from the Status Bar (for e.godesl, Submitted, Not Submitted, etc). AcknowleDagge
and Acknowledge No. is to be entered only if youehselected Status SSUBMITTED’

~a

If you have submittedREVISED RETURN click on theREVISED button as shown in below screen and
enter the Acknowledge Date & No. for revised retulimereafter preds10 Keyto SAVE the Detail.
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DEDUCTOR REGISTER
You can print the Deductor Master List from thigiop as shown in below screen.

* AFTER SELECTION OF DEDUCTOR *

After selection of Deductor, the following MAIN MBBwill be displayed.

DEDUCTOR MASTER

Enter the Deductor Master entry for Responsibleséteal Name & Designation with Father Name. Also
enter the Address of Deductor Press F3 Key to copy the Deductor Address if lo¢haddress is same.

Responsible Person with
Designation/ Address is
Compulsory for E-Return

If you want to change the Deductor Master PFEs&ey and Pres&10 Key to Savehe Deductor Master.

TAN & PAN is must for all type of Assessees

E-mail of deductor should be in valid format (exgxx@yyy.com) otherwise make it blank.
Name & Address with Pin code of deductor is must

Name, Address and Designation of Responsible Péntormation for deduction is must.
Fields with red colours is must to fill.

Page 56 of 95



EMPLOYEE MASTER / DEDUCTEE MASTER
Employee Master - Used in Form No. 24Q [TDS - 8dla

Deductee Master - Used in Form No. 26Q / 27Q / 27EQS/TCS]

Enter the Employee / Deductee Name & Address wahdVPAN Number and Status as per below
screen. On the basis of selection of Status, thbbwicalculated.

Option for the PAN Number  (Select as per degiven below)

1. Valid PAN Number - Must be valid PANImber
2. PANAPPLIED - if Appliedf®AN
3. PANINVALID - if Valid PAN is nbavailable
4. PANNOTAVBL - if PAN is navailable
4_
«— T

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

Lower Deduction — If Deductee has applied for loweduction certificate, sele¥es and enter the
percentage of lower deduction. (In case of 26QQ 227EQ).

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

You can also create new deductee by pressing F2 Kidify 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 includingtiSe Name & Code with Percentage (%) applicable
for your reference only. Check all the Section besnTicked and pres§10 Key to Save

BANK MASTER

We have provided major banks of Gujarat along B8R Code. However you can add / modify / remove
any Bank through this option. You can also viewta# Banks or selected Banks as mentioned in below
screen.

To view
Selected Bank
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FORM 240 /26Q /270 / 27EQ

Select the option FORM 24Q / FORM 26Q / FORM 2DRM27EQ
Enter the date of file creation and selectGharter (1,2,3,4,)for which you are preparing Return.

To enter aNew Challan PressF2 Key / To Modify pres$=3 Key / To Remove presB4 Key as
shown in below screen.

The following screen provides deductee wise brgakfuChallan amount Deposited in Bank by pressifig
for each Challan.
Screen - 1

. AN

e

DEDUCTEE WISE BREAK-UP

In CHALLAN details, Select the Section from the gvlist and Select the Month. It is must to shoev th
deductee wise breakup of Challan amount depositedEnter theDeductee wise BreakupPressF9
Key, the following screen will displayed. Here Préssto enter new deductee detailsPressF3 to
Modify and Pres&4 to Removedeductee detail from breakup.
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Select the Deductee from the master list, EnterDbate of Payment and Amount of Payment from
deductor, the TDS Amount, Surcharge, Edu.Cessheilhutomatically calculated as per the section you
have selected. However you can change any valugidking Edit (%) Rates as mentioned in below
screen & then you have to manually fill the %rate.

Screen - 2

Provide Here Break up of Challan

Amount (Deductee wise)
|

v

PressF10 to Savethe Deductee Detail. If you want to add any otthenuctee, Press F2 new and enter
the deductee detail as above. After feeding aludesks details for particular Challan, Preé® BACK
TO CHALLAN as mentioned in above screen.

After saving all the information bY10" you will come to the main screen of Challan whyoe see
records with Deductee wise Summary as mention&tieen-1.To Transfer the Value of Summary to
Challan (If you want to find Challan amount frone tsystem), Press F5 Key — Transfer to Challan.

