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INTRODUCTION

Welcome Note

Congratulations on seled8@eTDS (FY: 2009fb®)generating your eTDS / eTCS Returns as per the
stipulated requirements of the Income Tax Deiotrnesftindia.

It is a simple to use software, which wilhgssisessing your Returns pertaining to Forng2&Q, 2
27Q & 27EQ and help generate the electronisdtesigseion with minimum of efforts. It als®@@rints T
certificate (Form 16A) for Form 26Q (non-salag)deduct

This User Manual introduces the software anelvguld im getting the best out of its funetonalit
almost hassle-free.

JS@eTDS (FY: 2009-10) Features

Enter the TDS / TCS related data for each ForsmmGuripany Information, Payment Challans,
Deductee Information, etc. in a well laid dut forma

Supports unlimited Companies with groupirgy facilitie
Generates the eTDS Returns for Forms 24Q, 26Q & 27Q
Prints out Form 27A to be submitted along vellib&Bleturn
Generates the eTCS Returns for Form 27EQ

Prints out Form 27B to be submitted along veifitC&Blieturn
Prints out Forms 24Q, 26Q, 27Q & 27EQ for affice reco
Prints Form 16A (TDS Certificates) pertainingdlzrpaleductees
Internal log for the Returns file generated

Backup & Data Restore facilities

System minimizes the duplication of data entry effor
Extremely user-friendly Windows based interface

All data input screens has been designed such taat work with the keyboard with minimum
usage of the mouse to enhance the speed of operatio

Internal checks and balances minimizes human errors

Hardware & Software Requirement

PC - Pentium / 128 MB RAM
CD-ROM Drive

15 MB available Hard Disk Space
Windows XP or higher version



System Settings

Regional Setting should be set to English (bteit¢d St
System Date should be in the format ‘Day-Moattu gbatild be set to the actual current date
Screen Resolution to be set at 800 X 600 or higher

Support Desk
If you have any operational difficulty in the spléase contact us as under:

Jaya Softwares.

20 Old Court House StreeEl@or
Kolkata 700001

Phone: 22430007, 22434150
Email: etds@jayasoftwares.com



INSTALLATION & IMPLEMENTATION

Installation Procedure

Insert thedS@eTDKFY: 2009-10) CD onto the CD-ROM drive. Ex@areatite double-click on
SETUPYou will get the following screen:

JS@eTDS (Version: FY 2009-10) Setup

% Jaya Softwares JS@eTDS0910 3.0 Setup

Welcame to Jays Soffwares JS @eTDS0910 30 setup.
T his version was released on Fridey. July 11, 2008
Copyright © 20042005, Jaya Saftwares

DeployMaster has detected that Jaya Softwares J5@eTDS0910 3.0 s alieady installed on your computer.
This is the same versin of the application in this setup package

1f you wish, you ean select different compannts now and you systm vl be updated

Nawly selected companents wil be installed and components marked for deletion wil be removed.

e

Copyright © 200409 JayaSoftwares

For installation, clickbmploy it The next screen displays the License Agreeshemunill need to
agree to for the software installation to continue.

JS@eTDS (Version: FY 2009-10) Setup

% Jaya Softwares JS@eTDS0910 3.0 Setup A=
icense Agreement [15@eTD50910] ~
41 the time of installation pou have agreed on the following

I this Software License Agreement [hereinafter know as AGREEMENT), JAYA SOFTWARES
[hereinafter know as JAYA] giants to you and you accept a license to use the programs and related
matetials delfvered with this AGREEMENT [hereinalter know as PRODUCT ) in the specified manner,

AN retains the copyright of PRODUCT. Under capyiight laws, you agree nat to ransfer PRODUCT
i any fom to anp parly. Except as provided i this AGREEMENT, you may not ransmi, ransfer,
sublicense, lease of rent, ime-share o lend PRODUCT, of the related materials or any of your ights
under this AGRAEEMENT

Yo may not aler, decomple, reverse enginee, disassemble o reverse tianslate or in any other way
derive any sorce code fiom PRODLICT. ou may nat remove or obscure JAYA'S copyroht and
ademark notices in either hardeopy of machine eadable portions of PRODUCT

JAAS LIABILITY WILL BE LIMITED EXCLUSIVELY T0 PRODUCT REPLACEMENT OR
Do pou understand and accept each and every tem of this izense agreement?

ﬂ :E] [ Ves, | do J[ No, I do ot

Copyright © 200409 JayaSoftwares

After you have accepted the above License Agiteestdtware installation commences. On completio
of the installation of the software, it is redethrtiert you boot your system again before using the
software.



Getting started with JIS@eTDS (FY: 2009-10)

Click on the software icon created on the DegktbpoogBTART > PROGRAMS > JCS@eTDS0910
to launch the software. The software needs igidsedegth Jaya Softwares before one can start using
the same. The system will prompt the ConfiguragreNthe screen below:

% JS-eTDS Registration

To install the software
vou need to provide the Activation Code.
This can be procured by regstering on-line at
http: /fjcs-etds.com/online-software-registration.php
Or by calling Jayasoftwares at {033) 22430007, 22434150

Monday to Friday - 10.00am to 6.00pm
8 Saturday - 10.00am to 3.00pm

At the time of registration, make sure you have on hand
the serial Mo. {provided along with the softwares ) and
Configuration Mo, (As displayed on this screen below).

