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FAQs 

Login 

Overview 

 

  

Digital Signature Certificates (DSC) are the digital equivalent (that is electronic format) of physical or 

paper certificates. A digital certificate can be presented electronically to prove one’s identity, to access 

information or services on the Internet or to sign certain documents digitally. In India, DSC are issues by 

authorized Certifying Authorities. 

The GST Portal accepts only PAN based Class II and III DSC. 

  

To obtain a DSC, please contact any one of the authorised DSC-issuing Certifying Authorities: 

http://www.cca.gov.in/cca/?q=licensed_ca.html 

  

First-time Login  

1. I do not have an official e-mail ID. What should I do? 

Please contact your supervisor. 

2. I have not received my username on my email address. Can I still access the Tax Official’s 
Interface? 
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When your account is activated by the system administrator, you will receive the username on your 

official e-mail address. Check the SPAM folder of the email account. 

3. From where can I access the Tax Official’s Interface? 

Your department will provide you with the intranet link for the application. 

4. Where will I receive the OTP for first time login? 

The OTP for first time login will be sent to your official e-mail address. 

5. I have completed all the steps for the first-time login and I have been directed to a change 
password page. What should I do? 

You need to set your password. For subsequent logins, you will need to login using the username sent to 

you on your official e-mail address and this password. 

6. At the time of setting password Tthe system is not accepting the password I am 
enteringentered. Are there any special requirements for setting the password? 

Your password should be of 8 to 15 characters which should comprise of at least one number, special 

character and letter (at least one upper and lower case). 

Subsequent Login 

1. I have forgotten my username. How do I retrieve it? 

You may refer to the e-mail sent to your official e-mail ID with your username details. In case you do not 

have access to the e-mail, please use the Forgot Username link to retrieve the same. 

2. I have forgotten my password. How do I reset it? 

Please use the Forgot Password link available on the login page to reset your password. 

3. How long is my password valid? What is the validity period of the password? 

Your password is valid for. 120 days from the date of setting of the Password. 

4. What is Captcha Code? Why do I need to fill it? 

Captcha Code is a numeric code that must be filled every time you login to the GST Portal. It has been 

added as an additional security measure. CAPTCHA systems are there to differentiate between 

automated bots and real users.  

5. The Captcha Code provided is not legible. What should I do? 
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You can click the refresh icon next to the code and the system will generate a new code for you. 

DSC Registration  

1. Is it mandatory for Tax Officials to sign using DSC? 

DSC is mandatory for Tax Officials who need to issue notices , statutory orders on system orand sign 

certificates. 

2. Do I need to register my DSC allotted by the state Gov before I can use it on the GST Portal to 
digitally sign any documents? 

Yes, you must register your DSC before you can digitally sign any document on the GST Portal. 

3. How do I register my DSC on the GST Portal? 

You can register your DSC in the post-login mode on the GST Portal. 

Precondition: You must have the emSigner utility installed on your system. 

4. How do I acquire a DSC? 

Your department will issue you a DSC. 

5. What are the pre-requisites to register DSC? 

The pre-requisites are: 

a) eEmsSigner should be installed on the computer  

b) DSC Dongle 

c) Software of DSC on the computer 

6. My DSC is revoked/expired. What should I do? 

Contact the concerned person in your department to get it renewed and then re-register the same on the 

GST Portal. 

6. Can I use my personal DSC until I get a DSC from the department? 

No, you must only use your official DSC to digitally sign any official documents. 

Tax Officials' Dashboard 

Overview 
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Dashboard 

1. What is the Tax Official’s Dashboard? 

The Dashboard is the personalized page of the Tax Official that helps in planning day-to-day work. 

It is the post-login landing page for a tax official. 

2. What does it look like? How do I know I have reached the Dashboard? 

Here is a screenshot of the Tax Official’s Dashboard for your reference: 
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3. How can I view the roles allocated to me? 

You can view the roles allocated to you by accessing your profile. You can access your profile by clicking 

on the down arrow provided next to your name and designation in the top right section of the Dashboard. 

A dropdown will appear with the option to view My Profile. 

4. What are those two icons next to the name and designation of the tax official? 

The two icons are Alerts (bell icon) & Notifications (notes icon). The numbers on the icons indicate the 

total number of unread Alerts and Notifications. 

5. What are Alerts and Notifications? 

Alerts are the information items that need attention of the Tax Official. For example, work items assigned 

w.r.t New Registration Application Received, Amendment Application Received. 

Notifications are the information items that need attention of the Tax Official due to change in role, 

jurisdiction or any other such matter. For example, New Role Assigned, New Target Allocated. 

6. In the Dashboard, what does Today, Tomorrow and Day After Tomorrow indicate? 

The work items are organized based on the statuary timeline within which the Tax Official must take 

action on the work item. 
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allAll pending work items are marked in three colors: 

Red - Critical & due by end of day 

Amber - Due by end of day tomorrow 

Green - Due date is not before end of day tomorrow 

7. What do the numbers in the top bar of the Dashboard indicate? 

The number in the top bar of the Dashboard indicate the number of module-wise pending work items.  

Get Taxpayer Details 

1. I am unable to view the details of some GSTINS only using the Get Taxpayer Details service? 

You can view details of the GSTIN if it belongs to your state. For taxpayers not registered in your state, 

you can view only primary details. 

2. Can I search for a taxpayer, Ifif I don’t know the GSTIN? 

You can search for the taxpayer details by using the Find GSTIN service. The service allows you to enter 

the e-mail ID or PAN details of the taxpayer and all the GSTINs associated with the given e-mail ID or 

PAN Card will be displayed. 

Processing Application 

Overview 
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New Registration Application  

1. How can I access the pending New Registration Applications? 

Here is a screenshot of the Tax Official’s Dashboard detailing the access for pending New Registration 

Applications for your reference: 

  

 

  

Step 1: Click on Registration tile 

Step 2: Click on Registration Applications 

Step 3: Select the application to process from the list by clicking on the relevant ARN 

2. How do I know the due date for processing an application? 

The due date for a New Registration Application submitted by the taxpayer is displayed in the list-wise 

breakdown of pending applications. Not only that, all applications are colour coded to indicate criticality of 

action w.r.t. the due date as follows: 

Red – due today 

Amber -  due tomorrow 

Green – due day after tomorrow 

3. I have opened an application for processing. What is the next step? 

Comment [KP1]: This is related 
registration 



FAQs 

8 

Once you open an application for processing, you can begin a section-wise review. After reviewing a 

particular section, click the VERIFY & CONTINUE button at the bottom right of the page to move to the 

next section. 

Once you have completed all the sections, you can APPROVE or RAISE NOTICE SEEKING 

CLARIFICATION in case you have raised queries. 

4. There are multiple sections in the application form. Can I navigate to other sections during 
processing the application? 

Yes, as a Tax Official, you can view the sections of the application in any order you choose. 

5. Can I verify and continue even if I have raised a query in the section? 

Yes, you must click on VERIFY & CONTINUE for every section before you can pass an order on the 

application. 

Every time you successfully verify a section without any queries, the section header will turn blue along 

with a check mark indicating you have reviewed the section. 

In case you have raised queries, the number of queries raised in a particular section will be displayed via 

a yellow flag in the section header. 

Please refer to screenshot: 

  

 

6. How do I raise a query? 

In every section, you can see monitor-like icons next to the sub-sections. Simply click on this icon and a 

query box will open as a pop-up. You can choose any of the predefined queries or select the ‘Others’ 

option to add a custom query. Once you have selected the query, click on add query and the relevant 

field (on which the query has been raised) will get underlined in yellow. 