CHALLAN DETAIL

This amount
comes

Total Amount Deposited as per Challan must be sasretal of Amount depositeﬂ/v directly from

Shown in deductee wise breakup. Enter the Dedwataebreakup for this Challan I59. wisDeegl:g;ekeup

Enter one-by-one each Challan detail depositecanklior specified Quarter; U$€ for the Entry
of New Challan; Us&3 to modify the detail of Challan entered

INTEREST:

Interest will be calculated automatically as peteDat Challan entered. If you want to pay interpséss
F11 Key it will be transferred into challan, however yoancmanually change the value in Interest
Column.

BSR CODE:
Enter BSR code of receiving branch in case of ahall Blank in case where Transfer voucher no. is
provided.

CHALLAN DATE:
Enter Date of Challan. In case of NIL Return, eQearter ending date.
(for e.g. £ Qtr.- 30" June, & Qtr.-30" September,"3Qtr.- 3F' December & & Qtr.- 3 March)
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CHALLAN SERIAL NO.:
Challan no. issued by Bank is must be of five digNlo 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 Governr@gganization only.

MODE OF PAYMENT:
Click on Cheque or Cash as per your payment op8etect Cheque in case of E-Payment.

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

CHEQUE NO.:

Enter the Cheque No in case of payment made byu@ie®. Blank in case of payment made by Cash.
Enter the E-Payment Reference No. in cas&-8fayment (Electronic Payment)through website, if
reference no is not being provided then enter t{i&e@o) only.

DRAWN BANK / BRANCH:
Enter Bank / Branch by which you made payment. ¥aw also select from the list also.

NIL CHALLAN INDICATOR:
Tick in “Is this NIL Challan” Box - In case of NIL reta 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 ag~or book entry transfer voucher no. must be ioexV
this is mandatory.

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

Screen - 3

/ \

CHALLAN PRINTING (ITNS 281) / E-Payment

Press F8 to print Challan No. ITNS 281 asgi®ve 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 th@esacreen as per Screen-3.
[For more information of E-Return — See E-TDS Vatidn Procedure]
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FORM 240 /26Q/27Q /27EQ — TDS / TCS [PAPER RETRN]

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

Similarly you can print Paper Return FORM - 242/ 27EQ from the respective option.

PRINTING OF FORM NO. 16A - TDS CERTIFICATE

To print the Form No. 16A (TDS Certificate) pré&s® Key as per detail given below.

Auto Generation of Certificate

If you create TDS Certificate™ITime, Pres§5 Key Generate Certificafesoftware will create Form No.

16A automatically for all the deductees enteredoirQuarters Challans for the selected Financial
Year.

The certificates will be generated as per the opselected in the Deductee Master to create the
certificate by Annually / Half-Yearly / QuarterlyMonthly or Manually.

However you can create certificate manually by giresF2 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 niont
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FORM 240 — EMPLOYEE SALARY DETAIL

For Form No. 24Q — Employee Salary Detail is teehtered for the selected Financial Yeaf Abril to
31% March) as per the below screen. This informat®ioi be entered in preparing Quarter return.
Form No. 16 — Salary Certificate will bengeated on the basis of this salary entry and ¢taild of
payment, tax deduction and deposit will be autoradlti taken from the Challan Entry.

PRINTING OF FORM NO. 16 - SALARY CERTIFICATE

To print the Form No. 16 (Salary Certificate) pre8sKey as per detail given below.

Similarly you can enter the data for other FORM®X 27EQ.
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E-TDS FILE VALIDATION PROCEDURE

Select the form (24Q/ 26Q/ 27Q/ 27EQ) for whiclu yoould like to generate ETDS Return file.

Electronic Return option is provided in Each Modol4Q/ 26Q/ 27Q/ 27EQ.
Screen—1 Screen - 2

T

For other quarter,
Select from the list
2nd' 3rd i 4th Qtl’.

1. Enter the necessary Notes a

or Generating E-Return File and follow the stgp&en below
Screen -3

0. of documenthattawith Form 27A / 27B ; Press F10 PROCEED

Click Here to Vie

w text format

of Electronic Return File

. —

3. E-Return File Name will be automatically display&dwever you can change the same and click on

theVALIDATE button or pres§9 Key. File Validation Utility will be open on your szen.

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

Statistics Report File Path” pre€IRL + V (paste) and delete the filename with exten

sionpandhe

path as under. The said path is to be noted separahich 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 PathD:\ EASYOFFICE \DATA\2009\307\RETURNS

Screen -4

Click on
VALIDATE
Button
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5. After validation, if your Electronic File ilNVALID , the ErrorScreen-6will be displayed or if your
Electronic File isVALID , the ErrorScreen-5will be displayed. Click on Ok and Exit from theNdation
Utility.