Click here for online Registration ‘

Configuration Mumber @ |F1g3ws1lE Reaqister ‘
Enter Activation Code : Exit ‘

For registration purpose, you will need to Ipeo8ielgat No. <provided as a printed card altreg with t
CD> and the Configuration No. as promptedreethalsave. The Registration Process can be done
online ahttp://jcs-etds.com/online-software-reqgistratiormydpphone at (033) 22430007, 22434150.
On completion of the Registration Process &nrnACde No. will be provided to you which will be
required to be entered in the screen above fohmakiitgare ready for use. It is to be noted that the
software can only be installed on one system.

After successful installation and registrafalowimg start-up screen would be displayed.



-= J5@eTD5 :-- [Electronic Tax Deduction at Source]

Master  Transaction Utlities Reports  Help

20, Old Court House Street, Kolkata - 700001 8 @-'J _'.1_'}3
Phone : (033) 22430007, 22434150 ; . (FY 20009 - 10!

Fax:+91 33 22488457 4 L b e
Email : etds@jayasoftwares.com An easy software for
Website : http://www.jcs-etds.com preparing el DS/eTCS returns

You are now all set to proceed using the software

Implementation Steps

Initial Setup

Create a Group <multiple Groups can be created>
Create Companies (Deductors) under these GroupsiieradfiDS Returns are to be processed

Processing of Form 24Q

Create Employee Information

Select the Company

Select the Quarter

Enter the data related to Bank Payment Challagsektaguction information
Enter the Salary Details (Computation) fordCamdyter

Generate the eTDS file for Form 24Q

Validate the authenticity of this eTDS filbaustagdard ‘File Validation Utility’
Copy the file onto CD / Floppy & label as ptgdstipuains

Print Form 27A & put in the signature at relegant pl

You are now ready for submitting your eTDS FaitmZ40Q

Processing of Form 26Q

Create Deductee Information

Select the Company

Select the Quarter

Enter the data related to Bank Payment ChallaD$ atetails under the different applicable
sections

Generate the eTDS file for Form 26Q

Validate the authenticity of this eTDS filkaustagdard ‘File Validation Utility’

Copy the file onto CD / Floppy & label as ptedstipuins

Print Form 27A & put in the signature at redegant pl

You are now ready for submitting your eTDS FeitrmZ66)
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Processing of Form 27Q

Create Deductee Information

Select the Company

Select the Quarter

Enter the data related to Bank Payment ChallaD$ atetails under the different applicable
sections

Generate the eTDS file for Form 27Q

Validate the authenticity of this eTDS filbaustagdard ‘File Validation Utility’

Copy the file onto CD / Floppy & label as ptedstipuins

Print Form 27A & put in the signature at redegant pl

You are now ready for submitting your eTDS FeaitrmZa@0)

Processing of Form 27EQ

Create Deductee Information

Select the Company

Select the Quarter

Enter the data related to Bank Payment Challa@$ atetails under the different applicable
sections

Generate the eTCS file for Form 27EQ

Validate the authenticity of this eTCS filbaustagdard ‘File Validation Utility’

Copy the file onto CD / Floppy & label as ptedstipuains

Print Form 27B & put in the signature at redegant pl

You are now ready for submitting your eTCS FtrmZ3EQ



OPERATIONAL GUIDE

MENU OPTIONS

The Main Menu is available right on the topeféioe ias per the picture illustration below:

@eTD5 :-- [Electronic Tax Deduction at Source] |;|IE|E\

Master Transaction Utilties Reports Help

20, 0ld Court House Street, Kolkata - 700001

Phone : (033) 22430007, 22434150

Fax: +91 33 22488451

Email’s etds@jayasoftwa om

Website : http://www.jcs-etds.com preparing eTDS/eTCS returns

Clicking on each item on the menu will pratidentie@u options for each.

This menu / sub-menu is available at almosyall emald select an option that is requireddd.be u
Each of these Menu / Sub-Menu options is nl¢itisi€pierational Guide.



MASTERS

The Masters Menu has the following sub-options

Group Master

Company Master

State Master

Deductee Master

Employee Master

Group Master

:It is mandatory to create at least one groupvageimshe companies

(deductors) would be defined for whom the eTDRet@TS%re to be
generated.

:Creation of Companies with all relevant inforrhitiohelps in avoiding

duplication of entering common information farFbfiase

: This is pre-defined as per the two-digit codet@lexdtdd State by the

Income Tax Dept.

Here the non-salary Deductees is to be definédeletarst particulars.
This avoids re-typing the same particulars oft@eDszthiictime a TDS
record is created for it. The deductees as défileccemmon to all
companies defined under a particular group.

:The Employees whose TDS is being deductedigiteddere with all
relevant particulars. Once defined here, the sagezaaplbe selected
without having to re-enter data each time.

Select from the Master Menu. The following sddeles dvspiayed:

:# 15@eTDS :-- [Electronic Tax Deduction at Source] =13 =]

§. Master Transaction Ukiities Reports Help

=18]x]

Group Description

JaYA GROUP

Add New Edit

Save Cancel Delete Close | ‘

You have the option for:

Adding a New Group

Click orAdd New The following screen is displayed for youeta creat
new group:



2% 15@eTDS :-- [Elactranic Tax Deduction at Source] _1&l x|
€0 Master Transaction Ukities Reports Help _|& x|

X Group Master

Description

Add New Edit Save Cancel Delete Close | ‘

Enter the name of the Group and ciekeba record the entry.