Note: It is mandatory to add custom remarks/comments even if you select a predefined query. 

7. How many queries can I raise in a given application? 

There is no restriction on the number of queries you can raise. 

8. Where can I see the number of queries I have raised? 

In case you have raised queries, the number of queries raised in a particular section will be displayed via 

a yellow flag in the section header. 

Please refer to screenshot: 
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9. There is a Remarks section on the final page. What is it for? 

The Remarks section is for any comments you wish to add to the application for your personal reference. 

These are confidential remarks and cannot be seen by anyone except you. 

10. I have processed the complete application and want to reject it but I can’t see a REJECT 
button. Why? 

As a Tax Official, you cannot reject an application upon first review. The principal of natural justice 

demands that you afford the applicant an opportunity to be heard. Therefore, if there are inconsistencies 

in the application, you can raise a Notice Seeking Clarification. The taxpayer has seven common working 

days to respond to this notice. In case the taxpayer fails to respond to the notice or provides an 

unsatisfactory response, only then can you reject their application. 

11. I am not being able to APPROVE or raise a NOTICE SEEKING CLARIFICATION. Why? 

Please make sure you have reviewed each section and clicked on VERIFY & CONTINUE. You also need 

to mandatorily enter a comment in the Remarks section. 

12. What happens when I approve the application? 

Once you successfully approve the application, the system generates your approval order and that is e-

mailed to the applicant taxpayer along with the Registration Certificate digitally signed by you in .PDF 

format. 

You can preview the e-mail and certificate before sending it to the taxpayer. 

13. What happens when I raise a Notice Seeking Clarification? 

Once you raise a Notice Seeking Clarification, the system generates your order and sends an e-mail to 

the applicant taxpayer with a summary of all the queries raised duly digitally signed by you. 

You can preview the e-mail and notice before sending it to the taxpayer. 

14. I work in a densely populated district/ward. Is there any facility for bulk approval of New 
Registration Applications? 

No, there is no bulk approval facility. As a tax official, you are required to review each application 

independently and pass the necessary statutory order. 
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Search Taxpayer Details 

Search ARN 

1. What is ARN? Why is the ARN generated? 

The Acknowledgement Reference Number (ARN) is a 15-digit reference number generated by the GST 

Portal after successful completion of a work item.  

For example, an ARN is generated after successful submission of new registration application and 

successful e-filing of return. 

ARN is generated to identify and locate each work item uniquely in the data base. 

2. How can I access the ARNs allocated to me for processing? 

All ARNs allocated to you are available for your action from your personalized Dashboard under the 

relevant sections like Registrations and Returns. 

You will also get an Alert in your Dashboard when a work item is allocated to you. 

  

If you’re looking for a specific ARN, you can use the SEARCH ARN DETAILS feature in the Tax Official’s 

interface of the GST Portal. You can view the status of the form and data linked to an ARN within your 

state only. 

3. How do I search for an ARN of a taxpayer that is not in my state? 

You can only view the status of the form and data linked to an ARN within your state. 

Find GSTIN/UIN 

1. Can I search for GSTIN/ UIN of a taxpayer in case I do not know the PAN of the taxpayer? 

The Find GSTIN service allows you to look for the GSTIN of a tax payer using one or more search 

parameters like PAN, Email address, Legal Name of the Business and Trade Name of the Business. 

Record Search 

1. Can I search detailed record of a taxpayer? 

The Record Search feature allows Tax Officials to search for various order, notices generated under the 

various function for a taxpayer. The search results will be displayed for active as well as cancelled 

GSTINs 

2. What is the duration for which records of a taxpayer are available on the GST System? 

Formatted: Font: Bold
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The Record Search feature allows you to access all historical data work item-wise for a particular GSTIN 

for a period of 7 (seven) years. 

3. What is Reference ID? 

Reference ID include ARN, CPIN, Reference Number, Case ID etc. 

4. I don’t know the GSTIN of the taxpayer and it is a mandatory field to execute a Record Search. 
What should I do? 

You can use the FIND GSTIN/UIN feature to search for GSTIN/UIN. 

Reassign Work-Items 

Overview 

1. What is the Reassign Work Item functionality? 

The Reassign Work Item functionality allows a Tax Official to reassign the pending work items from one 

subordinate to the desired subordinate tax officials so that work item is completed in the stipulated time. 

2. What details are available to me when I view a particular work item? 

You can view the following details in the work item form: 

1. ARN/Work Item ID 

2. GSTIN/UIN 

3. Date of Receipt/Initiation 

4. Expected due date of completion  

5. Days to expected due date 

3. I am trying to use the Reassign Work Item functionality but I am getting an error message. What 
should I do? 

There are four possible error messages you may get depending on the type of error: 

  

S.No. Error Message Action to be taken 

1. 

You cannot allocate the work 

item(s) without entering 

comments. 

Enter comments before reassigning 

work items. 

2. 

 Work item <item> is being 

processed upon, cannot be 

reassigned at this moment.  

The Work item is already under 

processing and cannot be reassigned. 

You can reassign any other work 

items. 

3. Work cannot be assigned to Assign the work items to a Tax 

Formatted: Font: Bold
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<user> as he does not have the 

relevant role assigned. 

Official who has relevant role 

4. No record found 

No work items found based on the 

search criteria, enter a valid search 

criteria 

5. 
 No Tax Officials available with 

pending tasks 

There are no subordinates present in 

the jurisdiction to whom work can be 

reassigned 

  

  

  

4. How many times can I reassign pending work item? 

You can reassign pending work items any number of times. However, it is recommended you reassign 

work items only twice to maintain the sanctity. 

5. Can I Reassign Work Items between subordinates who are at different levels in the hierarchy? 

A Supervisor Tax Official can reassign work in own jurisdiction from one subordinate to another for any 

lower level in the hierarchy. 

However, a State Admin can reassign work item from any Tax Official to another Tax Official across the 

State 

6. How many work items can I reassign at a time? 

You can reassign work items by selecting individual work item one-by-one. Alternatively, you can 

reassign all pending work items with a subordinate by selecting the Reassign All option  

7. I need to reassign a work item urgently; however I am unable to due to restrictions in my role? 

Please contact your State Admin. 

Administrative Tasks 

Overview 
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User Role & Jurisdictional Administration 

1. What activities can a State Admin undertake to manage User Role & Jurisdiction Administration 
in the GST Portal? How can a State Admin access this functionality? 

State Admins can use the User Role & Jurisdiction Administration service to take care of the following 

situations: 

  

1. Create record of a Tax Official in the GST Portal  

2. Update the record once created of a Tax Official 

3. Create new designations on the GST Portal 

4. Update the count of sanctioned Posts for the state 

5. Assignment of Role and Jurisdiction after creation of role of New Official Record 

6. Change in Role Assigned 

7. Change in Jurisdiction Assigned 

  

This functionality is available from the Dashboard > User Role & Jurisdiction Administration service. 

2. I have clicked the User Role & Jurisdictional Administration service and the Official Record 
Search page is displayed. The page includes the field to enter the name of the Official. I do not 
know the username of the Official. What do I do? 
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Click the Advance Search icon and enter the search parameters to search for the Official. From the 

search results, click the name of the Official and you will be directed to the record of the Tax Official. 

From this page, you can do the following: 

• Edit the profile of the Tax official 

• Add a new role to the Tax official 

• View the roles allocated to the Tax official 

• Deallocate the roles allocated to the Tax official 

3. Is deallocating a role same as Transfer of Charge? 

Yes, deallocating a role is same as Transfer of Charge. In such a case, all work items pending with the 

Tax Official for that role will be reassigned to another Tax official. 

