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1. FAQs on Returns Offline Tool

Returns Offline Tool
1. What is Returns Offline Tool?

Businesses that generate a large number of invoices in a tax period may find it cumbersome to upload
invoices one-by-one. Not only that, it will become a time-consuming activity with a cost implication.
Therefore, to facilitate the upload of invoices in bulk, Goods and Service Tax Network (GSTN) provides
Returns Offline tool for Returns in which a taxpayer can add up to 19,000 line items in the offline mode and
upload them to the GST Portal in one go. In case a taxpayer has more invoice data, they can use the
Returns Offline tool multiple times to upload the same.

2. How can I download and install the Returns Offline tool in my system from the GST Portal?

1. Login to the GST Portal www.gst.gov.in .
2. Go to Downloads > Offline tools > Returns Offline tool > Download button.
3. Unzip the downloaded Zip file which contain GST Offline-Tool.exe setup file, Sample files folder,
Readme.txt and User Manual
e GST Offline tool.exe setup file for the Returns Offline tool to be installed in the local machine
(your computer).
e Sample files folder which contains the excel templates with some sample data which should be
deleted and actual data should be captured for importing the same to the Returns Offline tool.
e Readme.txt explaining in detail the prerequisites (system and software requirements of the
computer in which the Returns Offline tool is to be installed) for successful working of the tool.
Note: Ensure that the system requirements are met including the disk space of 50 MB.
e Invoice Upload Offline tool User Manual.pdf to view the detailed steps and screenshots to
upload the invoices through the tool.
4. Install the Returns Offline tool by double clicking the GST Offline tool.exe set up file and browse the
location where you want to save the Returns Offline tool files in your computer.
Note: Avoid installing the Returns Offline tool in the same location where you have saved the zipped files.
5. The Offline tool Logo will appear on the desktop.
6. Fill the invoice details in the Returns Offline tool manually or use sample templates.

The Offline tool icon will appear as shown below:

GST Offline
Tool

Important Note: - In case, User un-installs the Tool and re-installs the Tool, he should re-install at the same
location. In case, User re-installs the Tool on different location he has to restart the system so that Tool
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refers to the new location. If user doesn’t restart the system, Returns Offline tool will refer the old path and
will not be able to open the project.

3. What are the basic system requirements/ configurations required to use offline utility and where
can | download them?

The offline functions work best on Windows 7 and above with Internet explorer 10+ and MSEXCEL 2007
and above. Detailed system required are available at (https://www.gst.gov.in/download/returns) and also in
the readme.txt and the detailed user manual downloaded along with the Offline tool.

If there is any problem in launching the offline tool on some versions of Windows 7, please make sure that
the installed browser is Internet Explorer version is 10 and above.

It is highly recommended that Internet Explorer 10+ is installed on your system.

4. After installation where can | find shortcut icon to launch the Offline tool?

The shortcut icon of the Offline tool with name GST Offline tool can be found on the desktop.

5. How do | open or launch the java tool?

One can launch the GST Offline tool by double clicking on the Java Offline tool icon on the Desktop.

6. Where can | find the detailed user manual of the Offline tool?

The detailed user manual gets downloaded along with the Offline tool and the excel workbook template.

7. Is the Offline tool mobile compatible?

No. Offline tool cannot be used on mobile. For system requirement, please refer
(https://lwww.gst.gov.in/download/returns)

Currently, Offline tool can only be used only on desktops.

8. Can ataxpayer sign/ submit his return in the Offline tool?

No. After upload of the return to the GST Portal, the taxpayer has to generate a summary, verify the
correctness of the summary and electronically sign the GSTR 1 by either DSC, E-sign or EVC.

9. Will Offline tool have options to add my actions?

This functionality is related to GSTR 1A and GSTR 2 and will be made available in the next version.
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10. Can | prepare GSTR 1 even when | am not connected through internet to the GST Portal or
through GSPs?

Yes. A free Excel based Java Offline tool along with the excel workbook template of GSTR 1 can be
downloaded from the GST Portal (https://www.gst.gov.in/download/returns) and these can be used to
prepare GSTR 1 in offline mode without any internet connectivity.

11. Do you need to generate invoices on computer for preparing the excel sheet?

No, you can prepare GSTRL1 in case of hand written invoices also by either

1. Entering the required details of handwritten invoices in the excel workbook template and then
importing them in the Java Offline tool to prepare the .json file.
or

2. Enter directly in the Java Offline tool to prepare the GSTR 1 file in .Json format which is understood
by the GST Portal.

12. Can | use the Offline tool to upload only the invoice details of supplies to registered taxpayers at
any time?

Yes. The taxpayer can enter the details only of the invoices of supplies to registered taxpayers in the b2b
worksheet of excel workbook template and import it in the Java Offline tool or enter directly in the b2b
section of the offline tool and generate a .Json file and upload to the GST Portal.

13. Can the taxpayer or GST Practitioner prepare return of several registered entities of the same
PAN or different PAN after installing the Offline tool on his computer?

Yes. A taxpayer or GST Practitioner can prepare GSTR 1 of several registered GSTINs from the same
computer after installing the Offline tool. The tool prepares .Json files for different GSTINs in with different
name in the default format Month_YYYY-YY_GSTR1_ SupplierGSTIN. This format can be changed by the
taxpayer as per his convenience.

Thus the ‘default name’ of Json file generated from the tool will have details of GSTIN and Tax period for
easy identification.

14. How will I know what fields are mandatory and non-mandatory?

Please refer to the Help Instruction Sheet in the excel workbook which mentions about the mandatory and
non-mandatory fields.

All the mandatory fields have been marked with “*” . In the java Offline tool also all the mandatory fields are
marked with asterisk “*”
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15. Can | edit invoices uploaded through Returns Offline tool in the GST Portal?

Yes, you can edit the invoices uploaded through Returns Offline tool in the GST Portal before the return is
submitted for processing.

16. How can | check the status of uploaded invoices if | have submitted the same through Returns
Offline tool?

You can check the status of the uploaded invoice details on the Portal once json file is uploaded to the
Portal. As soon as the JSON file is uploaded to the Portal, a reference id is generated along with status by
the Portal. Once the upload is success the summary of the invoices uploaded, is updated in the respective
section of the return.

17. Will the Offline tool directly upload to Portal?

Json file created by Offline tool can be uploaded by logging in to the Portal through the PREPARE
OFFLINE button available on return dashboard in GSTR 1 tile.
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Uploading Invoices

1. How can I fill the Invoice data in offline mode through the Returns Offline tool?

Once you have downloaded and installed the Returns Offline tool, you can use any of the four options to
upload/fill the invoice data.

Option 1: Manual Entry of Invoice Data

Option 2: Import Excel Workbook consisting of multiple sheets
Option 3: Copy and Paste from Excel Workbook:

Option 4: Import the csv file

2. How can | upload the invoice data on the GST Portal?

After generating the return file in json format through Returns Offline tool, login to the www.gst.gov.in URL
for uploading the invoices.

Ensure that you are connected to the Internet to upload the JSON file to the Portal.

3. How many maximum number of invoices can be uploaded through Returns Offline tool in one go?

You can add up to 19000 line items comprising of all the different sections like b2b and b2c (large) in an
offline return. There may be several line items in an invoice and hence the number of invoices that can be
uploaded may be less than 19,000. The file generated for 19,000 or less line items can be uploaded to the
portal at one go.

In case you have more invoice data, you can use the tool multiple times to generate the json file to upload
the invoice data.

However, one needs to be careful, if the same record has been uploaded earlier and is also present in
subsequent uploads, the earlier record will get overwritten.

4. | have uploaded 100 invoices but only 85 invoices are visible on the GST Portal. Why?

For these 15 invoices, the validations already present in the Portal have failed and therefore these 15
invoices have been rejected. Error log for same will be created & it can be downloaded from Portal and be
opened using the tool. After resolving the errors and generating the json, invoices can be submitted again.

5. How can | upload my invoices after correcting my data offline?

Yes, a new json can be created of the corrected data and uploaded on to the GST portal after logging in
with valid credentials.
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6. How can | upload changes to already uploaded transactions?

Yes, one can make changes in the excel and generate json file and upload the json again on the Portal as
the data will be overwritten on the Portal. This case is only possible before the final submission on the
Portal.

7. Where can | see my uploaded invoices on the Portal?

The uploaded invoice can be seen by logging on to the Portal with valid credentials and clicking the B2B tile
on the GSTR 1 page. The top right corner of the tile displays the total number of invoices successfully
uploaded in the GST system.

8. How can | verify that my invoices have successfully uploaded or not?

If the number of invoices visible on the top right corner of B2B tiles increases by the number of invoices for
which JSON file was created, then all the invoices have been successfully uploaded. One can view the
uploaded invoice details by double clicking on the B2B tile if the number of invoices is less than 500.

9. How many invoices one can see on the portal in each section of GSTR1?

One can see upto 500 invoices in each section of GSTR 1.

10. How can | see my uploaded invoices if the uploaded invoices number is more than 5007

If the number of uploaded invoices is more than 500, one would have to download the invoices and view it
in the Offline tool.

11. How can one delete or modify invoices if number of invoices uploaded/entered more than 5007

One would have to download the uploaded invoice and delete or modify them in the tool and again create
the JSON file and upload on to the GST Portal. The invoices with delete flag would get deleted.

12. How can |l update my invoices in the Offline tool?

The invoice details in the java offline get updated if the same number invoice details are again entered in
the excel workbook template and imported in the java Offline tool. Invoices can also be updated directly in
the offline tool if the excel workbook data is imported in the java offline tool.
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Excel File Template

1. What is multi section excel and where it is available?

You can add invoice details in the multi section excel. It is available as part of the downloadable zip file.

2. Is it mandatory to fill all sections in multi section excel file? Can | use multi section excel file even
though I have limited section data?

Filling all the sections of the excel worksheet is not mandatory. You can use the excel worksheet to enter
data for selective sections also. Remaining sections can be kept as blank and the Returns Offline tool will
leave those sections blank and fill data only for the applicable sections as filled in the template.

3. Can one use the same Excel workbook Template to prepare files of different GSTINs?

Yes. Separate Excel workbook Template with different name can be prepared by the Taxpayer for different
GSTIN on the same computer. These different excel files can be imported in the java Offline tool to
generate the .json file for different GSTINs for upload on the GST Portal.

4. Is there any fixed format for naming the Excel workbook?

There is no fixed file format but user can rename as per his/ her convenience.

5. Will the offline excel template do necessary validation checks? If yes, what are the checks that
can be performed?

Validations checks that can be carried out in offline mode are done in the java Offline tool. The excel tool
has only a few format restrictions.

6. When | uploaded the excel, my non-editable data (unique id) was wrong. When | am looking into
the uploaded data in summary it is showing red block as the data is incorrect. How can | correct this
data?

You need to delete the specific invoice and then add a new invoice with the correct invoice details. The
unique details cannot be edited by the user.

7.1am a GST Practitioner. | used to prepare Excel workbook for more than one taxpayer. Suppose |
wrongly uploaded the json fie pertaining to X taxpayer instead of Y taxpayer, is there any
mechanism for restricting such wrong upload?

Yes. The java Offline tool requires the taxpayer to enter the GSTIN of the taxpayer whose return is being
prepared and the generated Json file will contain the GSTIN of the particular tax payer i.e. X and if by
mistake Json of X taxpayer is being uploaded in after Y taxpayers log in, the system will throw error.

Json file of X taxpayer will not be allowed to be uploaded in Y taxpayer’s login.
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8. I am using third party accounting software for invoice generation. Can | generate Excel File as per
the template from the accounting software and upload? Or | need to enter the details again?

