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Turn off the volume on cell phones. 

Keep to the training timelines.

Refrain from side discussions.

Ask questions freely.

Ground Rules
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By the end of this course, you will be able to:

 Identify the roles to be allocated to Tax Officials to process 

Refund Applications filed on the GST Portal

 List the functionalities provided by the GST Portal to process 

refunds

 Recognise the different status of the refund application depending 

on the stage at which the refund application processing has 

reached

 Initiate proceeding and process refund applications as a Tax 

Official

 Withhold refund/Adjust refund against outstanding demand

 Take actions through various Forms for issuing orders and notices

Course Objectives
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4 Hours

Understanding the Processing of Refund Application 

Functionalities at the GST Portal
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Tax Officials Roles for Refund Application Processing

• Issue notices/orders related 
to Refund

• Sanction/adjust/withhold 
Refund

Refund 
Processing 
Officer 

• View Refund Orders 
issued by RPO

• Withhold Refund

Commissioner
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1. FORMS OF REFUND

2. REFUND PROCESSING FLOW

3. CHANGE EFFECT IN REFUND FUNCTIONALITY

4. ACTION TABS AND STATUS

5. REFUND FUNCTION – ACCESS AND SEARCH  

6. PROCESSING THE REFUND - APPLICATIONS

7. PROCESSING THE REFUND – NOTICES/ACKNOWLEDGEMENT

8. PROCESSING THE REFUND – REPLIES

9. PROCESSING THE REFUND – ORDERS

10. PROCESSING THE REFUND – REFERENCES

Understanding the Processing of Refund Application
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Forms of Refund

GST Form Number Description Rule

FORM GST RFD-01 Application for Refund under section 54 Rule 89(1)

FORM GST RFD-02 Acknowledgment Rule 90(1), 90(2)

FORM GST RFD-03 Deficiency Memo Rule 90(3)

FORM GST RFD-04 Provisional Refund Order Rule 91(2)]

FORM GST RFD-05 Payment Advice Rule 91(3), 92(4), 

92(5) & 94
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Forms of Refund

GST Form Number Description Rule

FORM GST RFD-06 Refund Sanction/Rejection Order Rule 92(1), 92(3), 

92(4), 92(5) & 

96(7)

FORM GST 

RFD-07 

Part-A Order for Complete Adjustment of Sanctioned Refund

Rule 92(1)

Part-B Order for Withholding the Refund Rule 92(2) & 96(6)

FORM GST RFD-08 Notice for Rejection of Application for Refund 

(Show Cause Notice) 

Rule 92(3)

FORM GST RFD-09 Reply to show cause notice Rule 92(3)

FORM GST PMT-03 Order for Re-credit of the Rejected Amount to Cash or Credit 

Ledger

Rule 86(4) & 

87(11)
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Refund Application

Refund Processing Flow

Page 10

ARN GeneratedForm 

RFD-01

Initial Scrutiny 

of Documents

Click on 

Refund Tab

Is 

there any 

Deficiency?

Within 15 days

Yes

Within 15 days

No

Log in,

Dashboard 

appears

Search for 

Refund Application 

File Fresh 

Refund 

Application

Form RFD-03

Deficiency Memo

Form RFD-02

Acknowledgement
Auto Re-credit 

to Credit/Cash  

Ledger
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Refund Application

Page 11

Form RFD-02

Acknowledgement

Form RFD-04

Provisional Refund 

Order, if applicable

Within 7 Days Issue Payment 

Advice

FORM RFD 05

Amount 

Credited in 

Bank A/c

Validate Details & 

Ascertain the 

Refund Amount 

to be Sanctioned

Is Amount 

Sanction-able < 

Amount Applied 

for Refund?

Refund Processing Flow

Show Cause 

Notice –

Form RFD 08

Reply to Show 

Cause Notice  -

Form RFD 09

Refund Order 

Form RFD-06

Within 15 days

No

Yes
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Refund Application

Page 12

Refund Order 

Form RFD-06

Is Amount 

Sanctioned < 

Amount Released 

through RFD-04?