4. If a Tax Official is transferred from one state to another, who will allocate the new role to the Tax 
Official? 

If a Tax Official is transferred from one state to another, the State Admins of both the state will have to 

perform the following actions: 

• State Admin from which the Tax Official has been transferred will have to make the Employee 

Status as Inactive 

• State Admin in which the Tax Official is transferred will have to create a new record and assign a 

role 

5. Can a Tax Official report to two Supervisors? 

A Tax Official can be allocated roles of two different jurisdictions. However, the reporting manager will be 

the Supervisor of the primary jurisdiction. 

6. If a role of Tax Official is deallocated, what will happen to the work items pending with the Tax 
Official? 

When a State Admin will deallocate the role, the GST Portal will direct the State Admin to first Transfer 

the Charge. Once the Charge is transferred, the work items pending with the Tax Official will be 

reassigned to the Tax Official to whom the Charge is Transferred. 

Creation & Update Records of Tax Officials 

1. Who will create State Admin for each state? 

Central Admins will use the Create and Update Record of Officials service to: 

• Create record of Tax Officials nominated by the State who will be performing the role of State 

Admin 

• Allocate the role of State Admin to Tax Officials nominated by the State 
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2. What activities can a State Admin undertake to create record of Tax Officials in the GST Portal? 
How can a State Admin access this functionality? 

State Admins will use the Create and Update Record of Officials service to take care of the following 

situations: 

a. Create record of a Tax Official in the GST Portal  

b. Once the record of Tax Official is created, update the record of a Tax Official 

c. Create Designations in the GST Portal 

d. Update the count of sanctioned posts for the state 

This functionality is available from the Dashboard > Create and Update Record of Officials service. 

3. Who will create record of the State Commissioner? 

The State Admin will create the record of the State Commissioner. 

4. Whom does the State Admin report to? 

The State Admin will report to the Central Admin in the GST Portal. This reporting is only for facilitating 

the functioning of the GST Portal. 

5. What are the fields that need to be filled when creating a record of an Official? Can I create 
record of Tax Officials if I do not have mandatory information like PAN or e-mail ID? 

You need to enter the fields mentioned below to create a record of a Tax Official.. *Fields marked with 

asterisk are mandatory. You cannot create a record if you do not have the mandatory information. Please 

contact the relevant department or the Official for the information. If you contact the Official, please verify 

the information (Official should produce originals) before submitting the same into the system. 

  

1. 
State (Drop-down appears only for Central 

Admin and not for State Admin)   

2. Name of the Tax Official  

Salutation 

First 

Middle* 

  Last* 

3.  Designation    

4.  Start Date for current designation held*   

5. Scale Pay   

6. Grade Pay    
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7. Email Address    

8. Mobile Number   

9. Date of Birth*   

10. PAN    

10. UID (Aadhar No.)   

12. PRAN Number or CPF/GPF Number   

13. Employee ID*   

14. Home State   

15. District (In Case of Home State)   

16. Date of Joining Service   

17. Employee Status   

  

6. I am unable to upload the supporting document. 

Please check the format and size of the document being uploaded. The GST Portal accepts files that are 

less than 500 KB in size and only in PDF or JPEG formats. 

7. Is there any facility to create multiple records of Tax Official in one go? 

Yes, there is a facility to create multiple records of Tax Officials in one go. The State Admin can use the 

Bulk Upload template to create record of multiple Tax officials in one go. 

On clicking Bulk Upload, a screen will open where Admin can upload an excel with details of the Tax 

Officials whose records are to be created. 

8. How do I check duplication of records? 

Duplication for a record of a tax Official will be checked by the GST System basis combination of PAN of 

the employee + PF (CPF/GPF) Number + PRAN. 

9. I am not sure if the record of a tax Official exists. I want to search for the Tax Official before 
creating the record. Can I search for a Tax Officials record in the GST Portal? 

Yes, you can enter one or more parameters to search for the Tax Official’s record. In case your search 

returns more than one result, the results will be displayed list-wise and you can select the relevant Official 

by clicking on their name.  
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10. Can a State Admin edit the record of the Tax Official in the GST Portal? Is it mandatory to 
provide reasons for the update? 

Yes, a State Admin can edit the record of the Tax Official in the GST Portal. 

Yes, a State Admin needs to provide reasons for the update and upload supporting documents for the 

updates. The portal will maintain the log of the updates made. 

11. Can I see a history or a log of profile updates for the Tax Official? 

Yes, you can view the record of the Tax Official by clicking the Create and Update of records of Officials > 

View/ Update service. The search result of the employee will display the following information: 

• Roles & Jurisdictions Currently Assigned to the Official 

• Roles & Jurisdictions Assigned to the Official in Past 

• Log of Updates made in Profile of Official 

12. Who is an off-boarded employee? OR When do I mark an employee as off-boarded? 

The Off-boarded employees are those employees who voluntarily resigned from their role at any time 

before their retirement and are no longer a part of the department. An employee of the Off-boarded status 

is not assigned any work item. 

Target Allocation 

1. What are the user goals of this functionality? 

BO Users can allocate functional targets for different periods (months) for different financial years to 

officers in their jurisdiction.  

2. Which types of Admins can execute this functionality on the GST Portal? 

The BO State Admin can do so for the entire state. 

The BO Offic  Sub State e Admin can do so for the jurisdiction assigned. 

3. From where can I access this functionality? 

As a BO Admin (State or Office), you can access this functionality from the post login dashboard. 

4. How do I execute this functionality? 

To execute this functionality, please perform the following steps: 

  

Step Action description 

  Target allocation 

Formatted: Strikethrough
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MF-1      User accesses Target Allocation 

MF-2      By default, list of users will appear which are under the jurisdiction of the user 

MF-3      Alternatively user selects role type with jurisdiction combination 

MF-4      List of officials matching the search criteria appears 

MF-5      User selects the period for which target is to be allocated by selecting Financial Year & 

Month 

MF-6      Basis the selection existing target is displayed 

MF-7      User selects officials for whom targets need to be allocated/changed 

MF-8      User can edit the record to update the target 

MF-9      User sets target and confirms the same 

MF-10   Target is available for individual to view in his Dashboard, User selects period to view target 

allocated 

MF-11   Alternatively, 

Target can be allocated by a BO State Admin to any User in the State 

Target can be allocated by a BO office Admin to any User in the jurisdiction assigned. 

  View Target 

MF-12   Any user can view his targets in the dashboard 

MF-13   System will updated the achieved target for the User. E.g.: Registration approved , Revenue 

collected etc., 

MF-14   User will select year and basis that selection targets allocated for all functions will be 

displayed to him month wise 

MF-15   User will be also provided with achievement figures of targets as per system and as per his 

own input 

  

5. Does a BO Common User have access to this functionality? 

Yes, Tax Officials would be allowed to allocate targets to their junior Officials only within their own 

jurisdiction and one more step lower. 

6. When can I allocate targets? 

Target can be allocated during any month of the current financial year. 

7. Are targets allocated on a monthly or yearly basis? 

Target allocation will be for months only. Yearly values will be aggregated as per values available for the 

months. 
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8. I want to change the targets for the previous year? 

Targets cannot be changed for previous financial year. 

Upload/Delete Published Documents 

1. Who can publish a document on the GST Portal? 

Only State Admin can publish or delete documents for the taxpayers as well as Tax Officials. 

2. Which documents can I publish for taxpayers or Tax Officials? 

State Admins can upload, archive or delete published documents for the taxpayers as well as Tax 

Officials such as act, rules, rate schedule, notification, trade circular, press release, internal circular, 

judgments, office orders, advance ruling, amendment, training artefact, instruction sheet, FAQs and 

citizen charter. 