If the invoice upload and excel file generated by the third party is in the same format as provided in GSTN'’s
excel workbook, the same can be uploaded. Else, .csv format is also supported by the Offline tool. The
.csv format file generated by the third party accounting software can be imported in the Offline tool.

9. In the Excel workbook, only tax rate and taxable value are mentioned not tax paid details.
Suppose | am not sure about the rate of tax, can | enter lower rate in the Excel and pay higher tax to
avoid interest in future?

Yes. If the tax collected or liable to be paid by the tax payer is different form the computed tax rate he can
edit the tax amounts displayed in the offline java tool.

10. If  have imported the excel once in the tool, can | change the data in excel and import again?
What will happen if | import the excel again? Will the data get overwritten or rejected?

Yes, one can import after changing the data in the excel. If the data is imported again are

1. Invoice details in the section in which invoice level declarations are to be made then the earlier
declared invoice details are overwritten by the later uploaded invoice details.

2. In B2CS section in which consolidated details POS and rate wise has to be furnished, if the lines
with same POS and rate are again uploaded the earlier declaration get overwritten. However, in this
sections if for the same POS, details of a rate different from the earlier uploaded rate is again
uploaded, it gets added to the earlier uploaded data.

3. In other sections in which consolidated data has to be uploaded like AT, ATADJ, HSN, Exempted
etc., all the details uploaded earlier will be overwritten, hence it is advisable that these sections are
furnished after the end of the tax period

11. Can | add the new data to previous imported excel data and import again in the Offline tool?

Yes, one can add new invoice details to previous imported excel data in the Offline tool by entering new
invoice data in the excel workbook template and importing again. The new invoice details will overwrite the
earlier details.

12. In case of summarized information table (Ex: Nil/AT/HSN Summary) other than B2CS summary,
what will be the impact of subsequent uploads? When will it append versus when will it replace?

In case of sections where summarized information are to be uploaded the later uploads will completely
overwrite the data of the whole section uploaded earlier.

13. What details to be captured in the Offline tool or excel to update the shipping details? Full
invoice details or only the shipping details?
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Shipping details are not mandatory at the time of uploading export details. The shipping bill number for the
export invoice can be furnished later through the amendment table.

14. Are negative / zero (nil) values allowed in excel/Offline tool?

No the Offline tool will not allow negative values for value, taxable value or tax amounts.

15. Can | modify or delete the data imported through excel in the Offline tool?

Yes the data imported in the Offline tool from the excel workbook template can be modified or deleted in the
java Offline tool.
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CSV Template

1. Whatis csv file?
Offline Tool support upload on invoice details in the .csv format. The .csv format refers to comma-
separated values format.

2. How many types of csv file are there as part of the Returns Offline Tool? Where are the CSV files

available?
There are 9 csv files part of the Returns Offline Tool downloadable zip file.
= Choose File to Upload
@ * P e gst_offline_.. » Section_wise_CSV _files N Search Section_wise_CSV files 2
Crganize - New folder =~ [ @
® Saved [~ Mame Date modified Type Size
Searche o
ot Vid at.cov 24-Jul-17 10:41 AM - Microsoft Excel C...
ideos 5 ) _ )
; . ] atadj.csv 24-Jul-17 10:41 AM - Microsoft Excel C...
| Favort I _ .
B Thic pC b2b.csv 24-Jul-17 10:41 AM - Microsoft Excel C...
is . - .
= Deskt blcl.csv 24-Jul-17 10:41 AM - Microsoft Excel C...
; DES o blcs.csv 24-Jul-1710:41 AM  Microsoft Excel C...
| Docum = ~ )
Downl cdnr.csy 24-Jul-17 10:47 &AM Microsoft Bxcel C...
& Bowmie cdnur.csv 24-Jul-1710:41 AM  Microsoft Excel C...
| gst_o I - .
v EXp.CSV 24-Jul-17 10:41 AM - Microsoft Excel C...
. gst N - .
-9 5- hzn.csv 24-Jul-17 10:41 AM - Microsoft Excel C...
| i
,_i: gst_o
ot Music
=| Picture: ,, 3
File name: v| |Custorr1 Files (*.csw) v|
| Open | | Cancel |
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Copy and Paste Excel

1. Copy & Paste excel option is showing error as invalid input. What it means?

Please ensure while copying the data you have copied the header sections (Top 4 rows of sheet) along with
the Header data from Row1 of the sheet.

2. How can | use the copy excel and paste facility in tool?

One needs to select data from an excel worksheet from the topmost left corner to the bottom most right
corner which needs to copied and click copy and then paste it in the Offline tool in the window indicated for
copying after selecting the tab of “copy from excel” in the “import file” tab.
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JSON File

1. What will be file extension of generated file from Offline tool for GSTR-1?

A JSON file with file extension .json gets generated from the Offline tool.

2. What is the maximum size of JSON file?

Maximum size of the json file should not exceed 5 MB.

3. How can | check the file size of the generated json file?

Right click on the file and click on Properties. You can see the size of the generated json file.

4. What will happen if the file size of generated json is more than 5 MB?

GST Portal doesn’t allow the json file to be uploaded with file size more than 5 MB. Delete some of the
invoices in order to generate the json with file size less than 5 MB. You can generate the file again with
these deleted invoices to upload the same on the Portal.

5. Suppose my Json file exceeded 5 MB size, can | zip and upload?

If it is more than 5 MB, it is recommended to upload the data in multiple goes through multiple files.

6. Can | generate multiple json files for a single tax period?

Yes. You can generate multiple json files for a single tax period depending on the volume of data to be
captured for the return.

7. Where will the generated JSON file get saved?

By default, it will be saved in the Downloads folder. You can also choose a different location to save the
same.

8. What are the basic checks that | have to do in the Returns Offline tool to ensure successful
upload of json file on the GST Portal?

You need to check that section wise all fields are filled properly without any error or omission. Tool will
highlight fields having errors in RED color. Please ensure you fill the template as per the instructions
provided in the Excel template.

9. Is Can a taxpayer generate multiple json files for a single tax period?

Yes. However, the taxpayer needs to be careful while naming the saved files to distinguish them.
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10. I am using third party tool for invoice generation. Can | generate Json file directly from the Tool
and upload?

If the Json format generated by the third party tool is understood by the GST portal, then one can upload
the Json directly.

11. When | uploaded the json on the GST portal it has generated the reference ID but | am unable to
see the Invoice details added.

It can take few minutes to display the invoice details in the summary.

12. What happens if | am not connected to Internet while uploading the json file on the GST Portal?

JSON file generated through the Returns Offline tool can be uploaded to the GST common portal only when
you are connected to the GST Portal through the Internet.

13. Can a taxpayer prepare his GSTR 1 by preparing the .Json file of different sections of GSTR 1
and upload it to the GST portal?

Yes. He can prepare the offline .Json file of different sections of return together using the Java Offline tool
and excel workbook template and upload to the GST portal at one go.

This means that a taxpayer can fill data in one or many worksheets of the Excel Workbook Template and
import it in the Java Offline tool to prepare the .Json file for upload.
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Error File

1. What is error file?

If the upload of invoice details is processed with error after upload at the GST Portal, the errors are
generated in the error file. This file is in JSON format.

2. How do | open and correct my incorrect invoices rejected by the system while uploading json?

The downloaded error file can be opened in the java tool and correction and modification made in the
opened error file.

3. Where can | find the error file if some error occurred during upload json?

If the upload is processed with error, a generate error link would be visible on the upload page, clicking
which will generate an error file after around 15 minutes. Once the error file is generated a link will be visible
for downloading the error file.

4. How many error file can be open at atime in offline?

One can view one error file at a time.

5. What will be the file extension of error file?

The error file has the extension .zip. And it can directly opened in the java Offline tool.

6. How | can know that any error has come while uploading the json?

If any invoices or details fail to upload, a message of upload with error would be visible after uploading the
file.

7. Will the offline tool provide appropriate error messages or alerts in case of wrong data entry?

Yes. The tool will provide appropriate error messages or alerts in case of wrong data entry or in case the
mandatory field is not filled in.
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2. Returns Offline Tool: An Overview

Businesses that generate a large number of invoices in a tax period may find it cumbersome to upload
invoices one-by-one. Not only that, it will become a time-consuming activity with a cost implication.
Therefore, to facilitate the upload of invoices in bulk, Goods and Service Tax Network (GSTN) provides
Returns Offline tool for Returns in which a taxpayer can add up to 19,000 line items in the offline mode
and upload them to the GST Portal in one go. In case a taxpayer has more invoice data, they can use
the Returns Offline tool multiple times to upload the same.

The appearance of the Returns Offline tool is similar to that in the web portal and the functionalities are
identical.

Before you download and install the Returns Offline tool, make sure that your desktop meets the system
requirements.

System Requirements

Windows OS 7.0 and above

Microsoft Office Excel 2007 and above, if you plan to use Excel to enter data
first and then import the same in the Tool. If you can import data in csv
format from another accounting software, as given along with Tool in the Zip
file of Tool, you do NOT need Excel.

Internet Explorer (IE) version 10 and above for best view. It is highly
recommended that Internet Explorer 10+ is installed on your system.
If there is any problem in launching the offline tool on some versions of
Windows 7, please make sure that the installed browser is Internet
Explorer version is 10 and above.

Admin rights of the system

Unzip tool on the system
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Download and Installation of the Returns Offline tool

Login to the GST Portal and download the
Upload/Download Offline Tool

Unzip the Zip file

Install the Offline Tool By double clicking on .exe file

Read the "ReadMe.txt" file and ensure system
requirements mentioned are met including disk space

Read the User Manual

Once you have downloaded and installed the Returns Offline tool, you can use any of the four options
to upload the invoice data to the tool. In this manual, you will learn about all the four options of uploading
the invoice data through the Returns Offline tool.

s  Option 1: Manual Entry of Invoice Data —_—

Option 2: Import the All sections Excel Workbook consisting of multiple
work sheets

s  Option 3: Copy and Paste from the Excel Workbook

md  Option 4: Import the .csv file
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3. Downloading the Returns Offline Tool

Downloading the Returns Offline tool is a one-time activity, however, it may require an update in future
if the Tool is updated at the GST Portal. Please check the version of the offline tool used by you with
the one available for download on the GST Portal at regular intervals.

To download and install the Returns Offline tool to create new data for return, perform the following
steps:

["‘“‘\ You can download the Returns Offline tool from the Portal without login to the GST Portal.

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

2. The GST Home page is displayed. Click the Downloads > Offline tools > Returns Offline tool.

Returns Offiine Tool Version V1.1

Download, extract and run the Returms Offiine Too! to coliate and upload the Inveices and other data in offine made, Currently this tool s avatlable only for

Your downicaded (Returns Offling Tool) zip file contains:

GST Dffiine tool (Application)
Section Wise CSV files

GSTR1 Excel Workbook Template
User Manual

Readme

3. The Returns Offline tool page is displayed. Click the Download button.
The download of the Returns Offline tool usually takes 2-3 minutes to download
' depending on the Internet speed.

4. A confirmation message is displayed on the screen. Click the PROCEED button to download the
Returns Offline tool from the GST Portal.

Information

Are yous sure you want to download this utility?

l CANCEL

The Progress update page is displayed in a new browser tab. You can notice that the download is
in progress.

5. Browse and select the location where you want to save the downloaded files.
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In some machines, depending on your browser settings, the files are downloaded in the
' folder Downloads on your machine.

@ * T & » ThisPC » OS5Disk (C) » Users » khushboo_jain03 » Downloads
o Intel ~ MName Date modified Type Size
. Perflogs - - = - =
. |_i gst_offline_tool.zip 24-Jul-17 10:36 AM  Compressed (zipp... 18,105 KB
.. Program Files
.. Program Files (x86)
. SmART AssySt
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4. Installation of the Returns Offline Tool

Once the download of the Returns Offline tool is complete, you need to install these downloaded files on your
machine.