Refund Processing Flow

No

Yes Initiate Demand 

Proceedings u/s 

73 / 74
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Refund Application

Page 13

Refund Processing Flow

Yes

No

Refund Order 

Form RFD-06

Issue Form PMT-03 

for Re-credit of 

Rejected Amount

Yes

Issue 

Payment Advice

FORM RFD 05

Is any Amount 

Inadmissible 

or Rejected?

Order for Withholding 

of Sanctioned Refund

Form RFD-07B

Is Refund 

to be 

withheld?

Refund to be 

Adjusted Against 

Outstanding 

Liability?

No

Resume the 

Withholding 

of Sanctioned Refund

Yes

Partial Adjustment
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Change Effect in Refund Functionality

Refund 

Application 

Forms 

Available to 

Officers

Description Navigation

Filed before 

15th March, 2019 

– RFD-01A

RFD-01B

Notices are manually issued by the Tax 

Official and are not available on the GST 

Portal for taxpayers to view.

Orders are issued manually and updated on 

the system through RFD 01B functionality. 

Navigate to

Refund > Refund 

> RFD- 01B: 

Enter Refund 

Processing 

Detail

Filed on and 

after 15th 

March, 2019 -

RFD-01

RFD-

2,3,4,5,6,7,8 

and PMT-03 

Issue online Deficiency Memo, 

Acknowledgment, Notices, Orders etc. and 

view Application and Reply to Show Cause 

Notice by Taxpayer

Navigate to 

Dashboard > 

Refund Tab > 

Search ARN > 

Case Details 

page
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Action Tabs Available

Case Detail Tab Name Taking Action on Each Tab

APPLICATIONS
View/Download the Refund Application and Supporting 

Documents filed by the Taxpayer

NOTICE/ACKNOWLEDGEMENT
Issue RFD-02, RFD-03 and RFD-08

View/Download the Forms Issued under this Tab

REPLIES View Replies Submitted by the Taxpayer

ORDERS
Issue RFD-04, RFD-05, RFD-06, RFD-07A, RFD-07B
And PMT-03

View/Download the Forms Issued under this Tab

REFERENCES Record any References related to the case

View/Download References related to the case
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Action and Status 

Status Action by Proper Officer - Description   

Pending for Processing Taxpayer files refund application and pending for processing 

by Refund Processing Officer

Deficiency Memo Issued On issuing Deficiency Memo in Form GST RFD-03

Acknowledged On issuing Acknowledgement in Form GST RFD-02

Provisional Order Issued On issuing of Provisional Order in Form GST RFD-04

Pending for Order-Reply not Received Taxpayer doesn't reply to SCN raised in Form GST RFD-08 

Pending for Order-Reply Received Taxpayer replies, to SCN raised, in Form GST RFD-09

Refund Applications Forwarded Refund Processing Officer transfers the application 

to some other Tax Official
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Action and Status 

Status Action by Proper Officer - Description

Refund Applications Withheld On Issuing  Withheld Order in Form GST RFD- 07 (Part B)

Refund Completely Adjusted On issuing Adjustment Order in Form GST RFD-07A

Refund Rejected On issuing Form GST RFD-06 and 

Refund Amount Claimed = Refund Inadmissible Amount

Refund Sanctioned On issuing Form GST RFD-06 and Refund Inadmissible Amount is Zero

Refund Sanctioned Partially On issuing Form GST RFD-06 and 

if Refund Inadmissible Amount row is having any amount not equal to 

Refund Amount Claimed and also not equal to Zero

Show Cause Notice Issued On issuing Show Cause Notice to Taxpayer in Form GST RFD-08 for 

seeking any clarification
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Screenshots – Refund Processing

Page 20

Refund Processing by Tax Official
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Understanding the Processing of Refund Application