3. Can I bulk upload/delete documents? 

You can upload/delete only one document at a time at the GST Portal.  

4. I am unable to delete the document. Why? 

A published document can be deleted till one month from the date of upload. After one month a document 

can only be archived by changing its archive date. 

Update Directory of Officials 

1. What are the user goals of this functionality? 

To access, edit, and maintain the directory of officials on GST System portal for compliance by taxpayer . 

2. Which types of Admins can execute this functionality on the GST Portal? 

BO State Admin can execute this functionality. 

3. From where can I access this functionality? 

As a BO State Admin, you can access this functionality from the post login dashboard. 

4. How do I execute this functionality? 

To execute this functionality, please perform the following steps: 

  

Step Action description 

Formatted: Font: Bold
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MF-1      User accesses directory service 

MF-2      User accesses Officials Directory 

MF-3      Enters targeted serial no. or official details and 

MF-4      Search results are displayed. 

MF-5      User can select the record for which he wishes to initiate an action i.e. Addition/ Modify/ 

Remove 

MF-6      The User shall select the record and initiate action for Addition/ Modify/ Remove 

  Addition 

MF-7      If the user selects addition, a row shall be added above the selected record and the serial 

number of the records selected and subsequent records shall be increased by one place. 

MF-8      User can fill in the details in the new row added for the following details and confirm the 

changes by clicking on the “Confirm” button. 

Sr. No. 

User Name 

Office of 

Jurisdiction 

State/Center < Drop Down> 

Zone 

Range 

Division 

District 

Sub District 

Ward 

Present Incumbent 

Email Address 

Mobile Number 

Landline No. 

Address with Pin Code 

User will enter the username of the official and record as per profile of the official will auto 

populated. Further user will input Landline and address from a dropdown 

Jurisdiction will vary as per State selected. 

MF-9      A pop-up shall seek confirmation of the action. 

MF-10   On confirmation, the new record shall be added to the directory. 

  Modify 

MF-11   If the user selects update, current entry at the serial number is displayed in editable mode 

MF-12   User can modify details by entering a different username or by selecting different address or 

landline from the dropdown. 

MF-13   User updates the fields and submits the entry. 
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MF-14   Confirmation message is prompted to user and entry is updated after user confirms the 

submission 

MF-15   Entry at the serial number is updated 

  Deletion 

MF-16   If the user selects deletion, the selected record shall be deleted. 

MF-17   Confirmation message is prompted to user and entry is deleted after user confirms the 

deletion 

MF-18   Entry at the serial number is deleted 

MF-19   Each entry below the deleted entry is moved one place upwards 

MF-20   The name of the incumbent will change in case of replacement due to change of role 

5. Can this task be performed by a BO Common User? 

No this task cannot be performed by a BO Common User. 

6. Will CBEC and Model 1 States also have access to this directory? 

Yes, CBEC and Model 1 states will also be given access to update the list of officials. 

Update Directory of Official Addresses 

1. What are the user goals of this functionality? 

To access, edit, and maintain the directory of office addresses. 

This is a functionality provided to the BO Admin of each State for accessing and/ or editing the directory 

of office addresses. He can identify the serial number which he wishes to edit/ delete or the place in the 

directory where he wishes to add more record(s). The updated directory of office addresses will be 

displayed on the BO and FO Portal. 

2. Which types of Admins can execute this functionality on the GST Portal? 

BO State Admin can execute this functionality. 

3. From where can I access this functionality? 

You can access this functionality from the post login dashboard as a BO State Admin. 

4. How do I execute this functionality? 

To execute this functionality, please perform the following steps: 

  

Step Action description 
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MF-1      User accesses directory service 

MF-2      User accesses office addresses directory 

MF-3      Enters targeted serial no. or office address details and searches the database. 

MF-4      Search results are displayed. 

MF-5      User can select the record for which he wishes to initiate an action i.e. Add/ Modify/ Remove 

  Addition 

MF-6      If the user selects addition, a row shall be added above the selected record and the serial 

number of the records selected and subsequent records shall be increased by one place. 

MF-7      User can fill in the details in the new row added for the following fields and confirm the 

changes by clicking on the “Confirm” button. 

Sr. No. 

Office of 

Jurisdiction 

State/Center < Drop Down> 

Zone 

Range 

Division 

District 

Sub District 

Ward 

Email Address 

Landline No. 

Address with Pin Code 

  

User will select addresses of office and landline no. from a dropdown 

Jurisdiction will vary as per State selected. 

MF-8      A pop-up shall seek confirmation of the action. 

MF-9      On confirmation, the new record shall be added to the directory. 

  Modify 

MF-10   If the user selects update, current entry at the serial number is displayed in editable mode 

MF-11   User can update any or all of the fields 

MF-12   User updates the fields and submits the entry. 

MF-13   Confirmation message is prompted to user and entry is updated after user confirms the 

submission 

MF-14   Entry at the serial number is updated 

  Deletion 

MF-15   If the user selects deletion, the selected record shall be deleted. 
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MF-16   Confirmation message is prompted to user and entry is deleted after user confirms the 

deletion 

MF-17   Entry at the serial number is deleted 

MF-18   Each entry below the deleted entry is moved one place upwards 

5. Can this task be performed by a BO Common User? 

No, this task cannot be performed by a BO Common User. 

Update Holiday Calendar 

1. What are the user goals of this functionality? 

This functionality will only be available in 2018. Currently Officials (including Admins) only have the ability 

to view the Holiday Calendar. 

Display Holiday Calendar 

1. What is the need of creating state wise holiday calendar? 

The State Admin needs to update the list the holidays in calendar so that working days’ calculation of the 

work items is done by the system accurately. 

2. What are the classifications of days in the Holiday Calendar? 

The classifications of days in the Holiday Calendar are as follows: 

1. Working days 

2. Non-working days (All Sundays and non-working Saturdays) 

3. Holidays 

3. Will a State Admin need to create a new Holiday Calendar every year? 

No, the existing calendar will be copied by default for the next calendar year and the necessary edits can 

be made to the calendar. 

Update Jurisdiction of Taxpayer 

1. If a taxpayer has wrongly entered the jurisdiction, can a Tax Official update the jurisdiction of 
the taxpayer? 

Yes, a State Admin or an Office Admin can change the jurisdiction of the taxpayer so that the work item is 

assigned to a Tax Official in correct jurisdiction. 
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2. Can the jurisdiction of a taxpayer be updated? 

Jurisdiction of a taxpayer can be updated only by State Admin or Office Admin. 

3. Is it possible to bulk update the jurisdiction of taxpayers? 

Yes, a State Admin or an Office Admin can update jurisdiction of multiple taxpayers in one go. 

4. Under what circumstances can the jurisdiction of a taxpayer be updated? 

A State Admin or an Office Admin may update jurisdiction of a taxpayer in following cases: 

1. Taxpayer may request for change due to incorrect mapping. 

2. Split of District/Division/Ward may result in change of taxpayer’s jurisdiction. 

3. Identification of wrong mapping by tax authority 

4. Deemed approved cases where jurisdiction has not been mapped 

Note: Approval from Jurisdictional Officer is mandatory for updating jurisdiction of a taxpayer. 

Broadcast Message 

1. What are the user goals of this functionality? 

To be able to broadcast a message and/ or a document to selected audience group(s). 

2. Which types of Admins can execute this functionality on the GST Portal? 

BO State Admins can execute this functionality. 

3. From where can I access this functionality? 

You can access this functionality from the post login dashboard as a BO State Admin. 