1. Unzip the downloaded files and extract the files from the downloaded zip folder gst_offline_tool.zip. Zip
folder consists of the following files as shown in the screenshot below.

e GST Offline tool.exe file for the Returns Offline tool to be installed in the local machine (your
computer)

e Section_wise_CSV files folder which contains .csv file with the sample data which should be
deleted before filling the actual data to the template

e GSTR1_Excel_Workbook_ Template-V1.2.xlIsx file to upload invoice data entered in the
respective worksheets for all sections at one go

¢ Readme.txt file that explains in detail the prerequisites for the Returns Offline tool

¢ Invoice Upload Offline tool User Manual User Manual detailing out the guidance for taxpayers to
use Returns Offline tool.

Save Excel file and CSV files on your machine as these contain the templates in which data
can be entered to be used by the Returns Offline tool.

Section_wwse CSV files
£2 GSTY Cffline Toot.exe
0 | GSTRY_Excel_Workbook_Template-V1,20x
™ irverce UplosdDownlosd Offline Tool_UserManual-V1.1 po¥

Resdme et ; 17 P Tert Docurment 51

2. Open the Readme.txt file to get the information of the Returns Offline tool installation process.

£ Readme.txt - Notepad = =
File Edit Format View Help
r‘#k##kkkkkkkkkkkkkomine Utlllty |r|fDrmationkkkkkkkkkkkkkkk FY

EEEEEEEEEEEEETEEE

rPrarequisites Before Installation

1. Windows OS 7.0 and above System should be of 32bit or 64 bit.

2. The version of Microsoft Excel on your Computer system should be Microsoft Office Excel 2007 and above, if you plan to
use Excel to enter data first and then import the same in the Tool. If you can import data in csv format from another
accounting software, as given along with Tool in the Zip file of Tool, you do not need Excel.

3. User should have admin rights of the system.

4. Extract tool on your system and double click in order to make it run.

TR

¥ nstallation

1.After Downloading and extracting the OffiineTool.zip from GST Portal run the offline-utility.exe.
2 Click Next to Continue the setup installation.

3.Check the "Create Desktop lcon” Checkbox and click "Mext".

4_Click the "Install" button to start the installation.
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3. Double click the GST Offline tool set up file.

Section_veese_CSV_files
[ 2 GST Offfine Toolexe l

07 GSTRY_Excel Workbook Template-V1 2aice
= evoxce UplosdDownlcad Cffiine Tool_UserManual-V1.1.pdf

Resdme tat

4. Click the Yes button to install the Offline tool.

Ay User Account Control

|@ Do you want to allow the following program from an
unknown publisher to make changes to this computer?

Prograrmn name:  GST offline tool.exe
Publisher: Unknown
File crigin: Hard drive on this computer

(%) Show details Ves

Change when theze notifications appear

5. Click the Next button.

= Setup - GST Offline Tool - =

Welcome to the GST Offline Tool
Setup Wizard
Thiz will install GST Offline Tool V1.0 on your computer.

Itis recommended that you dose all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.
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6. Click the Browse button to select the destination location of your choice to install the Returns Offline tool.
7. Click the Next button.

required space is available on your machine for the installation. Download of the Tool is not

|’:""N The needed disk space for installing the Returns Offline tool is displayed. Ensure that the
' completed when there is insufficient space on your machine.

= Setup - GST Offline Tool S

Select Destination Location
Where should G5T Offline Tool be installed?

l Setup will install GST Offine Tool into the following folder,

To continue, dick Next. If you would like to select a different folder, dick Browse.

| | | Browse... |

Atleast 45.1 ME of free disk space is required.
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8. Select the checkbox for Create a desktop icon to create an icon for the Returns Offline tool on the desktop

as a short cut. Click the Next button.

= Setup - GST Offline Tool

Select Additional Tasks
Which additional tasks should be performed?

Tool, then dick Next.

Create a desktop icon

« Back

Mext =

Select the additional tasks you would like Setup to perform while installing GST Offline

Cancel

9. Click the Install button.

= Setup - GST Offline Tool

Ready to Install
Setup is now ready to begin instaling GST Offine Tool on your computer.

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.

Destination location:
C:\GST Offline Tool

Additional tasks:
Create a desktop icon

Cancel

Setup will be installed along with the required software in your machine. The installation of the
Returns Offline tool usually takes 2-3 minutes depending on the Internet and System speed.
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Returns Offline tool set up is completed. Ensure that both the checkboxes are selected in order to start the
tool. Click the Finish button.

= Setup - GST Offline Tool -

Completing the GST Offline Tool
Setup Wizard

Setup has finished instaling GST Offline Tool on your
computer, The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.

Finish

Important Note: - In case, you un-install the tool and then re-installs the tool, you should re-install at the
same location.

In case, you re-install the tool on different location you need to restart the system so that tool refers to new
location. If you will not restart the system, the Returns Offline tool will refer the old path and will not open the

tool.

10. Notice that the desktop icon for the tool is created on the desktop. Double click the Offline tool icon on
your desktop to open the Tool.

GST Offline
Tool
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5. Uploading Invoice Data using the Returns Offline Tool

Let us take an example where you need to upload the Outward Supplies invoices in the GSTR 1 for the
Financial Year 2017-18 and Return Filing Period as April on the GST Portal using the Returns Offline tool.

To add the B2B invoices in the GSTR 1 on the GST Portal using the Returns Offline tool, perform the following
steps:

1. When you double click the Offline tool icon on your desktop, the Offline tool Home Page will be displayed.
This page has following three tabs:

e Upload new invoice/ other data for return: The NEW button is used to Upload New Invoice/ upload
other data. (Return will be prepared on the GST Portal based on the data uploaded using the tool.
One can upload invoice data as many times as one wants.)

e Open Downloaded Return file from GST portal: The OPEN button is used to open Downloaded
pre-auto populated Return file (like GSTR-1,1A, 2A..etc) which was downloaded from GST Portal.
This section is currently disabled and will be provided in Ver2.0 of the tool.

e Open Downloaded Error File from GST portal: The OPEN button is used to open error file to
understand the errors occurred on the portal while uploading the JSON file to the portal and take
necessary action to rectify the invoices rejected by GST Portal.

GSTR Returme

el
&b

Gaods and Services Tax Offline Tool

Upload new Involce/other data for return Open Downloaded Return file from G657 portad Open Downloaded Ervor file from GST portal

Instructions

NEW hutton! To upload new mvoice/other data for OPEN button: To apen retumn file downloaded from GST OPEN button: To cpen error Hie downloaded from GST
return. Taspayer Can upload Invoice data as many Dmes POrtal 1o accept, raject, modey and add Missng Mvace POCLA 10 COMOCT the Invoice Gata rejected by GST

o needed detsls System
Overview

The Offline Tool version 1.1 has been designed to enable taxpayers to upload Invoice data and other data by callating that in the tool In offline mode {without
internet).

The Offfine Tool verséon 1.1 includes Busi 1o Basi (B28), Busi toC inter-state for amount exceading ks 2.5 Lakhs (B201), Business to Consumer
less than Rs 2.9 Lakhs (82CS), Uxports, Credit/ Debit Note (CONR) and Credit/ Debit Note for unregistered Persons (CONUR), Advances, Advance Adjustments and
HSN.

Maln features of OfMEine Took:Data entry of wivsice data and other data In the tood as required under GST Law under various categories like Business 10 Business (B20), Business 1o

ner Smpl (H2c8), Erports, IMpoms, Credit/Deb® Note «1c, into the tocl

file created for the ot
detals manually or use Excol Workbook [*, xIsx/xls) with separated worksheets for each section af retumn for inputhing eveice

2. To upload invoice details for filing return, click the NEW button. The File Returns page is displayed.

3. From the GST Statement/Returns drop-down list, select the GSTR 1 option.

4. In the GSTIN of Supplier field, enter your GSTIN (Being a supplier when you are preparing data for
GSTR 1). Say for example your GSTIN is 18AAAAS0793A1ZR, enter this data in GSTIN field.

5. Inthe Financial Year drop-down list, select the financial year for which the return has to be prepared and
filed. In this example, we select as 2017-18.

At any point of time, only two financial years will be available in the drop-down list. As 2017-18
is the first year of implementation, only one year is available as the selection in the drop-down
list.
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6. From the Tax Period drop-down list, select the tax period for which return for which the return has to be
prepared. In this example, the tax period is selected as April.

7. Inthe Aggregate Turnover in the preceding Financial Year field, enter your aggregate turnover in the
previous financial year which is a mandatory field.

8. In the Aggregate Turnover - April to June, 2017 field, enter your aggregate turnover for the quarter
ended 30% Jun-17 which is a mandatory field. If was no such turnover is there, enter 0.

9. Click the PROCEED button.

= GATH Returms =

&

Goods and Services Tax O

Tax Perod* Aggregats Turnover in the precedng Fimandal Year * Aggregate Turnover- Apnl to Jure, 2017°

| rroceeD

When the GST Offline tool zip file is downloaded, an excel workbook is also downloaded with it. This
Workbook is used to upload invoice data to the tool.

Maximum number of Invoice line items which can be uploaded at one time is 19,000.

GETR Retirm

SHecover GSTIN/VIN® Shavwsce Mo, * Stvoice Datn * 1010l towonr SMace (4 Sapoly Supply Type* Tnvasce Type * Wwrorras - Commprcs GUSTIN Actins
. ares

- <t ; vt v n
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Next step is to upload the invoice data. There are four options to upload the data.

Option 1: Manual Entry of Invoice Data

Option 2: Import full Excel Workbook consisting of multiple sheets
Option 3: Copy and Paste from Excel Workbook

Option 4: Import the CSV file

Option 2, 3 uses an Excel template that is explained in the later section of this document & option 4 uses
CSV template.

Option 1: Manual Entry of Invoice Data

To enter the invoice data manually in the Returns Offline tool directly, perform the following steps. Here, you
can enter details of only one invoice at a time.

1. From the Select Section drop-down list, select the applicable section where the invoice data needs to
be entered.

2. Enter the invoice details in each column like Receiver GSTIN/UIN, Invoice No. etc.

3. Click the Plus icon (Highlighted in Red square under Actions column) on the right side in order to fill the
item level details for this invoice.

Enter the GSTIN in the correct format or else system will display an error message at the time
of entry itself.

In case an invoice is uploaded twice in the same tax period in the Returns Offline tool, then the Tool will
overwrite the earlier details, however if the same invoice is existing in the earlier tax period filed return in
the GST system then the Returns Offline tool may not be able to identify the duplication and error
message will be populated only when the invoice data is uploaded to the GST Portal where duplicate
entry check is done & error file will be created for the same, user can open it using tool as discussed
earlier.

GETR Retm

INPORTY e DELETE ALL DATA VIDW SuMmaxy

Suhwct Section® f oon - AL, A, AT, 6, ¢ - Q

SHecower GSTIN/UIN® Slavwece Mo * Shmvice Datn * 21010 lowvonr Srace (4 Supoly Supply Type * Tnvascn Type * Marovrer E-Commrrcs USTIN Actise
. Charge

[ | | ] [ o] | | (o= ] 1 =] o]
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4. The Add Items page is displayed. Enter the item level details and click the Save button at the right side
of the screen bottom in order to save the line items.

All line items of same rate has to be reported as one line item, hence a maximum 7 Line items
are allowed in an invoice.