Designed and Developed by GSTNRefund Processing

Slide 22

Processing the Refund

• Access the GST Portal

• Login to the Portal 

• Navigate to Refund tab (The count on Refund tab is total number of refund applications)
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Processing the Refund

• Click on New Refund Application Received
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Processing the Refund
• Search for an ARN/case id based on:

 Status,

 From and To Date or 

 ARN or 
 GSTIN/UIN/Temporary ID
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Processing the Refund

• Based on search criteria

• Required ARN(s) gets displayed 

• Click the ARN hyperlink to open the Refund Processing Case Detail page 
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Understanding the Processing of Refund Application

APPLICATIONS
• View the Refund Application 

• Download the Refund Application 
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Processing the Refund

• View the Refund Processing Case Detail page 
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Processing the Refund

• Under Download column 

• Click on Application, Statement and Supporting Documents

as filed and submitted by the taxpayer

• To download the same
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Understanding the Processing of Refund Application

NOTICES/ACKNOWLEDGEMENT

• RFD – 02  Acknowledgement 

• RFD - 03  Deficiency Memo

• RFD – 08  Show Cause Notice
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Issue Form GST RFD-03 Deficiency Memo 

• Select the NOTICE/ACKNOWLEDGEMENT tab

• This displays all the notices or acknowledgements 

• Click ADD NOTICE to open the drop-down list and 

• Select deficiency memo (GST RFD-03)
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Issue Form GST RFD-03 Deficiency Memo 
• Click the Generate Reference No. hyperlink. Reference Number field gets 

auto-populated. 

• Select the Reason of Notice of issuing the notice to the taxpayer from the 

drop-down list
• Click Upload Notice to upload the document(s) 

• Click SUBMIT and ISSUE WITH DSC
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Issue Form GST RFD-03 Deficiency Memo 

• Reason of Notice in dropdown for RFD 03
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Issue Form GST RFD-02 Acknowledgement 

• Select the NOTICE/ACKNOWLEDGEMENT tab

• This displays all the notices or acknowledgements 

• Click ADD NOTICE to open the drop-down list and 

• Select Acknowledgement (GST RFD-02)
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Issue Form GST RFD-02 Acknowledgement 

• Click the Generate Reference No. hyperlink. Reference Number field gets 

auto-populated. 

• Click Upload Notice to upload the document(s) 

• Click SUBMIT and ISSUE WITH DSC
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Issue Form GST RFD-02 Acknowledgement 

• Status updated to "Acknowledged" 

• System would send the intimation to the Taxpayer via email and SMS, and 

make this notice available on the Taxpayer's dashboard

• Record of the notice just issued is available
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Issue Form GST RFD-02 Acknowledgement 

• In case, application is pending for acknowledgement since 15 days after the 

refund application is filed

• The following message gets displayed on screen to act on the refund application
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Issue Form GST RFD-08 Show Cause Notice

• Select the NOTICE/ACKNOWLEDGEMENT tab

• This displays all the notices or acknowledgements 

• Click ADD NOTICE to open the drop-down list and 

• Select Show Cause Notice (GST RFD-08)
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Issue Form GST RFD-08 Show Cause Notice

• Click the Generate Reference No. hyperlink. Reference Number field gets auto-populated. 

• Select the Reason of Notice of issuing the notice to the taxpayer from the drop-down list

• Click Upload Notice to upload the document(s) 

• Click SUBMIT and ISSUE WITH DSC
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Issue Form GST RFD-08 Show Cause Notice

• Reason of Notice from the drop-down list
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Issue Form GST RFD-08 Show Cause Notice

• Status updated to “Show Cause Notice Issued" 

• System would send the intimation to the Taxpayer via email and SMS, and make this notice 

available on the Taxpayer's dashboard

• Record of the notice just issued is available
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1. FORMS OF REFUND
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3. CHANGE EFFECT IN REFUND FUNCTIONALITY

4. ACTION TABS AND STATUS

5. REFUND FUNCTION – ACCESS AND SEARCH  

6. PROCESSING THE REFUND - APPLICATIONS
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Understanding the Processing of Refund Application

REPLIES
• View the Replies 

• Download the Replies 
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View Replies furnished by the Taxpayer

• Select the REPLIES tab. This tab displays all replies filed by the taxpayer.