4. How do I execute this functionality? 

To execute this functionality, please perform the following steps: 

  

Step Action description 

MF-1      The BO State Admin shall be able to make a broadcast by accessing the menu option “Make 

Broadcast”. There shall be two sections: 

(a)  New Broadcast 

(b)  History 
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MF-2      The BO State Admin shall be able to input the following details: 

(a)  Title of Message 

(b)  Message Content 

(c)   Issued By 

(d)  Attach Document. 

(e)  Time period for which broadcast to be displayed (in days) 

All fields except (d) are mandatory. 

MF-3      The BO State Admin shall select recipient group(s). He shall be able to make multiple 

selection of recipient. 

MF-4      On clicking the “Broadcast” button, a confirmatory prompt shall be displayed. On confirmation, 

the message and documents shall be broadcasted to the selected recipients. 

MF-5      The broadcasts shall be visible under the notifications tab on the dashboard of the BO Users. 

MF-6      A history of the broadcasts made shall be maintained with the BO State Admin who issues the 

broadcast. Details of previous <36> months broadcasts shall be maintained. User can click on 

the record to view details and attachments. 

  

5. Is there any way for me to see a list or an archive of previous messages pushed for broadcast? 

Broadcasts shall be stored and displayed to the broadcaster for 3 years from date of issuance depending 

on the category of broadcast. Broadcast shall be stored in the receiver’s dashboard for <X> days as 

determined by the broadcaster. 

Transfer of Charge 

1. What will happen to pending work items in case I transfer the charge from one Tax Official to 
another Tax Official? 

In case charge is transferred from one Tax Official to another, the pending work items will also get 

transferred to the Tax Official. 

2. Can a Supervisory Authority execute a Transfer of Charge for subordinates? 

Only the State Admin or Office Admin can transfer the charge from one Tax Official to another Tax 

Official. 

3. If a Tax Official has multiple roles and his/her charge is transferred, will the transfer be 
applicable to all roles? 

During Transfer of Charge, the State Admin or Office Admin can select the roles to be transferred. 

4. Can a Supervisory Authority execute a Transfer of Charge for subordinates in one go? 
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No, the Transfer of charge can be carried out for only one Tax Official at a time. 

5. I am unable to successfully transfer the charge to the intended Tax Official. What should I do? 

Check if the transferee is on leave because charge cannot be transferred to Tax Officials in case their 

access is blocked due to leave applied by them. 

6. The charge was transferred from one Tax Official to another. Can it be given back to the original 
Tax Official? 

In case charge is to be handed back to the original Tax Official, the process for transfer of charge has to 

be undertaken again. 

7. Once the charge is transferred, will the Tax Official need fresh login credentials to access the 
new role? 

Tax Officials can continue to use their existing login credentials. Their respective Dashboards will be 

updated with their new roles once the Transfer of Charge is executed successfully in the system. 
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Manual 

Login and DSC 

Overview 

 

First-time Login  

I am a Tax Official. I have received username on my email address. How can I log in to the GST 
Portal for the first time? 

To login to the GST Portal, as a Tax Official for the first time, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Click the Login link given in top right-hand corner of the GST Home page. The Login page is displayed. 

3. Click the ‘here’ link in the instruction at the bottom of the page that says “First time login: If you are 

logging in for the first time, click here to login”. 
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The First Time Login page is displayed. 

  

 

  

4. In the Username field, enter the username that you received in your registered email address. 

5. In the Select PRAN or CPF field, select any one of the option as PRAN (Permanent Retirement 

Account Number) or CPF No. (Central Provident Fund). 

6. As per the selection, enter PRAN or CPF No. in the text box. 

7. In the Permanent Account Number (PAN) field, enter your PAN. 

8. Click the SUBMIT TO RECEIVE OTP button to receive the OTP on your registered e-mail address. 

The OTP is valid for 20 minutes. 

9. Once you receive the OTP, click the BACK TO LOGIN button. 
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10. In the Username field, enter the username you received in your email address. 

11. In the Login with, select the radio button for OTP and enter the OTP received on your registered 

email address. 

  

Note: 

You cannot login to the GST Portal first time using DSC. 

12. In the Type the characters you see in the image below field, type the captcha text displayed in the 

box.  

13. Click the LOGIN button.  
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Your personalized dashboard is displayed. 
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Subsequent Login 

I have my username and password created. How do I log in to the GST Portal using my 
credentials?  

To login to the GST Portal using valid credentials, as a Tax Official, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed.  

2. Click the Login link given in top right-hand corner of the GST Home page. The Login page is 

displayed. 

3. In the Username field, enter your username. 

4. In the Login with, select the radio button for Password and enter the password. 

5. In the Type the characters you see in the image below field, type the captcha text displayed in the box.  

6. Click the LOGIN button. 
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Your personalized Dashboard is displayed. You can access your work items from your Dashboard. 
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Change Password 

I want to change my password. How do I change password in the GST Portal? 

To change your password in the GST Portal, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click on the username (your name) link adjoining your Username on the top right-hand corner of the 

Dashboard.  

4. From the drop-down list, click the Change Password option.  
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The Change Password page is displayed.  

  

5. In the Current Password field, enter the password you used to log in to the GST Portal. 

6. In the Enter New Password field, enter a password of your choice that you will be using from next time 

onwards 

7. In the Confirm New Password field, reenter the new password. 

8. Click the CHANGE PASSWORD button.  

  

 

  

9. Click the CONFIRM button.  
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10. The message “You have successfully changed your password.” is displayed. You can login to the 

GST Portal using the new password from next time. 

  

 

Register DSC 

I need to digitally sign documents on the GST Portal for which I need to have a register my DSC. 
How do I register / re-register my DSC on the GST Portal? 

To register your DSC allotted by the department (office)  on the GST Portal, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal. 

3. Click the link adjoining your Username on the top right-hand corner of the Dashboard.  

4. From the drop-down list, click the My Profile option.  
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The My Profile page is displayed. 

  

5. Click the REGISTER DSC button. 

Note: The REGISTER DSC button will not be visible in case your DSC is already registered. 

  

 

  

Notice that in the Selected PAN, your PAN is already selected to register for DSC. 

6. Select the certificate. Click the Sign button 

7. In the DSC Password field, enter the password for the DSC. The message “Your DSC is registered.” 

is displayed. 
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Note: In case, your PAN was updated after you registered DSC and does not match the record, in that 

case your DSC will become inactive and you will need to re-register DSC. The steps to re-register DSC 

are similar to register DSC. 

  

 

  

Tax Officials' Dashboard 

Overview 

 

View Alerts 
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I have been assigned a new role by my system administrator. Where can I view the updated role in 
the GST Portal?  

You can view the new role as well as work item assigned to you by your system administrator in the alerts 

section at the GST Portal. To view alerts, perform the following steps: 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click on the alerts icon that appears at the top right of the page to view the various alerts.  

Note: 

The bell icon indicates the alerts. By default, the Dashboard of the primary jurisdiction you have been 

assigned will be displayed. All the alerts pertaining to the role assigned to you will be listed. The work-

items triggered from the Taxpayers’ Interface and any new items are also listed under the Alerts section. 

The number on the bell indicate the number of the new work items. 

  

 

View Notifications 

My system administrator has reassigned me a couple of work items and changed my PAN. Where 
can I check these changes on the GST Portal? 

The reassigned work items and change in PAN will be listed under the Notifications section. To access 

the notifications section on the GST Portal, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

4. Click the Notification icon that appears at the top right of the page to view the various notifications 

generated for the jurisdiction you have been assigned to. 