Al ams
Secticn © D28 Involcs s+ A342
Rate (W) Total Taxable Valun(t)* Contenl Tax Amount{€)* State/UT Tax Armasnt(T)* LSS Amcsrn(F])
> ) 0 o0
o3 ? Vil o Lo
1 » 0.1 m .00
= 3.0 20.1¥ " 000
12% 2 viLoo L o
s .00 L] .00
8% #0.00 LR .00 m oo
Wotn: Under Hate colisrn, combiosd rate (Slale GET » Cantral GET) or IGST meecds b b wiitten. Syates wil calculats then an e gen
]

5. Once the invoice details are saved, the success message is displayed.

' Ensure to save the data on a time to time basis to avoid any loss of data.

= G510 Revem — o IEN

Success

Raturn Inwolcs spdated secossehuly
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6. Notice that the invoices added manually are populated in the screen.

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

G Henm

Goods and Services Tax Offlne Tood
IMPONRT res DELETE ALL DATA VIEW SLUMMARY

Sadect Soouon* B Prvanice W, A, - M, o v Q
Shiecever USTEN/UIN®  Slavoiin Mo, * Siavinn Eatn* Shotal lnvolcn  S¥ie OF Suppty Supply Type* Tivoice Type®  Reverse  E-Commmrce GSTIN Actrene
Vadue(t)* . Charge
a 7 : o o
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Understanding the Excel Template

The multi excel sheet has eleven worksheets covering different tables in GSTR-1. When you first download
the excel sheet, there is a header in each sheet along with sample data. You need to delete the sample data
in each section and enter data of your business which you want to upload. You need to manually enter the
data in these sheets.

Panre N ) Veser)  Dedere Frwvve ' Fred
v ¥ fums P . < : # Ous it
— . Pere Aagrwert Mambes " ety
& PSABLDE V236V 5
& L] < o & ¥ G H | ] . L '
Sommary Fur B2H(4)
2 No, of Haciplents No, of Juvoices Total Invaice Valse Tutal Taxable Valoe  Total Coss
3 [ | 12 517000 09 AR4000
4 GSTINUIN of Recyy Ivece Nuthe  laace dne Esoke Valee Place Ol Spgly  Reverse Charge Iivoce Type E-Cosusice GSTIN Rate Tasable Vidae Cess Ay
3 ‘USABC:)EIJJAE:ZF 1000 -0l 17 2000000 17-Anciza Pradesh N Repdat 1100 4500000 756.00
4 |GABCDE I HELZF Al021 14-hd-1? 50000 00 11 Anclwa Pradmby N Kepda ER ] 40008 20
7 |0sABCOZI IR ZY 10004 4117 S2000 00 16-Telecgama N Regubar 1200 40000 20
A |0SABCOEIMELZF A0 a7 0000 00 31 Lakshdweep ¥ Repilar P R0 50003 20 6790 00
9 05ABCDE LZF A1002 017 L0000 00 37 Andws Pradesh Y Regdar 0.2% 40000 20
10 03ABCDEIELZF Al003 14-Jd-17 10000 0 37 Andwa Pradeh N Repda 12100 50000 20
11 0SABCDEISEL P A1 14 Jd-17 10000 00 V7-Andsa Pradgmh N Regiar ip0 15000 00
12 0AABCDE L 3SR ZY 11003 H-nd17 20000 00 3 7-Andwa Pradesh N Kegpular MABCOEIZHEICT 1200 4000520 .00
13 [ 0ABCDEIMEL A 19010 a1 20000 00 17 Asdiwa Prafesh x Repuat 1500 15006 90
14 0SABRC 1-4010 15017 43300 00 36-Teletgans N Repua .00 40000 90
13 BABRC AKNP 0000617 15-Jd17 45000 00 37-Andwa Pradesh N Repdar 100 4000 20
10 0SABCDEI2SELZF 08-17LKO 194 1517 45000 0 ) - Andiwa Praderh N Rrpéar BABCDEIZMEICF 1200 0000 10
17 0SABCDE I 2330 1 21 06-1TLRO1953 ts-Ju-17 4500000 37-Andwa Pradesh - Repia DIABCDEIZSEICT 2800 40000 20 50 00
19
1]
E
22
23
. Hetp imtnatn I 820 | w3 | kRiew e rden up | wany sy n o | .
featy Caudes :i3 n L > 00N

The table below provides the name, full form and detailed description for these eleven worksheets.

Worksheet Full Form of Description
Name Worksheet Name

b2b B2B Details of invoices of Taxable supplies made to other registered
taxpayers
b2cl B2C Large Invoices for Taxable outward supplies to consumers where

e The place of supply is outside the state where the supplier
is registered and
e The total invoice value is more that INR 2,50,000

b2cs B2C Small Supplies made to consumers and unregistered persons of the
following nature
e Intra-State: any value
e Inter-State: Invoice value INR 2.5 lakh or less

cdnr Credit/ Debit | Credit/ Debit Notes/Refund vouchers issued to the registered
Note/Refund voucher | taxpayers during the tax period.
Debit or credit note issued against invoice will be reported here
against original invoice, hence fill the details of original invoice also
which was furnished in B2B, B2CL section of earlier/current period
tax period.
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Worksheet Full Form of Description
Name Worksheet Name

cdnur Credit/ Debit Note for = Credit/ Debit Notes issued to the unregistered taxpayers
Unregistered Persons
exp Export Supplies exported
at Advance Tax Tax liability arising on account of receipt of payment before issuance
of invoice in the same period (on advance receipt/ on account of
time of supply) excluding tax amounts will be reported here as Gross
advance received.
atadj Advance Adjustments | Adjustment of Tax Liability for tax already paid on advance receipt
of consideration and invoices issued in the current period for the
supplies
exemp Nil Rated, Exempted @ Details of Nil Rated, Exempted and Non GST supplies made during
and Non GST the tax period
supplies
hsn HSN Summary Harmonized System Nomenclature (HSN) wise summary of
goods/services during the tax period
docs List of document Details of various documents issued by the taxpayer during the tax
issued period

Let us understand how to fill data in the different worksheets:

B2B (B2B Supplies)

Sample File for B2B:

A L]

Sammary For B2I54)

Noof Recipiests

No, of Invebces

Total Bsvaice Value

 §

2

3 1 | 2 | £17000 00/ | +35000 00 5

4 GSTINUIN of Recpeers fveice Number  Sovoice date lnveice Value _ Phace OfSqply  Reverse Csuge Iovoce Type E-Commerce GSTIN Rae Taxable Vake  Cess Amount
§ 0SARCDEISENZF L0002 (S8 S0 S0000 00 17-Andws Praded N Reguias 1250 4500%.00 T56.00
& OSABCDEINNEIZF A100Y 1421 40000 20 17-Andhwa Pradesk N Reguar 5% 20000 W0

7 WSABCDELIMEIZY 10004 14-0d17 5200080 36-Telengara N Repiar 12.00 300000

8 OSABCDEIMENZF A0 4Tk 5000050 11-Lakabdweep Y Repise 2300 S000%.90 £700.00
2 SABCDELSE1ZF Anom 4-Ju-1) 90000 20 1 7-Andwa Pradesh Y Reguar 025 0002 0

16 OSABCDEIEIZF Al08 Ja1? 10000.20 IT-Andwa Pradesk N Requias 1290 L0 <0

1 SSARCDEISEZF A3 t4-hé-17 10000 00 17-Aselws Praclesh N Repdar 5§60 35000 00

Field details for B2B:

Detalls of luvoices of Tasuble supplics made to ofher regisiered (axpayers

Help Tastruction

1. GSTINUIN of Recipiest

Enter the GSTIN or UIN of the receiver, B g 0SAETPPESETRIZF, Check that e
reg i actrve on e dwoe of the wrosce from GST portal

2, lavoice wamber

Enter the Invotoe number of tnvmces ised %9 regissered rocqents. Eaware duat the forman
in lphasranen: with ollvwed special characters of slohi ) and dash(«) . The sotal sumbes
of chaeaciers should tot be more s 14,

8. F Commerce GSTIN

3, Isvokee Dane Enter date of ivoloe m DD-MMBEYYYY E g J4May-2017
4. Tavoice valee Enter the \nf-l vakhie ndicated m the mvoxe of fhe ngphied joody or serrices- with 2
decrnal Dagrs
g 5. Placy of Supph{POS)Y Select e code of the stae from drop dows list for e place of sapply
6. Revwrse Chiarge Plesse aclect Y in N if the sapples services ioe subeett i 2 ad per revense thirgs
meckatim
7. Tavoke Type Sedect from the dropdonn whether e wipply b regalar, o %0 3 SEZ unnt deveinper with of

without parrment of tax or decesed expont
Emter the GSTIN of the ecommerce compacy € the sippbes are made theoagh an e
Commence opemair

9. Rate

10 Taxabide Value

11. Cess Asmount

Buter the oveniined {Stube twr » Cestraltax) o the Integenied tax. 18 sypleable

Exter the sable valee of the supplind goody oc servizes for each rate bine 7em

- with 2 decireal Digsts. The tasable vabse b to 3¢ costpaind o per GST viuatas

Ester the total Cess moust collectad pavabile ]
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B2CL (B2C Large)

Sample File for B2CL.:

Summary For B2CL(5)

No. of Invoices Total Inv Value Total Taxable Value  Total Cess

5 125000104 1621600.00 124536.00

Invoice Number Invoice date  Invoeice Value Place Of Supply Rate Taxable Value Cess Amount E-Commerce GSTIN
10001 I 14-Jul-17 250000.01 37-Andhra Pradesh 5.00 345600.00 20756.00 01ABCDE1234EICF
10002 14-Tul-17 250000.01 37-Andhra Pradesh 0.00 255000.00 20756.00
10003 14-Tul-17 250000.01 32-Kerala 12.00 255000.00 20756.00
10004 14-Jul-17 250000.01 37-Andhra Pradesh 5.00 265000.00 20756.00
10005 14-Tul-17 250901.00 04-Chandigarh 5.00 250000.00 20756.00 01ABCDE1234EICF
10003 14-Tul-17 250901.00 04-Chandigarh 28.00 251000.00 20756.00 01ABCDE1234E1CF

Field details for B2CL:

Worksheet
Name

Field name Help Instruction

Invoices for Taxable outward supplies to consumers wherea)The place of supply Is outside the state where the supplier is registe
Enter the Invoice number of invoices issued to Unregistered Recipient of the other State

1. Invoice number with mvoice value more than 2.5 lakh. Ensure that the format is alpha-numeric with
allowed special characters of slash(/) and dash(-) with maximum length of 16 characters.
2. Invoice Date Enter date of mvoice m DD-MMM-YYYY. E.g. 24-May-2017.
3. Invoice value Invoice value should be more than Rs 250.000 and up to two decimal digits.
b2cl 4. Place of Supply(POS) Select the code of the state from drop down list for the applicable place of supply.
5. Rate Enter the combined (State tax + Central tax) or the integrated tax rate, as applicable.

Enter the taxable value of the supplied goods or services for each rate Ine item -2 decimal
digits, The taxable value has to be computed as per GST valuation provisions.

7. Cess Amount Enter the total Cess amount collected payable.

Enter the GSTIN of the e-commerce company if the supphes are made through an e-
Commerce operator.