Important:
Identical Group Names will not be allowed talbEatbreame has to
be unique.
Editing an existing . In case you desire to modify the name of an@&pasiin either double-
Group click on the Group or select the Group andedick on

The screen containing the original entry is shbwmayive edited and
recorded by clicking onSaeebutton. One can clickCamcelto exit
without saving.

Important:

Identical Group Names will not be allowedredb®stice sure that
the edited name is unique.

Deleting a Group :Select a Group and clickDefeteto delete it. It will prompt for your
confirmation before actually proceeding with deletio

Important:
Groups can only be deleted, if no companies maeditea under
it. In case they are defined — to delete the yawouplHirst need to

change all Companies under it to an alternaten@roap delete
these Companies

Company Master

Select from the Master Menu. The following sddeles dispiayed:

10



i# 15@eTDS :-- [Electronic Tax Deduction at Source]

=18l

8 Master Tranmsaction Utiities Reports Help =& =]
GROUP [14%4 GROLP =l
Assessee (fficer Code File: Prefiz
4 HOTELS PYT LTD
Add Edit Save Cancel Delete Close | |

You have the option for:

Adding a New Company

Select the Group to which the Company would belong.

Click orAdd The following screen is displayed for you ta omate
company:

2% 15@eTDS :—- [Electronic Tax Deduction at Source] = @] x|
§ Master Transaction Utiities Reports Help == x|

Basic Details Group [JavE GROUP LI

DS Account Ho [TAN]
Permanent Account o [PAN]
Company llame Deductor Status [0 | [Others]

Company Address

Flat/Daor/Black Number Mame of the Premises/Building
Road/Steat/Lane Areadlocality

T o/ City/ Dristrict State ~|PIN

Phaie: 5TD eai

Branch/Division(if Any) |

Hame and Designation of the Responsible Person for TDS ‘

Name [

Designation
Address of the personresponsible
Flat/Doo/Block Number [~ Hame of the Fremises/Building
Foad/Steetlane [ freadLocaliy
Town/Cig/Dktict [ sae [ S|PN[
Phane STD] eMail

[ Additional Information |

| Assessing Officer Code: TDS Circle File: Name Prefix ‘

‘ Add | Edit | Save | Cancel | Delete Close | |

Enter the information in the self-explanatoriptsntBalent points of
some the these labelled fields are:

TDS Account NG@:he TAN of the Company is compulsory to be entered.
This field is of ten characters width and eadbrchiadaeach of these
characters are to be entered. TAN is uniquedomeacly.

Permanent Account N@he PAN of the Company is compulsory to be
entered. This field is of ten characters widthhaoitttesse characters
are to be entered. PAN is unique for each company.

Company Nam&nter the name of the Company

11



Editing an existing
Company

Deleting a Company

State Master

Address:Enter the full address of the Company. Make theethtd
& Pin Code is entered correctly.

Details of the Responsible Person for Tie8ne & Designation is
mandatory to be entered. The Company address defaaft,bwhich
may be corrected in case of any changes.

Assessing Office Cod€his may be entered for record purpose.

File Name Prefixthis is three-character unique prefix to be emtered fo
each company. This would be used as the firstathiders of the
eTDS / eTCS file names generated for the company.

Once the entry is completed cli8&vato record the entry.

In case you desire to modify information ofren@oispany, select the
Group followed by either double-clicking on they @orsphatt the
Company and clickatit.

The data is displayed. Modify the informatiouirad emnd once done
click orBaveto record the changes

In case you desire to delete an existing Corlpanyhes Group and
followed by the Company and cliékelete.This would delete the
Company.

Important:
Companies can only be deleted, if no forms haredied under

it. In case they are created — to delete the Compparwill first
need to delete all forms created under it.

Select from the Master Menu. The following sddees dvsplayed:

12



Here you may view all the States along withtthdiCalde Nos. by the Income Tax Dept.

Deductee Master

Select from the Master Menu. The following sddeen dvsplayed:

You have the option for:

Adding a New Deductee Click orAdd New The following screen is displayed for youeta creat
new deductee:

13



Editing an existing
Deductee

Deleting a Deductee

Select the Group to which the Deductee belongs to.

Enter the information in the self-explanatoriptsntBalent points of
some the these labelled fields are:

Deductee Code: Select between ‘01’ and ‘02’ fmy Cniyon-
Company depending on the status of the Company.

PAN No: It is expected that the PAN No. of theeDgduntered here.
In case the deductee has not yet been allofteN@ ,BAu are to enter
PANNOTAVBL or PANAPPLIED or PANINVALID. Thist steoldtt
blank.

Address: Address may be left blank if a valid RAdNKden entered.
Just the City Name may be entered. Make sweeSthtd # Pin Code
is entered correctly.

Once the entry is completed cli8&vato record the entry.
In case you desire to modify information ofrgnedkictee, select the
deductee followed by either double-clicking extutiteeDor select the
Deductee and clickEatit.
The data is displayed. Modify the informatiuirad end once done
click orsaveto record the changes
In case you desire to delete an existing DedlettetnesDeductee and
click obeleteThis would delete the Deductee.
Important:
Deductees can only be deleted, if they are ndtime&gryeof the
forms that have been created for the companyit is mefeered —

to delete the Deductee — you will first neetetalldiéd references
from the forms.