3. Click the View All link to view all the notifications. The option enables you to view all the notification 

that are triggered from the System Administrators / Tax Officials’ Interface. 
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View Pending Work-Items 

I need to plan my day on the basis of pending work items and follow ups I have to complete today. 
Where can I check the pending work items along with their current status on the GST Portal? 

  

You can check the pending work items along with their current status on the dashboard after logging in to 

the GST Portal using valid credentials. To view your dashboard, and view pending work items related to 

different modules, perform the following steps:  

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. The registration tile available at the main page enables you to view the function-wise summary of all 

the pending work items related to registration. Example: Registration, Amendment, Surrender, 

Cancellation Application 
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The number of applications listed against different categories count to the total of the number that is 

displayed at the top at the Registration tile. The section under Registration Application displays summary 

based on due date of the application. The work items are displayed on the basis of list-wise and date-

wise breakdown.  

You can click the ARN link to work on the pending work-item. 

  

 

  

The Monthly Recap section lists the Received vs Pending Applications in a graphical presentation.  

   

 

Processing Application 

Overview 
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Processing Registration Application 

How can I process the application filed for new registration by a taxpayer? 

For processing the application for new registration by a taxpayer, perform the following steps: 

  

Once the Registration Application is submitted, it gets forwarded to the IT system of Central Tax 

Authority. It is also forwarded to IT system of respective Model-1 State authority or the Centralized 

Registering Tax Authority in case of Model – 2 State. This will depend on the State for which the 

registration is sought for. 

  

1. Access the https://www.gst.gov.in/ URL. 

2. Login to the GST Portal with valid credentials. 

3. The Tax Official’s Dashboard is displayed. Click on the Registration tab and then click on the 

Registration Application link to view the list of Registration Applications that are waiting to be 

processed. The list shows all types of Registration application in the GST Portal. 
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4. Select the ARN Number of the Registration Application.  

Note: 

• The ARNs are arranged in the descending order of the Due Date. The application submitted first 

will be shown above in the list. 

• The Due Date column displays the date by when the pending task/ action should be completed. 

• The Status column displays the current status of the registration application. 

  

 

  

Note: In case Tax Official takes no action, within three working days from the date of submission of the 

Registration application, the application for grant of registration shall be deemed to have been approved. 



Printed Documentation 

43 

  

The next page displays the application form filed by the taxpayer for processing. The header contains 

various blocks containing information pertaining to each section. The rest of the webpage forms the 

application body and contains information filled-in by the Taxpayer. 

  

 

  

Note: During processing of a new Registration application, you can: 

• Raise a query to seek more clarification from the Taxpayer in case of deficient information or 

document required to furnish the application. 

• Generate notice seeking clarification regarding the query raised. 

  

Add Query 
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Review each section thoroughly. Click the monitor icon displayed adjacent to the section headers to raise 

a query. The Queries page is displayed. 

  

 

  

a. In the Choose the field drop-down list, select the field for which you want to raise the query. 

b. In the Choose the query drop-down list, select the query to be raised. 

c. Click the ADD QUERY button. Queries can be raised by State and Center, which will appear in their 

respective columns. 

  

 

  

d. Once added, your query appears as shown. You can raise multiple queries, if required. Once done, 

click OK.  
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The section with queries gets highlighted with a yellow underline. 

  

 

  

Query section of each page has an option of “Others”. You can select this option to add free text query in 

the page. 

  

5. Click the VERIFY & CONTINUE button to move ahead and review other tabs. 
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To approve a registration application, you must visit each tab and verify each page of the form. A check 

mark appearing on the tab indicates, the page has been verified.  
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6. On the Remarks page, you may give closure remarks or mention any noteworthy points for future 

reference. 

  

 

  

APPROVE: 

In case of GENERATE NOTICE: 

a. Click the GENERATE NOTICE button. The Notice for seeking clarifications is generated for the queries 

raised. 

The Taxpayer will be given 7 working days’ time to file reply to the Notice for seeking clarifications  
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7. Once the taxpayer has responded to the queries. Tax Official can approve or reject the application 

within seven working days. 

Note: 

• In case Tax Official takes no action, within seven working days from the date of receipt of 

clarification/additional information/documents, the application for grant of registration shall be 

deemed to have been approved. 

• GENERATE NOTICE button will be disabled as notice can only be raised once. 

• Application can be approved only after all the tabs are verified.  

  

In case of APPROVE: 

a. Click the APPROVE button. 

b. Click the PROCEED button. 

c. Affix your DSC. 

The Registration Certificate will be issued to the taxpayer. The taxpayer/ applicant will be communicated 

about approval through SMS and Email of the Primary Authorized Signatory. 

Note:  

• In case an Approving Officer is not satisfied with the response of the queries raised and the 

application, he or she can REJECT the application. 

• Auto-rejection of the application is not allowed in the system. 

  

In case of REJECT: 

a. Click the REJECT button. 

b. Click the PROCEED button. 

c. Affix your DSC. 

Rejection order will be generated with the reasons for rejection of the application. The taxpayer/ applicant 

will be communicated about rejection through SMS and Email of the Primary Authorized Signatory. 

Search Taxpayer Details 
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Get Taxpayer Details 

How can I search for the details of a taxpayer? 

To search for details of a taxpayer in the GST Portal, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed.\ 

2. Using your valid credentials, login to the GST Portal. 

4. Click the Services > Taxpayer Account > Get Taxpayer Details Command. The Get Taxpayer 

Details page is displayed. 

 

 

  

In case you do not remember the GSTIN of the Tax Payer, Click the Find GSTIN/UIN link.  

  

4. In the GSTIN/UIN field, enter the GSTIN of the taxpayer whose details you need to find. 

5. Click the GO button. 

Note: You can click the Find GSTIN/UIN link to find the GSTIN of the taxpayer. 

The taxpayer’s details are displayed. 

  

 

Search ARN 

How can I search details of a work item by searching with an ARN? 
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To search the details of a work item by searching with an ARN, perform the following steps: 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Login to the GST Portal with valid credentials. 

3. Click the Services> Taxpayer Account > Search ARN Details command.  

  

 

  

The Search ARN Details page is displayed. 

  

In case of Search option when you know ARN: 

  

a. In the Status drop-down list, select the status of the ARN. 

b. In the ARN field, enter the ARN. 

c. Click the SEARCH button 

. 

The search results are displayed. By default, ARNs are displayed as per latest on the basis of ARN 

date. 

  

 

  

Note: 

• You can view the data linked to the ARN within a State. 

• You can click the ARN link to go directly to the work-item related to the ARN. 

  

In case of Advanced Search when you know the GSTIN/UIN: 

  

a. In the Status drop-down list, select the status of the ARN. 

b. In the GSTIN/UIN field, enter the GSTIN or UIN. 
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c. In the Related To drop-down list, select the specific module. 

d. Select the From and To ARN Date using the calendar. 

e. Click the SEARCH button. 

  

The search results are displayed. By default, ARNs are displayed as per latest on the basis of ARN date. 

  

 

Search GSTIN 

How can I search for the GSTIN/UIN of a taxpayer? 

To search for the GSTIN/UIN of a taxpayer, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Login to the GST Portal with valid credentials. 

3. Click the Services> Taxpayer Account > Find GSTIN Command.  

  

 

  

The Find GSTIN page is displayed. 

  

In case of Search when know the PAN: 

a. In the Permanent Account Number (PAN) field, enter the PAN of the taxpayer. 

b. In the Email Address field, enter the email address of the taxpayer. 

c. Click the SEARCH button. 

The search results are displayed. 
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In case of Advance Search: 

a. In the Legal Name of Business field, enter the legal name of the business of the taxpayer. 

b. In the State, District and Circle drop-down list, select the appropriate choice. 

c. Click the SEARCH button. 