6. Taxable Value

8. E-Commerce GSTIN
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B2CS (B2C Small)

Sample File for B2CS:
Summary For B2CS(7)

Total Taxable Value Total Cess

226005.01 2075600
Tvpe Place Of Supply  Rate Taxable Value Cess Amount E-Commerce GSTIN
E E—Andhra Pradesh 5.00 -500000.00 01ABCDEI1234EICF
OE 37-Andhra Pradesh  28.00 50000.00 2075600
E 32-Kerala 12.00 25000000 01ABCDEI234E1CF
OE 37-Andhra Pradesh 5.00 76000 .45
E 36-Telengana 12.00 35000456 01ABCDEI1234EICF

Field details for B2CS:

Supplies made to consumers and unregistered persons of the following naturea) Intra-State: any valueb) Inter State: Invoice v.
1. Type In the Type column, enter E if the supply 1s done through E-Commerce or else enter OE
(other than E-commerce).
2. Place of Supply(POS) Select the code of the state from drop down hist for the applicable place of supply.
b2es 13- Rate Enter the combined (State tax + Central tax) or the integrated tax rate.
4T . Enter the taxable value of the supplied goods or services for each rate line item -2 decimal
. Taxable Value Sy : P
Digits, The taxable value has to be computed as per GST valuation provisions.
8. Cess Amount Enter the total Cess amount collected pavable,
t STIN it i h an e-
6. E-Com « GSTIN Enter the GSTIN of the e-commerce company if the supplies are made through an ¢
mere Commerce operator.
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CDNR (Credit/ Debit Note)

Sample Fllefor CDNR:

Neo, of Notes

\ouchers

0SABCDEI2MEIZF T 14Ja47
GSABCDEINMEIZF A3 e ey
|05 ABCDE1 21481 ZF 10034 Rt T
OSABCDEI2MEIZF AT00) TR* Ty
(CABCDE1JME1ZF LI004 14 a7
SABCDEI2EIZF L1008 -RE17

" Tovekce Advance Recoye dute Wv-asn* “Nore Riefind Voorker date Docamens Type Reason For busing focomere Place D7 &|

15:-hd 17 c 01-Sales Retarm 37-Andkea Prd
9000.‘ 15.Ju17 c 01-Sales Retamn 37-Andbez Prd
0003 15.Jd 17 c O4-Carmrectien in mvoce 36.Telengana
0004 15.0a-17 D 2)-Deficency m service 34-Pondiches]
90008 15010 C 0L-Deficiency in service 7. Andiea Pr
20005 15-Jd-17 c 01Deficency i service ¥7-Andisa Pry

Field details for CDNR:

Worksheet
Name

cdnr

Field name

Credit/ Debit Notes/Refund vouchers issued to the registered taxpayers during the tax period. Debit or credit note issued againg

Help Instruction

1. GSTINUIN

Receiver GSTINUIN

1. Invoice/Advance Receipt Number

Enter onginal mvoice number Reported in B2B section of earber perod /current tax penod
or pre-GST period against which credit/debit note is ssued. Incase of refund voucher
please enter the related advance receipt voucher number.

3. Invoice/Advance Receipt date

Enter the original nvoice'advance receipt date in DD-MMM-YYYY. E.g. 24-May-2017.

4, Note/Refund Voucher Number

Enter the credit'debit note number or the refund voucher number. Ensure that the format is
alpha-numenic with allowed special characters of stash(/) and dash(-) of maximum length
of 16 characters.

5. Note/ Refund Voucher date

Enter credit'debit note/Refund voucher date in DD-MMM-YYYY. E.g. 24-May-2017.

6. Document Type

In the document Type column, enter "D" if the note 15 Debit note, enter "C" if note is
credit note or enter "R” for refund voucher.

7. Reason For Issuing document

Select the applicable reason for issue of the document,

8. Place of Supply Declare the place of supply based on the original document.
9. Note/Refund Voucher value Amount should be with only up to 2 decimal digits.
10. Rate Enter the combined (State tax + Central tax) or the mtegrated tax.
Enter the taxable value of the supplied goods or services for each rate line item -2 decmmal
11.Taxable value

Digits, The taxable value has to be computed as per GST valuation provisions,

12. Cess Amount

Enter the total Cess amount.

13. Pre GST

Select whether the credit/debit note 1s related to pre-GST supphies,

Designed and Developed by GSTN
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CDNUR (Credit/ Debit Notes/Refund voucher for Unregistered person)

Sample File for CDNUR

Susmmary For CONUR(YE)
». of Notes'Y suchery No. of lsvuices
B2CL T 901 15Tl A7 C 12003 14-ha-17 01-Sales Return -
B 90007 15-7ah57 C 19004 H-Ng1T O1-Sales Return 37-
EXPWP 20003 150l t? C 81510 [ERT AN 08-Fruakeation of Provisiosal
EXPWOoP 90004 15-Muk17 c 81511 14717 (3-Coerection n noice
Bl 50003 15-Ju- 57 D 10055 H-0g17 D4-Correction a1 gvoie fes

Field details for CDNUR

Worksheet
Name

Fleld name Help Instruction

Credit/ Debit Notes/Refund vouchers issued to the unregistered persons against interstate invoice value is more than Rs 2.5 la
Select the type of supply to Unregistered Taxpayers (UR) against which the document has

1.0 Trye been issued. "EXP" For export invoices "B2CL" for supplies to consumers.
Enter the credit’debit note number or the refund voucher number, Ensure that the format is
2. Note/Refund Voucher Number alpha-numeric with allowed special characters of slash(/) and dash(-) of maximum length
of 16 characters.
' 3. Note/ Refund Voucher date Enter credit/debit note Refund voucher date m DD-MMM-YYYY. E.g. 24-May-2017.
} In the document Type column, enter "D” if the note 15 Debit note, enter "C" if note is
4. Document Type credit note or enter "R" for refund voucher.

Enter onginal mvoice number Reported in B2B section of earher penod/current tax penod
€dnur s Javoice/Advance Receipt Number or pre-GST Period against which credit/debit note 1s issued. Incase of refund voucher
please enter the related advance receipt voucher number.

} 6. Invoice/Advance Receipt date Enter the ongmnal invoice/advance receipt date in DD-MMM-YYYY. E.g. 24-May-2017.
‘ 7. Reason For Issuing document Select the applicable reason for issue of the document from the dropdown.
8. Place of Supply Declare the place of supply based on the onginal document,
: 9. Note/Refund Voucher value Amount should be up to 2 decimal digits.
| 10, Rate Enter the combined (State tax — Central tax) or the integrated tax rate.

Enter the taxable value of the supplied goods or services for each rate line item ~up to 2

L Taralie yalue decimal Digits, The taxable value has to be computed as per GST valuation provisions.
|
} 12, Cess Amount Enter the total Cess amount.

13. Pre GST Select whether the credit/debit note 15 related 10 pre-GST supplies.
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EXP (Export)

Sample File for EXP:

| Summary For EXP(6)

| No. of Invoices Total Invoice Value No. of Shipping Bill Total Taxable Value

6 405134.72 6 332659.00
Export Type Invoice Number Invoice date Invoice Value Port Code Shipping Bill Number Shipping Bill Date Rate Taxable Value
WOPAY ES 10 14-Jul-17 80048.36 INBS93 184298 15-Tul-17 5.00 78788.00
WOPAY 81511 14-Tul-17 50990.00 INB396 184299 15-Jul-17 12.00 44545.00
WPAY 81512 14-Tul-17 50048.36 INBS97 184300 15-Jul-17 12.00 48644.00
WPAY 81519 14-Jul-17 55048.00 INB%93 184301 15-Tul-17 5.00 0.00
WPAY 81520 14-Tul-17 5%9000.00 INB396 184302 15-Jul-17 5.00 54548.00
WPAY 81521 14-Tul-17 110000.00 INBSS7 184303 15-Jul-17 18.00 55567.00
WPAY 81521 14-Jul-17 110000.00 INBSS7 184303 15-Tul-17 5.00 50567.00

Field details for EXP:

Field nume Help Inatructicns

Name

Exports supplies Including supplies to SELZSEZ Developer or d d exports
1LExport Type In the Type column, entesr WPAY if the Export is with paviment of tax or else enter WOPAY.
Enter the Invoice munber msued 1o the registered receiver. Ensure that the format i alpha-numene with
2. Invoice number allowed specml characters of slash{/) and dash(~) with maxmmun length of sixteen characters.
3, luvolee Date Enter date of invoice in DD-MMM-YYYY. E g 24-May-2017,
4. Invoice value Enter the mvorce value of the goods or services- up 10 2 decumal Digits, L . L
. Enter the six digit code of port through which goods were exported. Please refer to the st of port codes
5, Port Code available on the GST common portal.
Enter the umque reference number of shippmg tall. This mformabon if not available at the timing of
6.. Shipping Bill Number submitting the return the same may be left blank and provided later.
7. Shipping Bill Date Enter date of shipping bill in DD-MMM-YYYY, E.y. 24-May-2017,
9. Rate Enter the applicable mtcgrated tax rate
; Enter the taxable value of the supplied goods or services for each rate bne tem «up to 2 deciznal Dagity,
10. Taxsble Value The taxable value has to be computed as per GST valuation provisions.,

AT (Taxable Liability on Advances)

Sample files for AT:

Summary For Advance

Received (11B)

Total Advance Received Total Cess

19047500 12720.00

Place Of Supply Rate (Gross Advance Received Cess Amount

32-Kerala ED{} 87515.00 681200

| 02-Himachal Pradesh .00 15445.00 350100
| 36-Telengana 3.00 87515.00

Field Details for AT:
Warksheet

Field name Help lnstructions
Name

Tax liability arising on account of receipt of consideration for which invoices have not been issued
In the same tax period.

ot 1. Place of Supply(POS) Select the code of the state from drop down list for the place of supply.
2. Rate Enter the combmed (State tax + Central tux) or the integrated tax rate,
3. Gross advance received Enter the amount of advance received exchading the tax portion,
4. Cess Amount Enter the total Cess amount collected payable.
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ATADJ (Advance Adjustments)

Sample files for ATADJ:

Summary For Advance HELP
Adjusted (11B)

Total Advance Adjusted Total Cess

T5000.00 450000

Place Of Supply Rate  Gross Advance Adusted Cess Amount

01-Jammu & Kashmir E.{}{} 30000.00 2300.00

04-Chandigarh 18.00 15000.00 2200.00
36-Telengana 12.00 30000.00

Field details for ATADJ:

Help lastructions

| Adjustment of tax liability for tax already paid on advance receipt of consideration and invoices
1. Place of Supph(POS) Select the code of the state from drop down list for the place of supply
atad) ‘2. Rate Enter the combmed (State tax =+ Central tax) or the integrated tax rate.
{ Enter the amount of advance on whach has tax has already been pasd it earlier tux period and mvoices ure
13, Gross advance adjusted 5 A ¢
| declared durmg this tax period,
/4. Cess Amount Enter the total Cess amount to be adpusted

EXEMP (Nil Rated, Exempted and Non GST supplies)

Sample files for EXEMP:

Summary For Nil rated, exempted and HELP
non GST outward supplies (8)

Total Nil Rated Supplies Total Exempted Supplies Total Non-GST Supplies

415000.00 622200.00
Description Nil Rated Supplies Exempted (other than ml Non-GST supplies

rated/non GST supply )
Inter-State supplies to registered persons 100000.00 200000.00 300000.00
Intra-State supplies to registered persons 150000.00 30000000 235000.00
Inter-State supplies to unregistered persons 75000.00 4530000 89687.00
Intra-State supplies to unregistered persons 90000.00 76900.00 100000.00

Field Details for EXEMP:

2 A B C D E F G " |
Worksheet

1 N Field name Help lnstructions

| Details of Nil Rated, Exempted and Non GST Supplies made during the tax period

3 1. Description Indicates the type of supply.
5 Declare the value of supplics made under the "Nil rated” category for the supply type selected m 1. above,
4 S0 rated swpplies The amount to be declared here should exchude amount already declared in BIB and B2CL table ss line
P—— 3. Exempted Declare the value of supplics made under the "Exempted “category for the supply type selected in 1.
(Other than Nil rated/ non-GST above.
3 supply)
Declare the value of supplies made under the "Non GST™ category for the supply type selected in 1.
4.Non GST Supplies above. This columm 1s to capture all the supplies made by the taxpayer which are out of the purview of
5 lGsT