14



Employee Master

Select from the Master Menu. The following sddeles dispiayed:

You have the option for:

Adding a New Employee Click orAdd New The following screen is displayed for you ta create
new Employee:

Select the Group to which the Employee belongs to.

Enter the information in the self-explanatosioentBalient points of
some the these labelled fields are:

Define the Employee Category — General / WaineCiti2en

PAN No: It is expected that the PAN No. of tiyeeEimgintered here.
15



Editing an existing
Employee

Deleting a Employee

In case the Employee has not yet been allotiédNa. Pyou are to
enter PANNOTAVBL or PANAPPLIED or PANINVALITId Tiuskso
left blank.

Once the entry is completed cl8&wato record the entry.
In case you desire to modify information ofirag Exiployee, select
the employee followed by either double-cliclérignopldliee or select
the Employee and clickdih.
The data is displayed. Modify the informatiaired asgl once done
click orsaveto record the changes
In case you desire to delete an existing Ensplegedhe Employee
and click ddeleteThis would delete the Employee.
Important:
Employees can only be deleted, if they aranedtiretny of the
forms that have been created for the companmyit lis ceferred —

to delete the Employee — you will first ndetktalldés references
from the forms.

16



TRANSACTIONS
The Transactions Menu has the following sub-options

Form 24Q : All TDS related particulars pertaining to Foror 24¢h fCompany
separately are to be created through this optignisQiocee, the eTDS
file for this Form and the physical copy of Fasno2i@d generated
directly from this option.

Form 26Q : All TDS related particulars pertaining to Foror 2a¢h fCompany
separately are to be created through this optignisQioce, the eTDS
file for this Form and the physical copy of Fasnio2lBé generated
directly from this option.

Form 27Q : All TDS related particulars pertaining to Formeah f@&@ompany
separately are to be created through this optidgnisQiocee, the eTDS
file for this Form and the physical copy of Fasnio2lBé generated
directly from this option.

Form 27EQ :All TCS related particulars pertaining to Fornor2g&eh fCompany
separately are to be created through this optignisQioce, the eTDS

file for this Form and the physical copy of Fasno2i8 generated
directly from this option.

Transactions — Form 24Q

Select from the Transaction Menu. The followingostddaa displayed:

The above screen will be displayed only if yarfinadenmore than one company. If only one sompany
there, you are directly logged into the next screen.

Select the Group, Company and Quarter No. fouwigied ym process TDS data pertaining to Form
24Q. Once selected, the following screen waunldegher you to work on:

17



For the selected Company — if you are workirigpon fbe the first time, in that case the above screen
is opened in an Append mode, however, if yarke/earlier and saved the information — irethat cas
the Form is loaded in the Edit mode wheretrstheethinformation is available for makinghgeg cha

or for generating the eTDS file.

Form 24Q is divided into the following fous:section
Basic Information
Challan
Employee Detall
Salary Detall

These sections are visible as selection tabsigpethgart of the screen. Usage of each of these is
explained:

Basic Information :This contains the basic particulars of the Congsangf e
information here come in automatically by siéfesk avere entered
at the time of creating the Company throughethe ®@sipany
Except for TAN / PAN Nos. the default data odifids, fhrequired.

In case there had been any change in the addecEsnployee and
/ or the Person responsible to pay salary it heegpetified.

To activate the other sections — you will be te§aiethe Form
After all data has been entered in the sectiamsfdo the entire
record pertaining to this Form including atbfd@teléans, Employee
Details, Salary Details into the database hie&awetiutton.

To delete the Form, click onD#letebutton. After seeking your
confirmation, it would proceed to delete the Form.

Important:

The button f@enerate Foriis to generate the eTDS Returns for
this Form and also to physically print Forns2@Aeltused only

18



after the data on the Form has been entered Igoamlete
properly. This is explained later in this User Manual.

For one company pertaining to each quarteran-thenjyeone
Form 24Q can be generated

The Salary Detail section is only applicabl@ wanteg4.

Challan . Click on the tathallanto enter into the section wherein all the Bank
Payment Challan / Transfer Vouchers may be drniteisdedn
appears as under:

The screen is divided into two parts — the uppéngarea wherein
you enter the data for each Challan, and lovisplagsttte entered
Challan records sequentially.

The information to be entered is self-explantitecoeen.

TheDateof the Bank Challan should be greater than ortlegdiast
day of the financial quarter and should beress éaal to the
current date.

Bank Challan No. / Transfer Voucheridéhe Document No. in
which the payment is made.

Bank Branch Cods the identification number allotted to eabl Bank
RBI and this is to be specified for the Bank tiwbegigiount has
been deposited.

After each entry is made and saved, it appe@soas i the lower
part of the screen.

To edit any of these record, double click orthereelect and
press <enter>. You may proceed with the edit tredreaved.

To delete any of these records, select thenmdqueka the <DEL>

key. It will seek your confirmation and thereaftst witic the
deletion.

19



Employee Detall

Important:

Saving a record does not imply that that theskoeah. io save
the Form, you need to get back to the Basitidnféaimand
Save the Form.

:Click on the t&mployee Detdib enter into the section wherein the

Employee’s TDS details may be entered. A Giadlbak as entered
is displayed. Click on the Challan for which ldyed-ohgtails are
being entered. This screen appears as under:

The screen is divided into two parts — the uppéngarea wherein
you enter the data for each Deductee, and lowisplagst tte
entered Deductee records sequentially.