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

\ |

6. Now press F6 Key if your Electronic File ALID and press F7 Key (if your Electronic File is
INVALID as shown as Scyeen-7 it will show the errors wherectify details.

7. If your Electronic File is INVALID, press F7 Key gger Screen-7. The Error will display on your
screen as under.
Screen -7

Now to solve this error, read the Record Tymel Error Descriptioimn above screen and go to Deductee
Master / Challan Details / Deductee wise breakupammrect the data entry and VALIDATE the Electoni
File again as per above procedure.

Page 64 of 95



8. If your Electronic File isVALID , pressF6 Key as per Screen-7. The following screen will be
displayed.

i) The FVU — TDS Statement Statistic Report will begm@ated, you can also print this report by pressing
F8 Key. This report is optional; however some NSOénter(s) required this report along with .fvu
electronic return file during submission of e-retur

i) As your file is VALID, you can now Prirfform 27A / 27B by pressindg-6 Key. Copy of Form No. 27A
/ 27B duly signed by Deductor(s) is to be submittedNSDL 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 Electronie Malidation, 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 Desktomo 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 retyrn RETURNS folder 260Q1.FVU _file &
260Q1.HTM file.

The location of the file and folder is differentegy time as per your selection of the financialryaad
deductor.

You can write the CD through the NERO CD Writer t8@fre 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 No0.27EQ [TCS]. When you are going for reviseturn (correction module) you have just
select the flag which is required. Do not directhyange in original return data & this should bestak

care.

UPDATE DEDUCTOR DETAIL

If you have any changes in Deductor Detail, EfterNEW 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, seldut tQuarter you want to change the detail (for e.q.
Q1/Q2/Q3/Q4) and theselect the Challanyou want toCorrect by clicking F3 — Modify Option.

After selection of Challan, you have to selectdp&on as shown in below screen.

(For e.g. If no changes in challan — Select Noyolf have to add the new challan — Select Add &nd i
you correct the existing challan — Select Updat&ap

Page 66 of 95



If you select Update, the following message willdigplayed on your screen Pregss to transfer the
CURRENT value to PREVIOUS value so that you nedd@&member the previous return value.

After transferring Current Value to Previous yaau have to enter the Revise value in the Chakkan a
per the below screen.

Y

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

If you want to change onlpeductee’s PAN Naselect from the list or ény other value changeselect
Yesas mentioned in above screen and PF8sKey for Deductee wise Breakupselect the Deductee
for which you have to correct the detail and piE3¥Key for Modify the detalil.

\

Here you have to further select the correction tggementioned in above screen._If No change in
deductedletails - selecNo Change If you are_Adding new deductée the challan — sele&dd New
and for_any value change in DeducteselecUpdate, If you want to Delete DeducteeselecDeletg if
only PAN No. updateselectPAN Update. You have to enter the Current & Previous vafugmu have
any change in tax value as mentioned in above iscree
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If you have only PAN Update the following screenlwe displayed and you can change the Employee
Correction for PAN Only.

PressF10 Key to Saveall the changes at relevant screen gadto Prepare Return Option in
Correction Moduldor E-Return File Creation to submit Revised E-Return.
PREPARE RETURN [CORRECTION MODULE]

Select the Quarter No. (for e.g. Qtr. 1/ 2 / 3 ydu want to prepare e-Return for Correction (Red).

If you are preparing Revised Return fdttime, you have to enter the Original Return Rechip. in
both the Receipt no. as shown in below screen.

If you have already submitted Revised Return eayle@i have to give Original Receipt No. which is
received at the time ofIRegular return and in Previous Receipt No. yowehawnrite the last revised
return receipt no.

Now pres$10 keyto proceed and follow the e-Return steps as @#iction on page no. 8.

NOTE:

PREPARE REVISED e-RETURN & FORM 27A / 27B FROM THEORRECTION MODULE ONLY.
REVISED RETURN WILL BE PREPARED ONLY WITH CORRECTEDATA 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 quarter the selected Form 24Q/26Q/27Q/27EQ.

TDS REGISTER

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

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

Press F10 Key to Continue......