Designed and Developed by GSTN Page 39 of 82



<>

A

0008 AT SERVICES B0 Returns Offline Tool (Last Updated on: 28/08/2017)

HSN (HSN Summary)

Sample Files for HSN:

Summsary For HSN(12)

No, of H5N Total Veloe Total Taxable Valse Total Integraied Tax Totul Centrad Tax  Total Stata/UT Tax  Totsl Cess
4 493384 80 15 1147.04 £103.00 1177100 1503.00
HSN Descriptons uQe Toeal Quanesy  Total Value Taxshle Vakie Imograted Tax Amoune Central Tax Amount State’UT Tax Amoust Cess Amount
4 kqpﬂ KGS-Kiograms 205 93876 36 1023 1432 600.00 00,00 30000
1001 Cashew QTL-QUINTAL 205  $987636 1023 1452 600.00 500.00 300.00
10083214 Faboie MIR-METER s w8758 1128 075.00 001.00 1.0 301.00
Biscur PAC-PACKS 3.05 77.36 1123 89500 0100 01.00 101.00

3456721 Aerated Drmiks LTR-LITERS 305 9987136 1123 345.00 5601.00 9768.00 30100

Field Details for HSN:

Warkshees

Yield name Help Instruetinus

' NI
I3 LHSN wise summary of goods ‘sevvices supplied dutdng the tax pecdod
1. HSN ;l:'nu-r the HSN Code for the suppled goods or Servaces. M cligst reg i to be ments d m the
3 Ltax e and o ly to be reparted is as follows.
[Nty the description of the supplisd goods or Services. Desonption hecomes & mandatory fleld of 115N

4 2- Deseriprion |coue s not provided sbove

s 3 UQC [Seleat the apphicable Unit Quantity Code from e drop down e

L) han 4. Totxl Quantity |Ender the total iy of the suppbed goods or Services- up to 2 decimal Digits

7 S, JEnter the invo of the goods or services-up o

g ntes the 1o - RO0TS OF

“ Enter the total_Infegroted tax amount collected pavalie

10 |Entcy the totul Central tax smount collected paysble.

) tate. x Am Rty this totat 3tajeif 7T tax smmumt ooNnsted) pay el

2 10, Cess Amannt Tnter the total Coss amount colleoted payahie

DOCS (List of Documents issued)

Sample file for uploading DOCS:

Summary of documents issued during the tax period
(13)

Total Number Total Cancelled
450

Nature of Document Sr. No. From Sr. Wo. To  Total Number Cancelled
Invoice for outward supply |~C0/M001  LKO/10090 90 5
Invoice for outward supply KNP/552 KNP/830 339 10
Debit Note PUN/T8 PUN/SS 21 2
Debit Note

Delivery Challan for job work

Invoice for imward supply from unregistered person

Refund Voucher

Field details for DOCS:

W
orksheet Phid st Help Instructions
1 Name

2 Details of various documents issued by the taxpaver during the tax period
3 1. Nature of Document | Sckect the appleable document type from the drop down.

4 o 2. 5r. No From Enter the invoice'document series start number,

5 3. Sr. No To Enter the nvoice document series end number.

6 5.Total Number Enter the total no of documents i this particular senies.

7 6.Cancelled No of documents cancelled in the particular series.

Do not change any sheet or field name in the Header or format of the Excel file. Save the
excel sheet after entering the data.

| ,‘ You need to fill up only those sections / sheets which are relevant. Others may be left blank.
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Adding Multiple line item for single invoice in the excel sheet:

In case, you need to add multiple line item for single invoice in the excel sheet, the excel row should have the
repeated invoice details which is common for multiple line items. For example: GSTIN/UIN, Invoice Number,

Invoice Date and Place of Supply.
Once the excel sheet is imported, Returns Offline tool takes care of mapping the line item details with

respective invoice.

Summary For B2B()

No, of Reclpenty No. of Invoices Total lnvolee Value Total Taxable Value Total Cean

4 15 910000.00 605000.00]  41456.00

GSTIN/UIN of Recipien! Invoice Number Invoice date  Invoice Value Place Of Supply  Reverse Charge Invoice TypeE-Commerce GSTIN Rate Taxable Value  Cess Amount
O0SAEJPPSOSTRIZF  A/1003 10-Apr-17 100000.00 37-Andhra Pradesh N Regular 12.00 10000.00
OSAEJPPSOS7RIZF  A/1003 10-Apr-17 100000.00 37-Andhra Pradesh N Regular 5.00 35000.00
0SAEJPPSOSTRIZF  A/1003 10-Apr.17 100000.00 37-Andhra Pradesh N Regular 18.00 12455.00
0SAEJPPSOSTRIZF  A/1003 10-Apr-17 10000000 37-Andhra Pradesh N Regular 3.00 35000,00
0SAEJPPSOSTRIZF  A/1005 10-Apt-17 100000.00 37-Andhra Pradesh N Regulat 28,00 10000,00

Option 2: Import Excel Workbook consisting of multiple sheets

To import the invoice data from the Excel workbook, perform the following steps:

1. Open the GSTR1_Excel_Workbook_Template-V1.0.xIsx sheet available in downloaded zip folder from
the GST Portal.

Through Return Import — All sections in one Go, you can upload invoice data entered in the
N ' respective worksheets for all sections at one go.

2. Enter relevant data from invoices and other documents in the relevant sheets of the Workbook, like
Business to Business supplies in b2b, business to consumer large (above INR 2.5 lakhs invoice value)
for inter-state sales in b2cl etc.

[“""'\ The excel file should be in the same format as prescribed in the respective Return

' Forms. (Sample provided below). In a case where you do not have data applicable for all
sections, those sections are to be left blank. Do not delete any worksheet.

& X Cca

T Hlow foma »
Copm

Mait Vust Oslsts et Net &

¥ Frernat Paavie

Soummary For B2144)
No. of Kecoplesty

e,y

Roverpe Charge Iveice Type E-Commercr GETIN R Tatable Valee  Coms Amzu
20000 00 37-Andwa Pradesh N

Regulx 1290 42000 0 156000

5000000 3T Andya Pradesh N Regulx 590 4000200

52000 00 36.Telergans N Repals 1200 4000000
4 20000 00 31-Lakshdweep X Regaby 320 $0000 00 4300 00
9 1000000 37 Andea Pradesh ¥ Regalz Q23 4000240
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3. Click the IMPORT FILES button to import the GSTR1_Excel Workbook_ Template.xlIsx file in the Returns
Offline tool.

= C5TR Aevrm - B I

IMPORT s DELETE ALL DATA VIR'W SUveaALY

Sefnct Secton 20 WlCiG © AA, Al AL, ut - "' -
Shecetver USTIN/VIN® Smwonce e, ¢ Slnwoce Date* Sratal Imeerce - SMece OF Sugply Suppty Tepe* Swvsicn Type* Rowerve { Commerre GETTN Astires
Value(0)* ~ Chmoge

(] 4, 444,00 v e SEati ; :

4. Click the IMPORT EXCEL button.

= Z5TR Rensm - 0 K

Muturn Import- All sections in One Go

IMPORT ExCEL

Retam Import - Ome soction ot » time

Select Section

—
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5. Browse and select the GSTR1_Excel Workbook to import data from the excel workbook.

In case you have more than 19,000 invoice data, you need to upload the same in more than
one lot. Hence naming the workbook is important to ensure that you upload data correctly.

It is suggested that you name the Workbooks as per Month for ease of search and upload before
uploading the invoices. Else you may keep all Workbooks of a month in one sub-folder of GSTR-1 invoice
Folder on your computer.

MNarrve Dute moddied Type

& Section_wwe CSV tiles 2680y 17 33PM e folder

¢ GST Offline Toot.exe 28-Auy-17 133 PV plicatic 151
éGSTR'-_El(d.\\‘otkboc{jembte—'ﬂ.w.x J 28-Aug-17 133 PM soft A0
= irwosce UploadDownloed Offline Tool_UserManual-¥1.1,paf 2-fuag- 17 133PM. Adobe Acr ) KB
fesdmert - Mg 171330 Te Do T

6. Click Yes to proceed.

Warning

Are yiu SUN YOU ANt 1o Sve &na

l o -

7. On successful import, a success message is displayed.

Success

Returm Detads Added Successtuly
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8. Click the BACK button. Notice that the invoices present in the excel sheet are populated in the screen.

D IBAAANRNS 768 1Y Ve g0 B B4 0 10-Yorst By v 17D SEatn R
1SAAWIIM TBA LT V2 Wwneoi? MW PR 444,00 PRV R bt Shata S Wi -
TMAAAWE M ) a1 3Y L) axoe2007 B FE555.00 19 st v 3-SR v n
19A/AWHIM JhAL D A2 Uvpe2017 MW 24, 455.00 LO-Yves A v Ma SEate - Nangifer
- - v -~ o
[ BACK
"

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

Errors are displayed, if the excel sheet contains erroneous data. Make sure only unique
' invoices have been entered in the excel sheet and date format is in dd-mmm-yyy format.

Make the corrections and upload the excel worksheet again.

= CATR Retwm -8

Warning

Noa-duplicated Involces have been Added. Following duplicated
Inveloes were updated,
J000

rollowing tavoices Contain Tavalid Inputs. Pleass Chodk 1or Mandatory
Hields, validations And Datef ormats(ad-mmm-yyyy)

B265 - Row: 12,17,
B2C1L - Row: 5, 6, 9, 10,
B2CS - Row: 5, 7, 9
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Option 3: Copy and Paste from Excel Workbook

To copy and paste the invoice data from the Excel workbook, perform the following steps:

1. Open the excel sheet which has Invoice data in the desired format (based on the sample file).
Do not change any field in the Header or format of the Excel file.
The excel file is in the same format as prescribed in the respective Return Forms. Changing fields
will lead to error when you upload the data on the GST Portal.

2. Press the Ctrl+C Keys (Shortcut key for copy) on the keyboard to copy the header part and the data from
the excel sheet.

Ensure that the header begins from row 1, column A (i.e., cell A1) along with first 3 rows the
invoices are selected together while copying it. You have to copy paste the invoices section

wise only.
¥ - wm O " 7
00X
A 8 c D 3 F [5 = | ) ‘
! 0 IM L HELP
3 1 12 $17000 00 |
2 | GETINUIN of Recipient  [nvoice Number  dvoice date Imvece Valus  Plice Of Supply  Revesss Charpe Imvuice Type E-Coumerce GSTIN Rate
5 |OSARCDEI2MELZF 1000 50000 00 37.Andhea Pradesh N Regquar 1200
% |OSABCDEINISELZF Aloot Andhes Pradesh N Regular £ 00
¥ |OSABCDERISELZF 10007 36-Telengara N Regular 12.00
B |¢SABCDER2MEIZF A1001 Lakssdweep Y Regular 67000
3 |SSABCDEIMELZF A1002 14-Jul-17 Y Regular ¢
W] SABCDEIDELZF A1003 19-Juk-17 y N Regular 1200
WOSABCDEI2)SELZF A1003 14-Jul-1? 10000 00 37-Andira Pradesh N Regular 500
12| OSABCDEI2VELZY 111005 14-Juk 1) 0000 00 37-Andira Pradesh N Regular CLABCDEIZSEICF 1200 $00.04
13 S ABCDEIIMELZF A L0010 14017 20000 00 57.Andhra Pradesh N Regular 18.00
18| S ABCDE I2IAELZF 110 15517 43000 00 36-Telenzana N Regular 000
1S} OSABCDEIIELZF A-XNP100006-17  15-7d-17 45000 Andes Pradesh N Regula 100
16]SSABCDERISELZF 06-17LKO 1052 15-ul-17 37-AndBra Pradesh N Requler OSABCDEIISEICF 1200 .
V| SSABCDEIISENZF 06-17LKO1053 15-Jul-17 00 37-Andira Pradesh Y Reguly OIABCDEIISEICF 25 00 40000 00 200 O
bl

3. Click the IMPORT FILES button in the Returns Offline tool.

Seinct Section® 8 dwwoices - A4, ik, 4C, Gl ¢ - a
SHecmver GSTIN/UIN® Stavasce Ne. * Stavoice Date * 1ot Levoxce SMace IF Sapaty Supply Type* T o Hrereve F-Commirrar GSTIN At
Vahoe( £} - (horgm

- Siax v swa v n

BALX
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5. Click the COPY EXCEL button.