The information to be entered is self-explantitergcoeen.

TheEmployee Nanmie mandatory and is to be selected from the drop-
down list of Employees that have been defindgdeuMagters —
Deductee. On selection most of the Employegoimfisriaiaplayed.
Modify wherever it is required.

The data related to each employee record is doelerettie given
slots.

The software addresses the issue of negativarfijuedisiates data
wherever it is possible.

The Dates related to Amount Paid / Credited Baddate on
which Tax Deducteshould fall within the financial quarter.

TheDatesrelatedlax Paid to Central Gastiould be greater than or
equal to the first day of the financial quagkoualddoe less than or
equal to the current date.

After each entry is made and saved, it appe@soas ia the lower
part of the screen.

To edit any of these record, double click omrth@reelect and
press <enter>. You may proceed with the edi &mel remord. Use

20



Salary Detall

the edit mode to view the full record for a@mploye

To delete any of these records, select thendqueka the <DEL>
key. It will seek your confirmation and thereaftst witic the
deletion.

Important:
Saving a record does not imply that that theskoeeah. i§o save

the Form, you need to get back to the Basit¢idnféaimand
Save the Form.

: This section is only valid for Quarter 4. Ittison@anide the tax

computation of each Employee. Click onSh&atatbetatb enter
into the section wherein the Employee’s dethiés entgred. This
screen appears as under:

The screen is divided into two parts — the uppéngarea wherein
you enter the data for each Employee, and lowsplagst te
entered Employee records sequentially.

The information to be entered is self-explantitecoeen.

The numerical data for each employee is to beiretiteragiven
slots. Automatic calculations take place whisrbased on specified
formulae. The software addresses the issue \of figgeds and
validates data wherever it is possible.

After each entry is made and saved, it appe@oas ia the lower
part of the screen.

To edit any of these record, double click omrthereelect and
press <enter>. You may proceed with the edi #melremord. Use
the edit mode to view the full record for are@mploy

To delete any of these records, select thenmdqueka the <DEL>

key. It will seek your confirmation and thereadtst witt the
deletion.

21



Important:

Saving a record does not imply that that theskoeah. io save
the Form, you need to get back to the Basitidnféaimand
Save the Form.

Transactions — Form 26Q

Select from the Transaction Menu. The followirvgositdeaa displayed:

The above screen will be displayed only if ydefihadenore than one company. If only one sompany
there, you are directly logged into the next screen.

Select the Group, Company and Quarter No. fouwiget y@ process TDS data pertaining to Form
26Q. Once selected, the following screen wauldeagper you to work on:

22



For the selected Company — if you are workirgpon fbe the first time, in that case the above screen
is opened in an Append mode, however, if yourrkevearlier and saved the information — irethat cas
the Form is loaded in the Edit mode wheretrstbeethinformation is available for makinghgeg cha

or for generating the eTDS file.

Form 26Q is divided into the following thras:sectio
Basic Information
Challan

Deductee Detail

These sections are visible as selection tabsigwethgart of the screen. Usage of each of these is
explained:

Basic Information : This contains the basic particulars of the CMoptan§the information
here come in automatically by default as thesgevedeat the time of
creating the Company through the Master — Company
Except for TAN / PAN Nos. the default data adifids, fhrequired.

To activate the other sections — you will be te§airethe Form

In case there had been any change in the addeeSsmipany it needs
to be specified.

The Status of the Deductor (Company) is to be spetifiing on one
of the two given choices.

To transfer the entire record pertaining tamhiischamting all details of
Challans, Deductees into the database clickawetibéon.

To delete the Form, click onDiblete button. After seeking your
confirmation, it would proceed to delete the Form.

Important:

The button f@enerate Foris to generate the eTDS Returns for
this Form and also to physically print Forms2itAbdtused only
after the data on the Form has been entered ganglptelperly.
This is explained later in this User Manual.

For one company pertaining to each quarter in thenjyeane

Form 26Q can be generated

Challan : Click on the tabhallanto enter into the section wherein all the Bank
Payment Challan / Transfer Vouchers may be emteredredn
appears as under:

23



Deductee Detalil

The screen is divided into two parts — the uppehparea wherein
you enter the data for each Challan, and lodisplpsg the entered
Challan records sequentially.

The information to be entered is self-explantiteycoeen.

TheDateof the Bank Challan should be greater than tor theutiist
day of the financial quarter and should be les®thal to the current
date.

Bank Challan No. / Transfer Voucheris\ihe Document No. in which
the payment is made.

Bank Branch Codis the identification number allotted to eaddy Bank
RBI and this is to be specified for the Bank tmbergiount has been
deposited.

After each entry is made and saved, it appeac®akia the lower part
of the screen.

To edit any of these record, double click oartherreelect and press
<enter>. You may proceed with the edit and aedhe

To delete any of these records, select the repoedsati: <DEL> key.
It will seek your confirmation and thereafteryitbdbeddeletion.

Important:
Saving a record does not imply that that thedawed.i§o save

the Form, you need to get back to the Basitidnftatnand Save
the Form.

:Click on the tdbeductee Detaib enter into the section wherein the

Deductee’s TDS details may be entered. A Gitatibab as entered is
displayed. Click on the Challan for which theeDaeladls are being
entered. This screen appears as under:
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The screen is divided into two parts — the uppehparea wherein
you enter the data for each Deductee, and lovepgyerthie entered
Deductee records sequentially.