• Click the documents in the document section to download 

• And ascertain the contents of reply filed 



Designed and Developed by GSTNRefund Processing

Slide 43

1. FORMS OF REFUND

2. REFUND PROCESSING FLOW

3. CHANGE EFFECT IN REFUND FUNCTIONALITY

4. ACTION TABS AND STATUS

5. REFUND FUNCTION – ACCESS AND SEARCH  

6. PROCESSING THE REFUND - APPLICATIONS

7. PROCESSING THE REFUND – NOTICES/ACKNOWLEDGEMENT

8. PROCESSING THE REFUND – REPLIES

9. PROCESSING THE REFUND –

10. PROCESSING THE REFUND – REFERENCES

Understanding the Processing of Refund Application

ORDERS

• RFD – 04    Provisional Refund 

• RFD - 06    Refund Sanction/Rejection

• RFD – 07B  Withhold Refund

• RFD – 05    Payment Advice

• PMT – 03    Re-credit of Rejected Amount
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Issue Form GST RFD-04 Provisional Order

• Select the ORDERS tab 

• Click ADD ORDER to open the drop-down list 

• and select Provisional Order (GST RFD-04)
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Issue Form GST RFD-04 Provisional Order

Provisional Order in Form GST RFD-04 is available in following cases of Refund:

 Export of Services with Payment of Tax

 Export of Goods/ Services without Payment of Tax

 Supplies made to SEZ Unit/ SEZ Developer (With Payment of Tax)

 Supplies made to SEZ Unit/ SEZ Developer (Without Payment of Tax)

Steps:

• Click the Generate Order No.. Order Number gets auto-populated

• Enter the percentage of Provisional Refund to be issued

• Based on the percentage of provisional refund entered amounts are auto-calculated

• Enter the Remarks for the order issued

• Attach Order to upload the order

• Click SUBMIT and Issue with DSC
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Issue Form GST RFD-04 Provisional Order



Designed and Developed by GSTNRefund Processing

Slide 47

Issue Form GST RFD-04 Provisional Order

• Status updated to “Provisional Order Issued" 

• System would send the intimation to the Taxpayer via email and SMS, and make 

this Order available on the Taxpayer's dashboard

• Record of the Order just issued and Annexure is available
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Issue Form GST RFD-04 Provisional Order

• In case, application is pending for provisional order since 7 days of acknowledging 

the refund application 

• The following message gets displayed on screen to act on the refund application
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Issue Form GST RFD-05 Payment Advice

• Select the ORDERS tab  

• Click ADD ORDER to open the drop-down list 

• And select Payment Advice (GST RFD-05)
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Issue Form GST RFD-05 Payment Advice

• Select the Provisional/Refund Order No. from the drop-down list

• Click the Generate Order No. hyperlink. Reference Number field gets auto-populated. 

• Click on Select Act to select Integrated Tax/Central Tax/State Tax to fill details of 

amount to be paid 
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Issue Form GST RFD-05 Payment Advice

• Table is displayed with Refund Amount details auto-filled under each Tax head 

• Enter the Interest on delayed refund under Tax , Interest, Penalty, Fee and Others 

(if applicable) for each Tax head

• Enter the Remarks for the order issued
• Click Attach Order to upload the order

• Click SUBMIT and Issue with DSC
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Issue Form GST RFD-05 Payment Advice

• Case Detail page is updated, with the table containing the record of Payment Advice issued

• System would send the intimation to the Taxpayer via email & SMS and Payment Advice 

available on the Taxpayer's dashboard

• Payment Advice available for download
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Issue Form GST RFD-06 Refund Sanction/ Rejection Order 

• Select the ORDERS tab  

• Click ADD ORDER to open the drop-down list 

• And select Refund Sanction/Rejection Order (GST RFD-06)
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Issue Form GST RFD-06 Refund Sanction/ Rejection Order 

• Refund Order page  
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Issue Form GST RFD-06 Refund Sanction/ Rejection Order 

• Click the Generate Order No. hyperlink. Reference Number field gets auto-populated. 