F5 to Print the T%

Page 69 of 95



VALIDATION UTILITY

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

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

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

CALCULATOR
This option is helpful to calculate any value thgbicalculator. (Shortcut ALT + K)

NOTEPAD
This option will open the Notepad which helps tatevany notes. (Shortcut ALT + R)

SMART WRITER
This option will open the Smart Writer which hetpswrite letters/notes. (Shortcut ALT + W)

FORM 49B - APPLICATION OF TDS/TCS ACCOUNT NUMBER

You can print Form No. 49B — Application of TDS/T@8count Number through this option.
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DEDUCTEE REGISTER

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

EMPLOYEE REGISTER

This option shows the list of Employee Master & $elected Deductor as under.

EXCEL SHEETS — FORM 240 /26Q /270Q / 27EQ

Through this option you can fill up the Deductdzlallan / Deductee wise data in Excel Sheet, you
can import the data from the said sheet throughotinpption. The following screen will be
displayed; you caelect Copy Excel Sheet optioand then fill up the data.

Page 71 of 95



BACKUP
You can take the Backup to selected location withewSoftware for All Company or Selected

Company.

RESTORE
Similarly you can Restore the backup from the detedocation which is taken by Backup option

from the Software.

IMPORT from EXCEL Sheets - FORM 240Q / 260Q / 270 / ZEQ
You can IMPORT data from the Excel Sheets fromstlected location for the Selected Form.

If you want to create New Deductor of time import, then only click the Deductor Detaitherwise
click on the last option as mentioned in above est@eductee, Challan and Deduction Detail) for
normal import. The imported data will be dependlmndata entered in Excel Sheets.

IMPORT from .FVU File - FORM 240 / 26Q /27Q / 27EQ

You can IMPORT data from .FVU File which is earlgmbmitted. To Import®i Time go to another
Deductor File and select the .FVU file and tick kn&LL for 1st Time — it will be automatically
create the Deductor Master File with Deductee, I@hand Deduction Detail. Then you can select
the Deductor from the master and import the anajbarter data by selecting Deductee, Challan and
Deduction Detail only. (Without tick mark in ALL).

*kkkk T H A N K S *kkkk



EASY WEALTH

To OpenWEALTH TAX Software Go to EASYOFFICE EASY WEALTH Module by clicking the

Button as mentioned in below screen. Assesseeekadt be common as already available in EasytBBT / eTDSr
/ Audit module.

To Activate Wealth-Tax Module,

Please inform your EasyOffice Serial No. at ourtGuoner Care Dept. Tel. No. (079) 27561850, 6450532201037

The following screen will be displayed, Enter thetifation Key given by ELECTROCOM and PresS$0 key to
Proceed.

After Activation, Assessee Master will be displayed

You can select the assessee and the followingrsevilebe displayed.

Now you can enter the Wealth Information step lBpsh above mentioned option. The detail descriptudl be as
under:

IMMOVABLE PROPERTY

Enter the Immovable Property Information like Binlgl Land, Guest House, etc.
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MOVABLE PROPERTY

Enter the Immovable Property Information like Mo@air, Cash In Hand, Jewellary, etc.

WEALTH OF OTHER PERSON

Enter the Wealth of Other Person which will be aldted for the wealth tax.

INTEREST HELD IN ASSETS OF FIRM

Enter the Interest held in Assets of Firm / AORwtRer
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ASSETS CLAIMED EXEMPT

You can enter the Exempted Assets claimed in Wd&alihor you can simply Tick the option during thber assets
data entry which is exempt (you need not requioeehter separately)

CHALLAN - 282

You can enter the challan 282 as per payable weaith

<

LIST OF DOCUMENTS

You can enter the List of Documents attached witmalth Tax Return.

STATEMENT OF WEALTH-TAX

Statement of Wealth-Tax (Computation) will be auttically generated.

Page 75 of 95



RETURN FORM BA

Wealth Tax Return Form BA will be generated autooadly, however you can select the information & frint
separately.

You can print all the reports / forms directly teetprinter or export in Ms-Word File / PDF as men&d
above.

THANKS
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EASY AUDIT

To OpenEASY AUDIT Software Go toEASYOFFICE

EASY AUDIT Module by clicking the Button as

mentioned in below screen. Assessee Master wilkdramon as already available in EASYTAX / FBT / D

module.

AUDITOR

You can create multiple Auditor Master with details Auditor Name & Address, Membership No. and Hsad
Footer option. Preds2 Key to entemew Auditor Name, F3 Key to Modify/Changeor F4 Key to Remove Auditor

Name However you can also modify the header / foosetlesired.