The information to be entered is self-explantuierycoeen.

TheDeductee Namis mandatory and is to be selected from the drop-
down list of Deductees that have been definetheuditapters —
Deductee. On selection most of the Deducte#ioinfesndisplayed.
Modify wherever it is required.

The data related to each deductee record is terdakirrthe given
slots.

The software addresses the issue of negativaridwatlates data
wherever it is possible.

TheDates related to Amount Paid / Credited Bat®ate on which
Tax Deductedhould fall within the financial quarter.

TheDatesrelatedTax Paid to Central Gosthould be greater than or
equal to the first day of the financial quarteoudticdbsHess than or
equal to the current date.

After each entry is made and saved, it appeac®akia the lower part
of the screen.

To edit any of these record, double click oartherreelect and press
<enter>. You may proceed with the edit and ssa@dheUse the edit
mode to view the full record for a deductee.

To delete any of these records, select the repoedsatice <DEL> key.
It will seek your confirmation and thereafteryitbhdbeddeletion.

Important:
Saving a record does not imply that that thedawed.iFo save

the Form, you need to get back to the Basitidnftatnand Save
the Form.
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Transactions — Form 27Q

Select from the Transaction Menu. The followingosiddaa displayed:

The above screen will be displayed only if ydefihademore than one company. If only one sompany
there, you are directly logged into the next screen.

Select the Group, Company and Quarter No. fauwieek yo process TDS data pertaining to Form
27Q. Once selected, the following screen wauldexpper you to work on:

For the selected Company — if you are workirkgpon foe the first time, in that case the above screen
is opened in an Append mode, however, if yarke/earlier and saved the information — irethat cas
the Form is loaded in the Edit mode wheretrstbheethinformation is available for makinghgeg cha

or for generating the eTDS file.
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Form 27Q is divided into the following thras:sectio

Basic Information
Challan
Deductee Detail

These sections are visible as selection tabsigpethgart of the screen. Usage of each of these is
explained:

Basic Information : This contains the basic particulars of the CMoptanf/the information
here come in automatically by default as thesgevedeat the time of
creating the Company through the Master — Company
Except for TAN / PAN Nos. the default data adifids, threquired.

To activate the other sections — you will bd te§airethe Form

In case there had been any change in the addesSswipany it needs
to be specified.

The Status of the Deductor (Company) is to bd bpegtifiking on one
of the two given choices.

To transfer the entire record pertaining to thiledmg all details of
Challans, Deductees into the database clickawelh&on.

To delete the Form, click onDilete button. After seeking your
confirmation, it would proceed to delete the Form.

Important:

The button f@enerate Forns to generate the eTDS Returns for
this Form and also to physically print Forms2igAbdtused only
after the data on the Form has been entered ga@anglgtelperly.
This is explained later in this User Manual.

For one company pertaining to each quarter am thenyg one
Form 27Q can be generated

Challan : Click on the tabhallanto enter into the section wherein all the Bank
Payment Challan / Transfer Vouchers may be enitersedredn
appears as under:
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Deductee Detalil

The screen is divided into two parts — the rtipisethpaarea wherein
you enter the data for each Challan, and lodisplpgd the entered
Challan records sequentially.

The information to be entered is self-explantueiscoeen.

TheDateof the Bank Challan should be greater than tor tbguiist
day of the financial quarter and should be lessthat to the current
date.

Bank Challan No. / Transfer Voucheris\the Document No. in which
the payment is made.

Bank Branch Codie the identification number allotted to eadly Bank
RBI and this is to be specified for the Bank tWbexrgiount has been
deposited.

After each entry is made and saved, it appeacoakia the lower part
of the screen.

To edit any of these record, double click on dher reelect and press
<enter>. You may proceed with the edit and isardhe

To delete any of these records, select themeqoesathe <DEL> key.
It will seek your confirmation and thereaftenpitbcbeddeletion.

Important:
Saving a record does not imply that that the J2omd.i To save

the Form, you need to get back to the Basitidnftalmand Save
the Form.

:Click on the tdbeductee Detaib enter into the section wherein the

Deductee’s TDS details may be entered. A Gétadibalt as entered is
displayed. Click on the Challan for which theeDaetads are being
entered. This screen appears as under:
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The screen is divided into two parts — the tpigethpaarea wherein
you enter the data for each Deductee, and todisplpgs the entered
Deductee records sequentially.

The information to be entered is self-explantieiscoeen.

TheDeductee Namie mandatory and is to be selected from the drop-
down list of Deductees that have been definetheudwasters —
Deductee. On selection most of the Deductedonf@naisplayed.
Modify wherever it is required.

The data related to each deductee record is tdoeienhe given
slots.

The software addresses the issue of negativaridjwailates data
wherever it is possible.

TheDates related to Amount Paid / Credited Batfbate on which
Tax Deductedhould fall within the financial quarter.

TheDatesrelatedTax Paid to Central Gostwould be greater than or
equal to the first day of the financial quarteowdddos less than or
equal to the current date.

After each entry is made and saved, it appeacoakia the lower part
of the screen.

To edit any of these record, double click on dher reslect and press
<enter>. You may proceed with the edit and ssa@dheUse the edit
mode to view the full record for a deductee.

To delete any of these records, select the kkpoedsathe <DEL> key.
It will seek your confirmation and thereaftervpitbdbeddeletion.