• Click on Select Act to select Integrated Tax/Central Tax/State Tax to fill details of amount 

to be paid 
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Issue Form GST RFD-06 Refund Sanction/ Rejection Order 

• Table is displayed with details for amount of refund auto-filled in Column (i) 

• Refund sanctioned on provisional basis along with order number and date is auto-filled in Column (ii)

• Column (iii) for Refund Amount inadmissible is a hyperlink to be used for filling detail herein
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Issue Form GST RFD-06 Refund Order – Refund Inadmissible Amount  

• Click on Refund Amount Inadmissible hyperlink opens up the page

• Select the Reasons for Inadmissible Amount

• Enter the Refund Amount Inadmissible for each Tax head

• Click the SAVE button
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Issue Form GST RFD-06 Refund Order – Refund Inadmissible Amount  

• A click on Save lands back at Refund Sanction/ Rejection Order (GST RFD-06) page

• Refund Amount Inadmissible in Column (iii) gets updated with the Amount which is inadmissible, 

as entered 

• Net Amount to be paid gets updated
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Issue Form GST RFD-06 Refund Order – Amount Adjusted against Demand  

• Click on Amount Adjusted Against Demand hyperlink in RFD06 opens up the page

• Demand IDs are displayed in a list

• Select a Demand ID against which Refund is to be adjusted by a click on Button
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Issue Form GST RFD-06 Refund Order – Amount Adjusted against Demand  

The Demand details are displayed along with refund balance available for adjustment
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Issue Form GST RFD-06 Refund Order – Amount Adjusted against Demand 

In case of Adjustment of Refund against Outstanding Demand

• Enter the amount to be adjusted in IGST, CGST, SGST and Cess heads

• Total Amount Adjusted and Balance Amount to be paid gets populated in Refund 

table

• In Demand ID table Adjusted Amount and Balance Amount of Demand payable 

gets populated

• Click the SAVE & PROCEED button

• Close button under Action column can be clicked to delete the adjustment 

amount for the selected Demand ID
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Issue Form GST RFD-06 Refund Order – Amount Adjusted against Demand 

The Demand details are displayed along with adjusted Demand
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Issue Form GST RFD-06 Refund Order – Refund Inadmissible Amount  

• Make partial or complete adjustment against Demand  

• Net Amount to be Paid in Column (vi) will get updated

• In case, the Provisionally Sanctioned amount (RFD-04) plus the Refund Amount 

Inadmissible is more than the Refund Amount Claimed then Column (vii), Amount to be 

Recovered, will be updated 

• Enter the Remarks for the order issued

• Click Attach Order to upload the order 

• Click SUBMIT and Issue with DSC

• Or to reset the details in RFD-06, click RESET button

• RESET can be used only before issuing final order
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Issue Form GST RFD-06 Refund Order – Refund Inadmissible Amount  
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Issue Form GST PMT-03 for Inadmissible/Rejected Refund 

• Select the ORDERS tab  

• Click ADD ORDER to open the drop-down list 

• And select GST PMT-03 for Rejected Amount
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Issue Form GST PMT-03 for Inadmissible/Rejected Refund 

• Select the Refund Provisional/ Sanction Order No. from the drop-down list

• Click the Generate Order No. hyperlink. Order Number field gets auto-populated

• The table is displayed with pre-populated amount of credit details

• Enter the Remarks for the order issued.
• Click Attach Order to upload the order 