4. From the Select Section drop-down list, select the section for which you want to upload the invoices.

Muturn tmport Al sections in One Go

Metum Impart - One SoctSon at » thee

Seloct Section

mum;—aa-cc,u Vl

—ive

6. A pop up window is displayed. In the Click here and press the Ctrl+V Keys to paste data from Excel

field, press the Ctrl+V Keys (Short Cut key for Paste) on the keyboard to paste the data copied from the
excel sheet.
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Confirmation message is displayed. Click the PROCEED button to add the invoices.

In-built validations in the Returns Offline tool verifies the data copied by the taxpayer. Data that
, fails these validations can’t be processed further.

Warning

Are you Buw yuu want (o seve Sata?

N -

7. A success message is displayed.

Success

Rotum Detads Added Successtully

8. Click the BACK button. Notice that the invoices present in the excel sheet are populated in the screen.

T T
Sedect Section®  mIN Irachons - AL AR HE. 401, Ix v Q
Fhecetwer GETIN/WINT  Shewoicr Ma.* Slrwnion Dute ™ STotel Isvoten  $Place OF Sopply Sty Type* T Typm ™ Meerris FCpmimercn GRTIN Aterae
Vilualt) " . Charge
LOAAAWUOA Mok 1 20 L) wovwr B PAAAL00 19 et fh v
TUSAAWIH P84 12T 238 crpa2nt? M@ ras3su0 R Irew dite Neals -
T RAAAWROA T0A LT S H 2043057 M 14453500 1 Vewat B it Giate - Peratar n
" h v " v n
| _ws: |
BADN

Designed and Developed by GSTN Page 47 of 82



@“ V
GOODS AnD SERVICES TAX 1ETW 34N

Returns Offline Tool (Last Updated on: 28/08/2017)

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

Selnct Gecron®  EOR Lok 1A, af . & - a

D Shecever GETIN/VIN* Siwvwoucn nea, * vwonnce Dinte* Erecal Yvwencn SPlece OF Suppiy Swpply Type* Tmwsnice Type Reverve £ -Commerce GSTIMN Artare
Value(1)* . Charpe
[ aimns : - =3
' a e
= ‘ - ]
- . v a
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Option 4: Import the CSV file

To import the invoice data from the CSV file to create GST compliant file (JSON), perform the following steps:

w

Use the CSV template downloaded as part of Returns Offline tool and create a CSV file for the applicable
section of the return.

The data in the CSV file should be in the same format as prescribed in the respective
Return forms. Format is available in the sample CSV file

Click the IMPORT FILES button to import the CSV file in the Returns Offline tool.

300ds and Services Tax )
-
TMPORT FILES DELETE ALL DATA VIEW SUMMARY

Sedntt Section® ( WA 4B A o, 60 ~ Q
SHecever RSTIN/UIN® STmeasce Mo * Sirveice Debe * STotal drveesen Srlece OF Sugply Sty Tepe* Tvwnen Type ™ Wrvers F-Cammneron GATIN Actions
Vahue(?)* . Charge
"7 | @ [ ]
1 v w3017 @ 444 n
: 2017 | 8 [ /]
. . > =

From the Select Section drop-down list, select the appropriate section.
Under Return Import - One section at a time section, select the IMPORT CSV button.

Wetuirm Tinport- Al sexthons i Ome Go

Metuarm Tingeeet - Ovar SocThim ot o Thine

St Section

[y —
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5. Browse and select the applicable CSV file to import data from CSV.

& Choose File to Upload
@ * P | « gst_offline_.. » Section_wise_CSV _files v Search Section_wise_C5V files 0O
Crganize - Mew folder Bz - m i
i Saved ( Mame Date modified Type Size
Searche .
ot Vid at.csv 24-Jul-17 10:41 &AM Microsoft Bxcel C...
ideos - i )
; Exvori atadj.csv 24-Jul-17 10:41 &AM Microsoft Excel C...
avorte -
B Thic pC bib.csv 24-Jul-17 10:41 &AM Microsoft Bxcel C...
is - .
= L Deskt bicl.csv 24-Jul-17 10:41 &AM Microsoft Excel C...
eskto . i
; D F bdcs.csv 24-Jul-17 10:47 &AM Microsoft Bxcel C...
°| Docurn - )
Downl cdnr.csv 24-Jul-17 10:41 AM - Microsoft Excel C...
ownlc - )
- cdnur.csv 24-Jul-1710:41 AM - Microsoft Excel C...
| gst_o I .
oo EXpLCSV 24-Jul-17 10:41 &AM Microsoft Excel C...
, gst I .
S S- hsn.csv 24-Jul-1710:41 AM - Microsoft Excel C...
| T
._i.; gst_o
W Music
=| Picturer ,, ¢ »
File name; v| |Custom Files (*.csv) V|
| Open | | Cancel |

6. A confirmation message is displayed. Click the Yes button to save imported invoice details.

Warning

Arw you surw you warnt o sevw deta?

N -
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7. On successful import, a success message is displayed. A success message is displayed.

Success

8. Click the BACK button. Notice that the invoices present in the excel sheet are populated in the screen.

Select Section® I "W i ~ Q

Shecwver GSTINJUIN® Simeaice Wo.* Slrveice Dete * STotal Imesicn Slacn Of Scapty Sipely Type* Trrwser Type* Neverse E-Catmmmerce GSTIN Actims

Valwe{2)* Charge
WEOATGAL! " 7S] L ] T4 AN ' ' '
: : 00 @
- ]
: ! n u
- v v (o]

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

GETI LUAAAWDOA S TALZD

D SHemver GSTIN/WIN® Slnvoicn Mo, * Flwvoen Dutn STotal Invesce PPlace OF Suppty Seoply Type* Lwesice Yype ™ Severse t Commerce GSTIN Ac s
- Charpe

e 2]
-
" (]
- v v o
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invoices have been entered in the excel sheet and date format is in dd-mmm-yyy format. Make

l—_»-w\ Errors are displayed, if the excel sheet contains erroneous data. Make sure only unique
. the corrections and upload the excel worksheet again.

= GSTR Returma - 0 IR

Warning
Non-duplicated Tnvoices have been Added, Tollowing duplicated
Invoices were updated.
1000AA-10010

Following Invoices Contain 1nvalid Inputs, Please Check For Mandatory
Fholds, validations And Daterormats(dd-mmm-yyyy)

B28 - Row: 12, 18, 19, 20
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9. Click the VIEW SUMMARY button to generate the file containing the invoices uploaded here.

G510 Revem

r - AX, A, & 5 v q
Bhorsiver GETIN/WIN® Thwoicn Ne, * Fliwoscw Dutn* SV okal tivwencn PPl Of Suppdy Seoply Type* Trvsice Type * Teverve £ Commerce GSTIM Ao
Value(e)* ’ Charpe

v w20 | @

" m u

nos -] u

: - a

- v v o]

BACK

Summary is displayed. Number of invoices against relevant sections of the Return is displayed.
10. Once you have checked the summary, you are ready to generate the GST Compliant format of all invoices

imported in the Returns Offline tool to be uploaded on GST Portal. For this, click the GENERATE FILE
button.

Size of generated JSON file should not be greater than 5 MB.

Surrenary

Seution Mo No. Of Tnwosces Totul Contral Tex Ammunt{t) Tolsl State/UT Tax Amosnt( 2] Total Irtegrated Tax Armount(2) Totw CESS

2,3103.00 1377100 218708 1.203,00

BALN | GENEWATE FlLE
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10. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved your
computer for uploading the same on GST portal. Click the Save button.

File Download
Do you want to save this file. or find a program online to open
it?
5 Mame: April_2017-18 G5TR1_19AAAWBO4TTA1Z0.json
Type: Unknown File Type, 3.04 KB
From: localhost

l--' While files from the Intemet can be useful, some files can potentialhy
harm your computer. f you do not trust the source, do not find a
program to open this file or save this file. What 's the sk ?

11. Browse and select the path to save the .json file which needs to be uploaded in the GST Portal.

Save As

© + 4+ g » ThisPC » Downloads

COrganize « Mew folder

= Pictures ~ Marme

# Saved Games

£ Searches

B Videos

EN Favorites.zip
1 This PC

m Desktop

| gst_offline_tool

| Documents
4. Downloads
Wt Music

= Dirtiirac

L

& Search Downloads

Date modified

24-Jul-17 10:41 AM

o

Type

File folder

File name:

April_2016-17_G5TR1_13AAAASDTT2A1Z 2. json

Save as type: [ JSOM File

= Hide Folders

Save

Cancel
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. Notice that the file April_2016-17_GSTR1_18AAAAS0172A1Z2.json
April_2016-17_GSTR1_18AAAAS0172A1Z2 represents:

April: Tax period for which return is being prepared
2016-17: Financial Year

GSTR1: Return Form No

18AAAASO0100A1ZI: GSTIN of the supplier

This file April_2016-17_GSTR1_18AAAAS0172A1Z2.json will be required to be uploaded on the
GST Portal.

For second lot of invoices uploaded with the Returns Offline tool for the same month, Tool will create json
with same name format without any additional information. So, the user must try to rename the file
manually every time.

Name v Date modified Type Size
ast offlins tool 24-Jul-17 1041 AM File folder
April_2016-17_GSTR1_18AAAASO172A122.150n 24-Jul-17 1247 PM ISON File 1 KB
L. gst_offline_tool.uip 24-Jul-17 136 AM Compressed (zipp 18,105 KE

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

. Login to the GST Portal with valid credentials.

. Click the Services > Returns > Returns Dashboard command.

. The File Returns page is displayed.

. In the Financial Year drop-down list, select the financial year for which the return has to be uploaded. In this
example, you will select this as 2016-17.

. In the Return Filing Period drop-down list, select the return filing period for which the return has to be
uploaded. In this example, you will select this as April.

. Click the SEARCH button.

Services - Natifications & Croskars = Acts & Rules = Grievance

Dasfiboar Returrs @ English
Flle Returns

® Indicates Mandatory Fields

Financial Year* Retum Fisng Pericd*

SEARCH
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20. Applicable returns of the selected tax period is displayed. In the Outward Supplies made by the Taxpayer
GSTRL tile, click the Prepare offline button.

Dashboard Notificotions & Circulars -

ashboard Repurms

File Returns

Fmancial Yesr® Return Filing Period®

2017-18 v July

Outward supplies made by the

GSTRI GSTRIA

Due Date - 10/08/2017

PREPARE ONLINE PREPARE OFFLINE

Creation and Submission of
taxpayer Addendum to GSTR1

Due Date - 17/08/2017

Q Englsl

* Indicates Mandatory Fields

Inward supplies received by
taxpaycer
GSTRS

Due Date - 1%/08/2017

PREPARE ONLINE

PREPARE OFFLINE

FREPARE ONLINE PREPARE OFFLINE

21. The Upload page is displayed. Click the Choose File button.

Dashboard  Returns. GSTR

Offline Upload and Download for GSTR1

Dawnload
O No offline transaction for the glven return ponod

Invoice Upload

@ English

22. Browse and navigate the file (April_2016-17_GSTR1_18AAAAS0172A1Z2.json) to be uploaded from your

computer. Click the Open button.