The search results are displayed. 

  

 

Record Search 

How do I search a particular record in the GST Portal? 
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To search a record in the GST Portal, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Login to the GST Portal with valid credentials. 

3. Click the Services> Taxpayer Account > Record Search Command.  

  

 

  

The Record Search page is displayed.  

  

4. In the GSTIN/UIN field, enter the GSTIN of the tax payer whose record you want to search.  

  

Note: You can click the Find GSTIN/UIN link to find the GSTIN of the taxpayer. 

  

5. In the Document Type drop-down list, select the type of the document.  

6.  In the Related To drop-down list, select the process to which the document is related.  

7. In the Reference ID(ARN) field, enter the reference ID of the document. 

8. In the Year drop-down list, select the year the document was submitted. 

9. Click the Search button.   

  

The search results are displayed. 

  

 

Reassign Work-Items 

Re-assign Work Item 
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I am Tax Official. How do I reassign work items assigned to one tax official to another in the GST 
Portal? 

To reassign a work item in the GST Portal, as a Tax Official, perform the following steps: 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click the Services > Work > Reassign Workitem command.  

  

 

  

4. Click the Reassign Work Items link. 

  

 

  

A summarized list of work items pending with the subordinates of the user is displayed. 

5. To search for a particular work item, enter data for any of the fields displayed and then click the Search 

button. 

Number of work items pending with the subordinate is displayed along with other details. 

6. Click the View link, corresponding to the User name, to view the list of work items pending with that 

User under each module.  

7. Click the Reassign All link under the Action column to reassign all the listed work items.  

8. Click on the module name to view the list of work items pending with the User for that module.  

The work items are displayed w.r.t ARN/ Work Item ID, GSTIN, Name of the Business, Date of 

Receipt/Initiation, Expected due date of completion, Days to expected due date. 

9. Click the Reassign button to re-assign an individual item or multiple items. 

The page displayed lists all the subordinates of the User to whom the work item can be reassigned.  

Corresponding to the name of the official, details such as Role, Designation, and Total Pendency etc. are 

displayed.  

10. To reassign a task, select the Name of the Official to whom you want to allocate the work item, and 

then click the Allocate button.  

11. In the Comments field, enter your remarks / input comments and then click the Confirm button.  

  

  

I am a tax official. Where can I view the work items assigned to me in the GST Portal? 
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To view the work items assigned to you in the GST Portal, perform the following steps: 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click the Services > Work > Reassign Workitem command.  

 

4. Click the Work Items Reassigned to my desk link. 

  

A list of work items assigned to you is displayed module wise.  

  

Click the Module link to see the list of ARNs reassigned to you. You can click the ARN link to start 

working on the work items. 

  

I am a tax official. How can I view the work items that I assigned to another tax officials in the GST 
Portal? 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click the Services > Work > Reassign Workitem command.  

  

4. Click the Work Items Reassigned from my desk link. 

  

A list of work items assigned by you is displayed module wise.  

Administrative Tasks 

Overview 
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User Role and Jurisdiction Administration 

I am Tax Official. How can I assign a new role to a Tax Official? 

To assign a new role to a Tax Official, perform the following steps: 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click Services > Admin > User Role & Jurisdiction Administration command. 

  

 

  

4. The Official Record Search page is displayed. Search the record of the Tax Official by entering any of 

the details on the Official Record Search page and click the SEARCH button.  
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5. The List of Tax officials is displayed. Click the Username link. 

6. To assign a new role to the official, click the ADD NEW ROLE button.  

  

 

  

The Add New Role page is displayed for the selected profile.   

7. In the Role Type drop-down list, select the type of role applicable for this user. 
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The State field is auto-populated. 

  

8. Select whether the role is a Primary Jurisdiction. 

9. In the Effective Start field, either enter the date manually or click the calendar icon to select the date 

from the calendar displayed. Effective date indicates the date when the user will start working as per the 

new role.  

  

10. Click the Choose File button to attach the required file. 

11. Click the ASSIGN button to add the new role.  

  

 

  

12. Click the CONFIRM button to save the new role details. 
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A success message is displayed for the assignment of the new role. 

  

 

  

Create Records of Tax Officials 

System Administrators can create and update official records of the Tax Authorities with respect 
to their profile within the GST Portal. 

To create and update records of officials in the GST Portal, perform the following steps: 

1.  Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal. 

3. Click the Services> Admin > Create and Update of records of Officials command.  

  

Note: Only the Tax Officials with administrative rights have access to create and update records of 

officials and not all the Tax Officials. 
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The Create Record page is displayed.  

  

4. Enter general details of the Tax Official in the mandatory fields such as, Salutation, First Name, Email 

Address and Mobile Number.  

5. In the Scale Pay field, enter the pay scale of the Tax Official. 

6. In the Grade Pay field, enter the grade pay of the Tax Official. 

7. In the Date of Birth field, enter the date of birth of the Tax Official. 

8. In the Permanent Account Number (PAN) field, enter the PAN of the Tax official whose record needs 

to be created. 

9. Select an option PRAN or CPF No. / GPF No. and enter the data for the selected field.   

10. In the Home State drop-down list, select the State to which the Tax Official belongs. 

  

Note: 

Home State will be auto populated in case of State/ Office Admin whereas in case of Central Admin, 

Home state will be a dropdown. 

  

11. In the District (In Case of Home State) drop-down list, select the district to which the Tax Official 

belongs. 

12. In the Date of Joining field, either manually enter the date of joining or select the date of joining using 

the calendar.  

13. In the UID (Aadhaar No.) field, enter the Aadhaar number of Tax Official.  

14. In the Employee Status drop-down list, select the status of the Tax Official. The options available 

are:  

  

Active: In case the Tax Official is an active employee. 

Off-boarded : In case the Tax Official has moved to some different state. The employee status in the 

current state will be off-boarded. 

Retired: In case the Tax Official has been retired from the service.  

  

15. In the State drop-down list, select the state of the Tax Official.  

16. In the Designation drop-down list, select the designation of the Tax Official.  

17. Click the Choose File button to attach the supporting document with the record.  

  

Once the attachment is attached to the record, the Preview button is displayed. 

  

18. Click the Preview button to preview the attachment. 

19. Click the SUBMIT button to save the details and create record of the Tax Official. 
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20. A Warning message is displayed confirming if you want to create a new official record.  

21. Click the CONFIRM button to create an official record of the Tax Official.  
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22. The profile is created with the details entered.  A success message is displayed at the top of the 

page informing that an official record has been created and an email is sent to the user with username 

and OTP. The user is required to login using the username and OTP received within 15 minutes of 

receiving the OTP after which it gets expired and needs to be generated again.  

  

 

Update Records of Tax Officials 

I am a Tax Official. I need to make changes in the jurisdiction of some tax officials and assign new 
roles to them. How can I update the official record of the Tax Official on the GST Portal? 
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You can update the records of officials to make changes in their jurisdiction or roles by using the View / 

Update option. To use the View / Update option, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed.\ 

2. Using your valid credentials, login to the GST Portal. 

3. Click the Services > Admin > Create and Update of records of Officials command.  

4. Click the View / Update tab to update an existing official record.   

5. Enter the mandatory fields to search for the record you want to update and click the SEARCH button. 

Record found with the matched details is listed at the bottom of the page. 