//I Header/Footer

Click here to
view / change
the
Header/Footer
or Press F3
Key to Reset

-

Set Header/Footer fof

Dos/WindowsPrint

Set Header/Footer
for SPECIAL Prini

You can create User-

defined Header/Footer

in Ms-Word and copy
it to Heade

You can simply Copy the Header from the Ms-Word &adte it into Auditor Master Footer. You can remolve

Bottom Line as shown in above mentioned screen.
MASTER COPY
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This option provides the Common Master Formvhich is useful to generate the Audit Forms 3C3CB / 3CD for
various assesses. We have also provided the Défecttunt Head — Group — Sub Group — Account (Ledgeenter
the Trial BalanceWe have provided 3 Formats (Company, Firm & Indivals). You can also create new Format by

pressing F2 Key and also you can also copy exigtingat into your format and then you can edit as jike. Press
F10 Key to save the Format.

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

ANSWER HELP

This option provides the Multiple Answer Hegr Form 3CD andCARO Report. You can set point wise multiple
answers for the 3CD and CARO Report which will bediat the time of preparing the 3CD / Caro Report.

/

ASSESSEE DETAILS

This option provides the basic Company Master fodifReport. Select the Auditor Name by pressindKEg. Name
& Address, Business Category, Depreciation MethGdlculation Base and Print Format, etc. On basighef
Company Master, Header / Footer will be automdiggnerated, however you can change / modify aqsired.
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For New
Company
/ Master, you
2 have to go to
———__ Header/Footer
by pressing
F7/F8 Key.
You can select However you
the can change the
Depreciation Header/Footer
Method, P as mentioned ag
Calculation Auditor Name
Base and Print

Format in case
of
Firm/Individual
or Company

HEAD / GROUP / SUB GROUP / ACCOUNT

This option provides the default Account Head /@@ Sub Group and Account (Ledger). However yau @zate
new Ledger / Sub Group / Group as required by prg$=2 Key, press F3 Key to Change/Modify and pfes&ey to
Remove/Delete.

You can also collect
new accounts

entered in your

specified format

Tick (select) the

Ledgers you want
to copy from the
Default Format

If you have created masters for Company / Firmdividual once and later on you want to add ledgeoant in the
main master and now you want to auto collect initisividual master which is already created earlj@u have to
press F11 Key to Collect New Accounts from Main kdas

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

DATA IMPORT
This option provides the Data Import Option fronrieas format files...for e.g. Excel Files, SDF Format, DBF
Format, ASCIl (Comma Separator) file ( from Tally).

IMPORT FROM EXCEL
You can import Trial Balance from Standard Excet&hTo copy format of Excel Sheet Press F4 KeyRards Save
Button. You can enter the data in standard exastsbrovided and import file as under.
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Press F4 Key
for Default
Excel Sheet

& save it.

~ Click here if you
want to clear all
data before impao

Click on F10 Key
to Proceed for
Import from

Excel Sheet

On completion of Data Import, system will be prortgptiiew the Import Data Pressres

/V

The following screen will be appear, Head/Group{fabp will be displayed in upper part of the scraed Ledgers
will be displayed in lower part of the screen, yrmave to click on the Head or Group or Subgroup yand have to
click on the the respective Accounts (Ledgers)ldiggd in lower part of the screen.

After completion of Setting of Ledgers with Groupsbgroup, press F10 Key to transfer the Accountsuitit Data.
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IMPORT FROM TALLY

1) Goto Tally Gateway of Tally Display Trial Balance

Select the Format - ASCI(Comma Separator)

F5 Ledger wise

TRIALBAL.TXT)

Press F5 Key
Ledger wise
Trial Balance

\

To Add Previous

Year Click on
New Column

\

click on Export Button
Give Output Filename. (default name is

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

2) Goto Tally Gateway of Tally Display

List of Accounts

click on Export Button
Format - XML (Data Interchange) Give Output Filename.xml (default name is MASTERILY

Select the

However you can

extension ofxml

Press Alt-E to
Export List of
Accounts in
XML Format .
The Default
Filename is
Master.xml.

change the file
name with
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3) Now, To Import File enter the path as under:

FILENAME : DATALLY72\TRIALBAL.TXT - location of e  xported file
GROUP MASTER D:ATALLY72\MASTER.XML from tally exists.