Important:
Saving a record does not imply that that the Jawed.io save the

Form, you need to get back to the Basic Inféatmadizoh Save the
Form.
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Transactions — Form 27EQ

Select from the Transaction Menu. The followingosiddaa displayed:

The above screen will be displayed only if yarfinademore than one company. If only one sompany
there, you are directly logged into the next screen.

Select the Group, Company and Quarter No. fouwlgied ym process TCS data pertaining to Form
27EQ. Once selected, the following screen vweawldesgdor you to work on:

For the selected Company — if you are workirigpon fbe the first time, in that case the above screen
is opened in an Append mode, however, if yarkevearlier and saved the information — irethat cas
the Form is loaded in the Edit mode wheretrstbeethinformation is available for makinghgeg cha

or for generating the eTCS file.
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Form 27EQ is divided into the following thvae:secti

Basic Information
Challan
Deductee Detail

These sections are visible as selection tabsigpethgart of the screen. Usage of each of these is
explained:

Basic Information : This contains the basic particulars of the CMophaof/the information
here come in automatically by default as thes#tevedeat the time of
creating the Company through the Master — Company
Except for TAN / PAN Nos. the default data adifids, fhrequired.

To activate the other sections — you will bd teGairethe Form

In case there had been any change in the addeeSsmipany it needs
to be specified.

The Status of the Deductor (Company) is to be spetifiing on one
of the two given choices.

To transfer the entire record pertaining tamhiischamting all details of
Challans, Deductees into the database clickawetibéon.

To delete the Form, click onDihlete button. After seeking your
confirmation, it would proceed to delete the Form.

Important:

The button f@enerate Forns to generate the eTDS Returns for
this Form and also to physically print Forms2itBbdtused only
after the data on the Form has been entered ganglgtaiperly.
This is explained later in this User Manual.

For one company pertaining to each quarter in thenjjeane
Form 27EQ can be generated

Challan . Click on the tabhallanto enter into the section wherein all the Bank
Payment Challan / Transfer Vouchers may be emteredredn
appears as under:
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Deductee Detail

The screen is divided into two parts — the uppaheaarea wherein
you enter the data for each Challan, and lodisplpsg the entered
Challan records sequentially.

The information to be entered is self-explantiecoeen.

TheDateof the Bank Challan should be greater than tor theutdst
day of the financial quarter and should be les®thal to the current
date.

Bank Challan No. / Transfer Voucheris\ine Document No. in which
the payment is made.

Bank Branch Cods the identification number allotted to eadly Bank
RBI and this is to be specified for the Bank timbergiount has been
deposited.

After each entry is made and saved, it appeacoasia the lower part
of the screen.

To edit any of these record, double click oartherreelect and press
<enter>. You may proceed with the edit and iozdhe

To delete any of these records, select the repoedsatik <DEL> key.
It will seek your confirmation and thereafteryitbhdbeddeletion.

Important:
Saving a record does not imply that that thedawed.iJo save

the Form, you need to get back to the Basitidnftainand Save
the Form.

:Click on the tdbeductee Detaib enter into the section wherein the

Deductee’s TDS details may be entered. A Gdtatibab as entered is
displayed. Click on the Challan for which theeDaeladls are being
entered. This screen appears as under:
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The screen is divided into two parts — the uppaheaarea wherein
you enter the data for each Deductee, and lovemigertitke entered
Deductee records sequentially.

The information to be entered is self-explantiecoeen.

TheDeductee Namis mandatory and is to be selected from the drop-
down list of Deductees that have been definetheudWtasters —
Deductee. On selection most of the Deductetiomfignaésplayed.
Modify wherever it is required.

The data related to each deductee record is terdukierthe given
slots.

The software addresses the issue of negativaridjwaidates data
wherever it is possible.

TheDates related to Amount Paid / Credited Bat®Date on which
Tax Deductedhould fall within the financial quarter.

TheDatesrelatedTax Paid to Central Gostould be greater than or
equal to the first day of the financial quarteoudahcbsHess than or
equal to the current date.

After each entry is made and saved, it appeacoasia the lower part
of the screen.

To edit any of these record, double click oartherreelect and press
<enter>. You may proceed with the edit and ssa@dheUse the edit
mode to view the full record for a deductee.

To delete any of these records, select the repoedsatik <DEL> key.
It will seek your confirmation and thereaftervpitbdbeddeletion.

Important:
Saving a record does not imply that that the dzored.i To save the

Form, you need to get back to the Basic Infaaimadiosh Save the
Form.
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Generating eTDS Files & printing Form 27A / FBrm 27

Once the TDS data related to a particular Farenreagdyed, you are now set to generate the eTDS /
eTCS file for the Form. The following stejisedodidaved:

Click on the butt@Generate Filen the Basic Information tab of relevant Fomoulthise possible
after the data in the Form has been enteretbwihg &reen would appear:

All the information displayed here has beerupifdeed the data that has been entered. Summary
information as per the format is displayed.

The name of the eTDS / eTCS generated by tleisdfasad on the following logic:

The typical file name is as under — JSL24QQ4.TXT
The first three characters JSL denote the peeinropany as defined in the Company Master
The next three characters 24Q denote the Famih¥ocase it is 24Q
The next two characters — is either Q! / Q2/-QBpénding upon the Quarter

The file is saved in the folder eReturns whichders thie C:\PROGRAM FILES\
JCS@ETDS0910\eReturns\

However, the user is at liberty to change Hmsefiland also the path where the file should bEssaved
exercise this option click on the button plagsiigiie Namend follow the usual saving of file in
standard Windows interface.