• Click SUBMIT and Issue with DSC
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Issue Form GST PMT-03 for Inadmissible/Rejected Refund 

• Case Detail page is updated, with the table containing the record of PMT-03 issued

• System would send the intimation to the Taxpayer via email & SMS and PMT-03 available on 

the Taxpayer's dashboard

• PMT-03 available for download



Designed and Developed by GSTNRefund Processing

Slide 68

Issue Form GST RFD-05 Payment Advice – after Issue of Refund Order  

• Select the ORDERS tab  

• Click ADD ORDER to open the drop-down list 

• And select Payment Advice (GST RFD-05) to fill details and Issue with DSC
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Issue Form GST RFD-05 Payment Advice – after Issue of Refund Order  

• Case Detail page is updated, with the table containing the record of Payment Advice issued

• System would send the intimation to the Taxpayer via email & SMS and Payment Advice 

available on the Taxpayer's dashboard

• Payment Advice available for download
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Issue Form GST RFD-07B – Withhold Refund Order

• Select the ORDERS tab  

• Click ADD ORDER to open the drop-down list 

• And select Withheld Order (GST RFD-07B)
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Issue Form GST RFD-07B – Withhold Refund Order

• Click the Generate Order No. hyperlink. Order Number field gets auto-populated

• Table is displayed with withheld order details. Enter the amount of refund to be withheld in Column (ii)

• Enter Remarks for the order issued

• Click Attach Order to upload the order 
• Click SUBMIT and Issue with DSC
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Understanding the Processing of Refund Application

REFERENCES
• Upload the References 

• View/Download the References 
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Upload References

• Select the REFERENCES tab 

• Click ADD REFERENCE button
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Upload References

• In the Document Description field, enter the description of the document to be 

uploaded

• In the Remarks field, enter the remarks for the document to be uploaded

• Click the Upload Reference Document button to upload any attachment
• Click the SUBMIT button
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Upload References

• Updated Case Detail page is displayed 

• Table containing the record of the reference of case is visible

• Documents uploaded for Reference can be downloaded

• Use Add Reference Tab foe adding more documents
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Some Important Notes
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Refund Processing by Tax Official
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Some Important Notes

• All the application for refund will be reflected on Tax Officers’ dashboard 

under Refund Icon

• In case of issue of Deficiency Memo, there would be direct re-credit of refund 

claimed amount in Electronic Cash/ Credit Ledger of the taxpayer, if the 

ledger has been debited at the time of filing refund application 

• Since there will be auto re-credit of the debited amount, there is no need to 

issue PMT-03 in case Deficiency Memo has been issued

• In case of rejection of refund, PMT-03 needs be issued for re-credit of the 

rejected amount in the Electronic Cash/Credit Ledger in case any debit entry 

is posted at the time of refund application filing by the taxpayer

• Amount re-credited to Electronic Cash/Credit Ledger by RFD PMT-03 would 

be available to the taxpayer for utilisation

• System will allow the Officer to mention %age up to 90% while sanctioning 

Provisional Refund. It may be different for different acts
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Some Important Notes

• Taxpayer will get intimation about all notices and orders issued to him/her 

though SMS and e-mail

• If taxpayer fails to submit satisfactory explanation, within due date or 

extended due date, Refund Processing Officer can still issue, Refund Rejection/ 

Sanction Order or Complete Adjustment Order

• Officer can search the Refund application for period of 6 months only

• Upload File allowed only with PDF format. Maximum file size for upload is 5MB

• In case, the Provisionally Sanctioned amount (RFD-04) plus the Refund 

Amount Inadmissible is more than the Refund Amount Claimed then for 

the amount excess paid proceedings under Section 73/74 may be initiated

• Refund withhold can be initiated by processing Officer and also by 

Commissioner

• To resume withhold there is no separate functionality. Payment Advice in RFD-

05 to be issued 
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THANK YOU!