FILE TYPE : Click on ASCII FILE (Comma Separator)

4) Click on D on option: Remove Previously imported Pendingp§d you want to import fresh data)

to set the Column as per Tally Exported File, y@ve to set the

5) Now PressF5 Key for File Setup
To view the exported fil®ress F7 Key to Show

column no. as displayed in the exported file (tr@hltxt).

File.
/ Click here for
Previous Year
Import Only.

/ w\/CIose the window

after setting of
Columns as per the
Exported File

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

7) Presg=10 Keyto PROCEED. If you have already import the data, the systalnask the following question
to clear all imported Accounts Values and resethalAccounts Values (Balancellick Yes to Import Fresh

Values.

8) Press OKto Continue....

9) On completion of Data Import, system will be prortgpview the Import Data Pressres
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The following screen will be displayed after impoftTally Data. The Head / Group / Sub Group wél displayed in
screen on upper side and Imported Ledger will Ispldyed on lower side of the screen. Now to chiekirnported
data you can select the Head, accordingly ledgébwidisplayed. Press F10 Key to Transfer the.data

1%'Ster  Select Group
TRADING - DEBIT

2"Ster  Select Account
OPENING STOCK

39 Stef  Press10 Key
for DATA IMPORT

/

OPENING STOCK value will be automatically displayiedhe Trial Balance however you have to creatégee for
Closing Stock.

After Import, Go to MAIN MENU ACCOUNT  Press F2 Key ancteatethe ledger as mentioned as under

—__

After creating above two ledgers, Go to TRIAL BALAE  Presd-2 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 ashow mentioned screen, you have to enter thergastiock value
for both the ledgers so that it will be reflectedirading Account as well as in Balance Sheet
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Note: The above settings are for Data Import from Tafljy.

AUTO A/C. SETUP

We have provided separate menu to enteCBBITAL ACCOUNT, GOODS ACCOUNT and FIXED ASSETS.
To get Values from these three modules into TRIARLBNCE automatically, set the Auto Account Setup as
mentioned in below screen or select the accountseased by you.

Please note that if you have Tick the Auto Set ¥ga)DO NOT ENTER the manually accounts in Trial Balance and
if entered the values will not be stored. If yoanwto enter all values manually in Trial BalanceTigk the Auto

options

x\l Select the Master Format
for Company /
Partnership Firm or
Proprietary Firm
(Individual). However
you can also create you

w Tick Here totransfer Profit own format as desired.
Automatically to Partners A/c.

UnTick to transfer Profit into
Specified Accour

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

=3

/ Press F5 Key to Preview Statemen
before selection and Press F10 Key
- to Select the Form:

AUDIT FORMS
This option is used to enter the answers in varfugit Forms 3CA, 3CB, 3CD and their Annexured K Il along
with notes.
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FORM 3CA
The default Form 3CA will be displayed duly filllbgy Name & Address of the Company/Firm with Headef@bter.
You can also change / modify other necessary detailrequired. If Header/Footer is not display, y@y Press F7
Key to clear the form and regenerate 3CA Form teaddr / Footer will be automatically displayed.r(fdich you
have to first go to Auditor Master and Click on tHeader / Footer)

FORM 3CB
The default Form 3CB will be displayed duly filleg Name & Address of the Company/Firm with HeadefFdboter.
You can also change / modify other necessary deatasilrequired. If Header/Footer is not display, y@y Press F7
Key to Clear the form and regenerate 3CB Form teaddr / Footer will be automatically displayedr (fidich you
have to first go to Auditor Master and Click on tHeader / Footer)

FORM 3CD
When you click on Form 3CD for*ITime, it will ask to copy the default Answers frahe Common Masterfress
Yesif you want to required default AnswersRiress Noto enter all answers manually.

The default Form 3CD will be displayed, however yan edit the default ANSWERS in respective Poynptessing
F5 Key, if annexure is required click on the option asmtimned in below screen. If you have to enter thlective
answers, preds4 Key for Answer Help and pre$s3 Key for Annexure Details and PreB&0 Keyto Save the Form.