After everything is set — click on the(Getterate Form XX generate the eTDS / eTCS file. This file is
stored in the location as specified.

After the eTDS / eTCS file has been generated,tisBcbuttdtrint Form 27AForm 27BYou may

print the same by clicking on the Printer IcorcliBkfogeon this make sure your printer is connected
and is on.
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UTILITIES

The Utilities Menu has the following sub-options

Backup & Restore :Through this utility, you can take backup ofayand dehenever required
restore back the same.

View Forms : Using this utility, you can view the eTDSg@esrased. It is in the format
as specified by the ITD and as such may notdiandadse at the time
of viewing it.

Import Data : This helps in importing all master data fromdaaitase into the current

one. It may be very useful in importing mastemdia previous year to
the current year. However, this will work onlydse datzdb by previous
versions of JIS@eTDS.

Utilities — Back & Restore

Through this utility, you can take backup afayanddvhenever required restore back the same.
Whenever you select this utility you are abortesl fraim software, as data files have to beoclosed f
backing up or restoration. Please note that falfropehat are not saved will be closed. Haftezver,

completion of the action, the software is baekicaltp for your usage.

On getting your confirmation, it will proceetiteethes under:

Backup

Click on the butt®ackupfor taking backup of the data. The following appears
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Specify the area on your system, where your lbaisktp e created. By default the backup file is
created in the folder Backup where the JCS@eTR&8&0ssofstalled. You will have to copy these
files onto CDs or other storage media.

Click on the Backup button after selecting theymiathl backup name for the file is as under:
BKeTDS10062004194823.mdb

It implies:

BKeTDS - Backup of eTDS data

10062004194823 — Backed up'alud® 2004 at 19:28:23 hours

Restore

Click on the butt@estorefor restoring backed up data. Through a sirfales,igteu will need to select
the backed up data file for restoration. Oned,g&lected with restoration.

Once done, now JCS-eTDS0910 would be readyittotherdata backup that you have just restored.

View Forms

Using this utility, you can view the eTDSddeerased. It is in the format as specifiedlhgotine
Tax Department and as such may not be undersiathesatitee of viewing it.

The data of the eTDS file is viewed throuditytissastunder:

36



You will need to select the Path and Nameetdhmefiviewed. Used the button alongsidet.to selec
Once selected click on the WBiktowto view the file.

To exit from this utility, clickiase

Import Data

This helps in importing all master data fromdaaitase into the current one. It may be veny useful i
importing master data from the previous yearrterihgezu. However, this will work only for database
used by previous versions of JIS@eTDS. You wikpesfy the path of the old database in the form
below for data import. It is advisable to onlgatagarmediately after installation and novedger ha
worked on the software.
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REPORTS

The Reports Menu has the following sub-options

Form 24Q

Form 26Q

Form 27Q

Form 27EQ

Form 16A (26Q)
Form 16A (27Q)
Form 27D (27EQ)
Group Master

Groupwise Company
List

Groupwise Company
Details

Groupwise Deductee
List

Groupwise Employee
List

Companywise Form
Generation Log

Datewise Form
Generation Log

: For office records, data for Form 24Q may bangtifiiedl It is printed in

three sections for Q1 to Q3. For Q4, four secfidntedRlease note
that this is only for office records and not in thesiphl format of the
department.

: For office records, data for Form 26Q may barpufifiliedl It is printed in

three sectionBlease note that this is only for office records ahihn
the physical format of the department.

: For office records, data for Form 27Q may barpufifiliedl It is printed in

three sectionBlease note that this is only for office records ahano
the physical format of the department.

: For office records, data for Form 27EQ maydargtifited. It is printed

in three sectiolease note that this is only for office records ahd n
in the physical format of the department.

This prints the TDS Certificate for Non SalaiseBéBaom 26Q)
This prints the TDS Certificate for Non SalageBéBam 27Q)

This prints the TCS Certificate (Form 26EQ)

: This gives the list of Groups created

This gives the list of all companies sortetieiGeups

This gives complete details of the companédsdtive snode

This gives the list of all deductees sortedeu@deuts

This gives the list of all Employees sortetiai@teups

Each time an eTDS file is generated, the sefips lkg of the same.
Through this reporting option, you can get swataitgof this log sorted
company-wise.

Each time an eTDS file is generated, the sefipsu lkg of the same.
Through this reporting option, you can get swtaifgof this log sorted
date-wise.

A typical display of the report screen is as under:
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To take a hard copy on the printer — click ontehéc&minBefore doing so, make sure that your is
connected to the printer where it is to be printed.
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HELP

The Help Menu has the following sub-options

User Manual : This user manual can be viewed through this option

About JCS-eTDS This displays the version no. of the software padkdgtails about its
developers.

License Agreement Here is the License Agreement which as a usaehdve atjthe time of

installation of this software.

FILE VALIDATION UTILITY (FVU)

JS@eTDS0910 generates the text file as per thes fpravaded by the Income Tax Department. This
text validation has to be validated through aidatew Utility (FVU) that has been provided by th

Income Tax Department. The latest version (Verf. R Z8)JU is provided in the CD (Folder Name: e-
TDS FVU). For the process of validation andsubfri®eturn, please read the document

e-TDS-TCS FVU Setup Reaaimdefollow necessary instructions.
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