  

 

  

6. Click the Edit icon displayed next to the record in the list to update / edit the details.  

  

 

  

7. The Update Record page is displayed in the edit mode. Update / Edit the details.  

8. Click the Choose File button to attach the supporting document with the record.  

9. In the Reasons for Update field, enter the reason for updating the field. 

10. Click the SUBMIT button to save the updates. 
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11. A Warning message is displayed confirming if you want to update the record.  
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12. Click the CONFIRM button to save the updates. The updated record is displayed and an email is sent 

to the user with the updated status of the record. Also, the user receives notification regarding the record 

update. The user cannot update his or her own profile.  

  

 

Upload/Delete Published Documents 
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I am required to upload some latest published documents and delete the older in the GST Portal. 
How can I upload and delete published documents on the GST Portal? 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal. 

3. Click the Services > Admin > Upload / Delete Published Document command.  

  

 

  

In case of Search: 

The Search tab available on the page enables you to search, view or delete a document. 

  

4.In the Act drop-down list, select whether the document is related to IGST, CGST, SGST, or Cess Act 

of the State. 

5. In the Document Type drop-down list, select the type of the document.  

6. In the Document Number field, enter the document number.  

7. In the To be made visible to option, select who can view the content in the published document.  

8. In the Issued By field, enter the name of the issuing authority. 

9. Select the Date of Issuance of the document using the calendar. 

10. Select the Date of Upload of the document using the calendar. 

11. Select the Date of Archival of the document using the calendar. 
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The search results are displayed. 

You click the View link to view the document. 

You click the Delete button to delete the document. 

You click the Edit button to edit the document. 

You click the Download button to download the document. 

  

 

  

In case of Upload: 

The Upload tab available on the page enables you to upload a document. 
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12. In the Act drop-down list, select whether the document is related to IGST, CGST, SGST, or RTI Act of 

the State. 

13. In the Document Type drop-down list, select the type of the document.  

14. In the Language of Document drop-down list, select language of the content in the published 

document.  

15. In the To be made visible to option, select who can view the content in the published document.  

16. In the Document Number field, enter the document number.  

17. In the Effect on Linked Document drop-down list, select the effect that the published document will 

have on the linked document.   

18. In the Issued By field, enter the name of the issuing authority. 

19. In the Title of the Document field, enter the title of the document. 

20. In the Functional Area drop-down list, select the area regarding which the document is published, 

such as Returns, Registration, and Payment etc. 

21. In the Meta Tag Values(keywords) field, enter the mega tag values or keywords to be associated 

with the document. 

22. Select the Date of Issuance of the document using the calendar. 

23. Select the Date of Archival of the document using the calendar. 

24. In the Document Number of Linked Document field, enter the previous document number linked 

with the document. 

25. Click the Choose File button to upload the document and other supporting documents. 

26. Click the SUBMIT button.  
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27. Click the Confirm button to proceed.  
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A success message is displayed saying the document has been updated.  

  

 

Update Jurisdiction of a Taxpayer 

I am a BO Admin. I need to change the jurisdiction of Taxpayers as an incorrect jurisdiction is 
assigned to them. How can I change Taxpayers jurisdiction in the GST Portal? 

To change jurisdiction of taxpayers in the GST Portal, perform the following steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click Services > Admin > User Role & Jurisdiction Administration command. 
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The Update Jurisdiction of a Taxpayer page is displayed.  

  

The Search tab enables you to allocate jurisdiction to a taxpayer. 

  

The List of New Registrations tab enables you to allocate jurisdiction to New Registration Applicants / 

Taxpayers to whom the jurisdiction has not been allocated. 

4. In the GSTIN / UIN field, enter the GSTIN / UIN of the taxpayer. 

5. In the State Jurisdiction section, select the Zone, Unit and Circle. 

6. Click the SEARCH button.  

  

 

  

The list of taxpayers is displayed on the basis of the search criteria entered. 

7. Select Taxpayers from the list displayed to change jurisdiction. You can select multiple Taxpayers from 

the list. 

8. Click the PROCEED button.  
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9. In the District and Circle drop-down-list, select the details of the jurisdiction to be changed. 

10. Click the ASSIGN button. 

 

  

11. The list of taxpayer with updated preview is displayed. Click the PROCEED button.  

 

  

  

12. . Click the PROCEED button.  
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A confirmation message is displayed that the jurisdiction is updated for the Taxpayer.  

  

 

Update Holiday Calendar 

I want to update the holiday calendar on the GST Portal. How can I update my calendar? 

To update the holiday calendar on the GST Portal, perform the following steps.  

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal.  

3. Click Services > Administrative > Update Holiday Calendar. 
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The Update Holiday Calendar page is displayed.  

  

  

  

4. Click the Add Holiday button to add a new holiday in the calendar.  

  

The Add/Edit Holiday pop-up window is displayed. 

  

5. In the Remarks field, enter the remarks to mention the purpose of adding the holiday. It is a mandatory 

field.  

6. In the Select Date field, either manually enter the date for which you want to add a holiday, or click the 

calendar icon and select the date in the calendar. 

7. Click the Choose File button to upload any supporting document. 

8. Click the Confirm button to add a holiday in the calendar with mentioned details.  

The Confirmation pop-up message is displayed.  

  

9. Click the Confirm button to add the holiday.  

  

A success message is displayed. 

How can I update the non-working days in my calendar so that the working days can be 
calculated. 

To update the non-working days in the holiday calendar, perform the following steps: 

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal. Your personalized Dashboard is displayed based 

on your role. 

3. Click Services > Administrative > Update Holiday Calendar. 

  

The Update Holiday Calendar page is displayed.  

  

4. Select the Update as non-working box under the Configure Non-working Days option to update the 

non-working days for the purpose of calculating working days.  

5. Select the Update Saturdays as Non-Working Days box to update non-working days.  
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6. Click the Choose File to upload the supporting document. 

7. Click the Submit button to update the holiday calendar. 

Transfer of Charge 

I am a BO State / Office Admin, I need to transfer a role / charge from one user to another. How 
can I transfer charge in the GST Portal? 

To transfer the charge from one BO user to another BO user in the GST Portal, perform the following 

steps: 

  

1. Access the URL https://www.gst.gov.in/. The GST Home page is displayed. 

2. Using your valid credentials, login to the GST Portal. 

3. Click Services > Admin > Transfer of Charge command.  

  

 

  

The Transfer of Charge page is displayed.  

4. In the Enter Username field, enter the user whose charge is to be transferred 

5. Click the Go button. 

  

 

  

6. The Charge Allocated section is displayed at the bottom of the page. The Role Type available with the 

user are displayed with an option to select multiple roles. Select the charge to be allocated. 

7. Select the Effective Date from when the transfer of charge will be effective using the calendar. 

8. Click the TRANSFER CHARGE button. 
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9. In the User Name field, enter the name of the user to whom the charge is to be transferred.  

10. From the Designation drop-down list, select the designation of the user. 

  

 

  

11. Under the List of the Officials section , select the Name of the Official to whom the charge is to be 

transferred, and then click the Transfer button.  

12. In the Remarks section, enter the remarks in context to the charge transfer.  

13. Click the Choose File button to attach the supporting transfer order. It is mandatory to attach the 

transfer order while transfering a charge from one user to another. 

14. Click the ALLOCATE button. 
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15. Click the PROCEED button.  

  

 

  

The Transfer Confirmation message is displayed on successful transfer of charge. 
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79 

Glossary 

A 

ARN: Application Reference Number 

C 

CBEC: Central Board of Excise and Customs 

F 

FLLP: Foreign Limited Liability Partnership 

G 

GST: Goods and Services Tax 

GSTN: Goods and Services Tax Network 

L 

LLP: Limited Liability Partnership 

O 

OTP: One Time Password 

V 

VAT: Value Added Tax 

 