Press F4 Key to selec
Press F5 Key to edit the Multiple Answer
the Default Answers Help for the selected

; Questions of 3CD
]

ANNEXURE - | (3CD)
For Annexure — | details, press F5 Key to colledties from Trial Balance.
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ANNEXURE - 11 (3CD)
For Annexure — Il details, press F5 to enter thader Benefit Tax value, Press F10 Key to Save. (EBfhils to be
entered for which you have to click FBT as applieab

OTHER ANNEXURES
This option is used to enter the 3CD - Other AnmeguPres§2 Key to enter the Annexure No., Prds3 Key to
enter the Annexure Details (the window will be opernter the details) and to print the annexupausdely pres5
Key.

v

You can enter Annexure Details from here for CapitRartner details, Depreciation Details (Fixedséts) and
Quantitative Details (Stock Details) or you caneerthe same value from the Main Menu. You have tibevonly
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 2@ Print Audit Form.
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CARO REPORT

This option is used to enter the CARO Report. Speniof CARO Report has been provided however yowcbange
the report as required.

In CARO Report, the questions will be appear inarppde of the screen and you have to enter th@eaasn lower
side of the screen. Presp / Down Arrow Keys to move from one question to another or click lbeRage Up /

Page Down Presd-3 Key for Answer. You can directly write the Answer(s) or you cahest theANSWER HELP
By pressind-6 Key.

v

AUDIT REPORTS

This option is used to enter the Audit Repots keector's Report, Director's Annexures, AuditoReport,
and Notes to Account, Accounting Standards and Gomprofile.
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CAPITAL ACCOUNTS
This option is used to enter the Capital A/c. isecaf Firm/Individuals. Pre$®2 Key to enter theCapital / Partners Capital, F3
Key to Modify , F4 Key to Removeand Pres&7 Key for Detail Transaction entry by date wise addition / withdrawals.

4

If you have Tick Mark in Auto A/c. Setup option, Capital entered in the said option will be automatic#ly entered
in the Trial Balance. You need not to be entered #hCapital / Partner's Capital separately.

CAPITAL A/C.
Tick if you =
require Auto
value in Trial FIXED ASSETS
Balance
-
UnTick if you = TRADING A/C.
Import Data Opening Stock,
from Closing Stock,
Excel/Tally Purchase Alc., and
Sales Alc
GOODS ACCOUNT

This option is used to enter the Goods — StockiBetdich will be directly reflect in 3CD Annexures well as in Trial Balance.
You have to select the Business Category in Assellaster.

|

v

FIXED ASSETS
This option is used to enter the Fixed Assets (@sBook & As per Rule), you can also enter diate wise transactionby
pressing-9 Key.

TRIAL BALANCE

This option is used to enter ti&®IAL BALANCE or you can view the Imported Trial Balance Vallressd2 Key
to select Ledger A/cto enter the Current/Previous Year Balance, HfBdsey to create new ledger

Page 88 of 95



Click here to enter Ledger
Alc with Current/Prev.
Year Balance

~X

Press F1 Key to
Select Ledger Alc.
to enter Balance

v

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

ACCOUNT STATEMENT Subgroup/ Group

This option is used to view / enter the Accountt@tents Balance Sheet / Trading Account / Profit & Loss
Account.

Press$=5 Key to View Presg=6 Key to
Balance Sheet View Trading Alc.

Presg=7 Key to View
Profit & Loss Alc.

Press8 Key to
Print Account
Statement:

Press F2 Key to
Create NEW Ledger
from Balance Shee

You can Mark
Schedule No for e.g.
A/BIC, etc. the
separate schedule
will be printed in
Accounts
Statement:

Press=3 Key to Press=4 Key to
Modify Value of \ / RemoveValue of
Ledger from Ledger from
Balance She Balance She

You can directlycreate new Ledger Account by pressing F2 Kegs shown above; the following screen will be
displayed.
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You can also create
Ledger / Subgroup /

%/\Group from B/Shee!

You can also given Schedule No. like ‘A’ for Sun@@yeditors, ‘B’ for Sundry Debtors, etc. The sani# e printed
along with Account Statement as Annexure(s). Ifi yive Schedule No. to PARTNERS CAPITAL the separat
schedule will be printed for Partners having Pr8fiaring Ratio same way you can also give Schddoldo FIXED
ASSETS the depreciation schedule will be printquhsately.

Presg=12 Keyto SHOW ALL Ledgers or Tick Bo@ to viewAll Groups / Sub Group / Ledgersor Un Tick Box
to view Groups / Ledgers having values only.

PRINT
This option is used to Print Various Audit Repd&t#ccount Statements like Balance Sheet, TradinfjRu: L A/c.

AUDIT FORMS
Select the Option by clicking the B@ as shown as below mentioned screen. You canfporm 3CD by Horizontal
/ Vertical Format.

You can set Header/Footer
as required in Audit Reports

rint in Horizontal/Vertical

Audit Reports Format tﬂ
P 7

AUDITOR HEADER / FOOTER

Presd-2 Key to view Auditor Header Namélowever you can change the Header Text as rafjuire
Presd=3 Key to view Auditor_Footer NamdHowever you can change the Footer Text as redjuire

REPORTS
You can print Director’'s Report, Annexure to Dirats Report and Auditor's Report as entered by you.

You can set Header/Footer
as required in Audit Reports
ACCOUNT STATEMENT

You can Print Balance Sheet, Trading and Profita&4. Account by Horizontal / Vertical Format. If yaant to print
the Annexures, click on the option ‘Annexure of &thles’ to print the schedules automatically.
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Select the Print Format of ———
Account Statement
Horizontal / Verticle

You can also
/ change
Schedule No.
from Here at
the time of

Printinc

COMPANY HEADER / FOOTER

Press F4 Key to view Company Header and PressyFtokeew Company Footer; however you can changertxt
as required.

(in printing mode, the following screen will be disped

Select Format & Click /
here if you want to You canExport any
Print Default Forma Report toMs-word

< for any editing or
Printinc
N -

We have provided Three Types of Printing Formal)}>§os Print, (2) Window Print and (3) Special Rriftn Dos
Print, Report will be printed in your default Dosrer attached to your LPT1 connection. In Windo8pecial Print,
Report will be printed in Inkjet/DeskJet /Laserrfeer. In Window Print you can set Top / Left Margis required and

in Special Print your Internet Explorer Page Settinill be effected. (Internet Explorer Margin Top50,
Bottom=0.50, Left=0.50 and Right=0.50) as mentiomeblelow screen.
(Window Print) (Special ®ji

THANKS
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* EASYFBT — FRINGE BENEFIT TAX MODULE *

Click on EASYFBT Module to enter the Assessee Master Informationnaer. Pres&2 Key for New
Assessed;3 Key for Change/Modificationi-4 Key for Remove/Deletion.

/

NOTE:
Please note that EASYTAX / FBT Master is commony hiave to check the Status and enter ‘Y’ / press F4
Key to select the FBT Category and other details.

v

After Selection of Assess&AIN MENU of EASYFBT Software will display as under:

Select
CATEGORY
of FBT

SURCHARGE
Applicable (Yes/No)

v

Enter Expsenses by
EMPLOYER DETAILS ANNUAL / QTRLY

You can select the&Category of Fringe Benefit Tax and method ofEntry of Expenses (Annually,
Quarterly or Expenditure Detanise Transaction), Surcharge is Applicable or NoOP/BOI then Total
Income is Exceeds 10 Lacs or not, etc.
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FB T SETUP

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

EXPENSE HEAD / SUB-HEAD

You can also enter the FBT Expense by Expense HB8ab-Head wise for which we have provided all the
necessary Expense Head & Sub-Head for your kineteate. However you can also add new / modify /
remove the head.

EXPENSE REGISTER

You can alsd®’RINT the FBTExpense HeadandSub-Headthrough this option.

FBT RETURN ITR-8 : You can Print the ITR-8 Form through this option

Check RETURN
FILING DATE Calculate Interest
AUTO/MANUAL
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FBT — GLOBAL WORKSHEET (YEARLY)

You can Create FBT Worksheet — Yearly (with Quantese Data). Enter the Qtrly/Annually Expenses.

FBT WORKSHEET (QUARTERLY ENTRY)

You can also enter tHeBT data by Quarterly (1%, 2", 39 4" Qtr.) for which select the Quarter and all the
Expense Head will be displaydfinter the Total Expenditure of the particular quarteEBT Value will be
calculated with FBT Tax with Surcharge, Edu.Cess, IBE Cess applicablethereon. You can also prepare
the Challan by pressing F6 Keywithin the Worksheet Option.

//v
ju
CHALLAN
FBT CHALLAN

You can CreatdNew Challan by Pressing=2 Key or you can view / print challan if you have alrgad
created challan by pressif@ Key from the FBT Worksheet To Print the Challan pre$s8 Key.

PRINT FBT
CHALLAN 283
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STATEMENT OF FBT

You can print the Statement of FBT (Computationjotigh this option. Interest will be calculated
automatically / manually.

Select Print
Format
DOS/WINDOW

T\ [
V

Click Here to PRINT

=

\ EXPORT File
—

in MS-WORD
Format (.Doc)

(Preview - Statement of FBT)
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