¢ Open

@&

* 4 @ ThisPC » Downloads

Orgarze v Newfolder

)

S Favorits Name Date Type a8
B Deskiop 4 OfflineUiiliy {1) 8T 1222 M File foldar
% Downloads __ Aped 2016-17.65TR... 7/272007 1E38 AM RONFe kE
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23. Reference ID Number is generated displaying a message that the uploaded invoices are being processed.

Dashboard © Returms © GSTR Q English

Offline Upload and Download for GSTR1

Downboad

Qvour ISON file Is uploaded successfully. The G5T Systams will validate the data upioaded by you for the fallowing:"GSTIN of buyars’; ‘Dupiicate "
lowoica” | “referance of credit/debit notes’) ‘tax amount calculated’] "'Date of transaction’. It may take upto 15 minutes,

Invoice Upload

Upload History
Date Time Reference id Status Error Report
24/07/2017 01:40:01 Ob8feb2f-d303-4631-acc5-395175626164 In-Progress NA

BACK

appears under the relevant section on the Returns dashboard. After upload, a transaction ID is
generated, against which you can track your upload processing status. This happens as the GST
System will perform the following processing functions before adding the invoice in respective section
and enabling you to see the data populated in the relevant tables of GSTR-1:
e Correctness of GSTIN of receivers (Valid GSTINs etc.)
e Duplicate entries of Invoice nhumber for all returns filed by you in past months of the
Financial Year in which you are filing the data
¢ Other sanity checks on the data uploaded by you

I:“«\ There will a gap of few minutes between the time you upload the invoice data on the Portal and it

24. Go to the B2B invoices in the GSTRL1 tile. Notice the B2B invoices are uploaded.

828 Invoices - Summary

Uploaded by Raceiver Maodified by Recsiver

Pending Invoices (These will be added after validation)

Invoice  Involce Total Invoice  Total Taxable Integrated Central  State/UT CESS  Action Status Actions
No. Date Value (€) Value (¥) Tax (¥) Tax (¢) Tax (€) (%) Taken

C5234 20/07/2017 4,56,665.00 7,30,330.00 0.00 1,765.52 1,765.52 0.00 ADD R’e;:::,i;m

CV344  18/07/2017  4,43,333.00 6,36,887.00 0.00 11,169.41 11,168.41 0.00 ADD R'::::;:"‘

BACK ADD INVOICE

Similarly, you can add and upload invoices for other sections as well.
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6. Open Error File

In case data uploaded through JSON on the portal (invoice data or other record) fails validation as defined
in the portal, an Error File will be created on the online portal for only those records which failed. The error
file will be available in a hyperlink as given in the below screen on the upload off line page in the portal.
Initially the Status of the error file will be shown as In-Progress.

Dashboard . Retumns - GSTR @ English

Offiine Upload and Download for GSTR1

Download

OYour ISON file has been yplosded successfully, The GST Systems will now validate uploaded dats for the following:'GSTIN of buyers'; 'Duplicate .
Invoices® ; "Reference of Credit/Debit notes’ | Tax amount caiculatad” | 'Date of ransaction’ 2tc. It may take up 1o 15 minutes to o validation.
Picase come back after 15 minutes.

1t the JSON file on the GST portal. The JSON Nie will be validated acain and will be taken in by the system if found OK.

Invoice Upload

. Choose File | No file chosen

Upload History
Date Time Reference id Status Error Report
2W/08/2017  05:50:20 {cbAbbAc- 8a86-4dfc-9c53-bIT8 720746 | In-Progress | HA
14/08/2017 03:08:37 20674568231 7-4717-806c- 583020059909 Processed with Erree Download e1or report
04/08/2017 02:34:32 04342¢cbe-195-466b-9343-5007¢93ec7dc Processed with Error Download error teport

After some time, the Status will be changed to Processed or Processed with Error. In case of the error, the
Error Report column will display a link to Generate error report.

Offiine Upload and Download for GSTR1

Download

@Your ISON e has been uploaded successfully, The GST Systems will now validate uptoaded data for the following:'GSTIN of buyers'; ‘Duplicate X
Invoices' ; "Reference of Credit/Debit notes” | "Tax amount calculated’ | ‘Date of transaction’ etc, It may take up to 15 minutes 1o @o vahdation,
Please come back after 15 minutes,

equired correction, please prepare JSON file following the same process as that for reguiar invoice data upload and submit the JSON file on the GST portai.

Invoice Upload
_Choose File | No file chosen

Upload History
Date Time Reference id Error Report
14/08/2017 03:08:37 2067da68-eaf7-4737-aeac-5830e0058909 Processed with Error I Generate ermor report I
04/08/2017 02:34:32 04a42cbe-e195-466b-9343-5007c93ec7dc Processed with Error Download error report
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Once the error report is generated, the Error Report column will display a link to Download error report.

Dashboard ' Retums GSTR Q Enghsh

Offiine Upload and Download for GSTR1

OYour ISON file has been uploaded successiully, The GST Systams will now validate upioaded data for the following ! 'GSTIN of buyers'; ‘Duplicate
g "Reference of Credit/Debit notes Tix amount caiculated” | "Date of transaction” etc. It may take up to 15 minutes 1o o validation

Flease come back after 15 minutes

t the JSON file on the GST portal. The JSON file will be validated again and will be taken in by the system if found OK
Invoice Upload

Choose Fle  No file chosen

Upload History

Date Time Reference id Status Error Report
28/08/2017 05:50:20 febabbEc-Bas6-4d1C-9c53-Db7a72074ch! In-Progress NA
14/08/2017 03:08:37 24670868-¢0F7-47 37-beec-S83040058505 Processed with Error I Downlodd eror repornt I
04/08/2047 02:34:32 04pd2che-2195-4660-9343-5007¢936c7dC Processed with Erroe Download errof report

The error file can be downloaded from the link and viewed in the Offline tool to correct the same. After making
required corrections, a JSON file needs to be prepared following the same process as that for regular invoice
data upload and submit the JSON file on the GST portal. The JSON file will be validated again and will be
taken in by the system after the due validations.

Let us take an example where error file is already generated and you need to open it using the Returns Offline
tool.

To open error file using the Returns Offline tool, perform the following steps:

1. When you double click the Offline tool icon on your desktop, the Offline tool Home Page will be displayed.
2. Inthe Open Downloaded Error file from GST portal tab, click the OPEN button.

& GETH Rt — o

Updouil new smvaion fothnr data for return Open Dovenlnaded Return (e from GST portal Cpem Downlnaded Creor (e from GST portal

ool n

Instructions
WEW Button: To wplosd new naoce/sther daty tor OPEN batton: To open retum Ne dosnbcaded from GST OPIN button: Ta opan error e dossisaded from GSY
retrmy, Taspayer can uplond voes dats s meeny brmes portal 12 scopt, rejery, modtty sngd add mmeing esice porta to cotrect the nyvrece daln rvpected by GST
4 reatied. detls ystam
Overview
The Offine Tool versdan 1,1 has benn desigaed ta snabie taxpayers 1o upload Invelce data sed other data by collsting thal in the toof In offfine mode (without
mtemet ).
The Ofiline Tool version 1.1 e {nan), G Inmer-wlale lor amocnt excvodiog s 2.5 Lakda (D201 ), Business 1o Consumr

less Tham ®s 2.5 Lakhs (D20%), Exports, Credit) Desit Note (CONRY and Crodit/ Debit Mote for unregistererl Perseds (CONUR), Advances, Advance Adjustimests and
s,

Main featwres of OffSne YooliDa entry of A N0 0T QOGR I0 e 103! 35 MOJUed U0 GST Lam under sdN0us [a0ag0res e Busness 10 Busiress (D2D), Busness

Congsumer Large [nter-state (22d). Sup A

7. Thw tool by furctional by 0 chack dvp

1. Teapayer can aiput ets if invaices Sy antarieg the detads maerualy or vee Exce Workbeoe [ sl xin) wWith separstes sesricésems 4or mach section o retum for Imputhng svooe

taty ared arport the same o the oot
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3. Browse and select the downloaded error file in zip format and click the OPEN button.

&= Choose File to Upload

T ;b Offline Manual v & Search Offline Manual =]

COrganize = Mew folder - - Ij ﬁ

1) Registe »  Name * Da
@ CHO200

J 3-Jul

J 11-Jul

J 18th Jul

) CHO28¢

; Mew fo

1) return 5 24072017_R1_18AAAASMMIBANZR_errorReport_e39ddlfa23ecd639b5732785.zip 25

@ Commla
1) Elearnir
@ o
@ KPls
@ MNSC
@ Offline M
‘l. returns »

File name: | returns_24072017_R1_18AAAASO49641ZR _erre v | | Custom Files (*.zip) v

Open Cancel

4. Details of the file which have you have downloaded from the GST Portal is displayed. Click the PROCEED
button.

= GSTR Hetirme - 9

Goods and Services Tax Offline Tool

GSY

Select the detads of file which you have downloaded from GST portol

ALK PROCEED

5. The sections where there are errors are only populated in the select section dropdown list.
From the Select Section drop-down list, select the desired section and proceed to rectify the erred out
invoice/other data.
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6. Notice that the error message is displayed against each Invoice number. Read each error message
carefully and then click the EDIT button to edit the invoices and make the required corrections in the
invoices/details.

Goods and Services Tax Offline Tool
VIEW SUMMARY
Select Sectien®  F2p ¢ ~ Q
FInvoice Mo, * Shovoice Date * FTotal Invosce SPimcn OF Supphy Supply Type™ Trvolce Type Revesse E-Commerce GSTIN Ermer Actions

Value(t)* g harge Message
N
e |
e |
nvald, |
enter o |

valid

ETIN
| |
Date I ;
rwalia. )
e |
Date of |
“ |
woice |
et |
weeed |
[ ] " . e |
arent |
ehll
sencd |
v |
ond be |
Wiher [

han 18 ! .

months. |

7. After you have modified the invoices, click the SAVE button.

Note: You can click the Delete button to delete the invoice.

VIEW SUMMARY

Select Sectien®  E2p ) ¢ ~ Q
Snvoice Mo, * Shwolce Date * Total Invosce SPInce OF Supphy Supply Type* Trvolce Type Revesse E-Commerce GSTIN Errer Actions
Value(t)* . harge Mrssape
e
ETIN =
invakd
0 iy D | oo adva v ’ e || MBCESSITIDY | Fess
enter o
valid
ETIN
Date |
rwalid
Date
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8. To modify the details or records at rate level, click on the’ +" button and navigate to the rate level records.
Do the necessary corrections and click the UPDATE button.

GSTR Returme

Goods and Services Tax Offiine Tool

Add ltems
06-17/LK0 /1053

Section - 828 Invowve Ne

Mate (™) * Total Taxabde Value{t)* Integrated Lax( ) Amount{t)* CESS(T) Amaunt{t)

9. A success message is displayed. The status of the error message is changed to Modified (M).
Similarly, you can modify the other invoice data from other sections.

"'j";‘ Goods and Services Tax Offline Tool RAAAASO496AI 2R

VIEW SUMMARY

It 1on 21 v Q

Slnwvoice Mo, * SEnvoice Date * STotal Invokcon SPlace O Supply Supply Type* Imvoice Type Revesse £-Commerce GSTIN Erves Actions
Value(t)* 9 Oharge Message

X i | T p— [#]
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10. Once all the corrections are done, click the VIEW SUMMARY button.

Goods and Services Tax Offline Tool

VIEW SUMMARY

Select Secion®  E2p ) v Q

SRecnrewr GSTIN/UIN® STotal Tnvelos

Value{t)*

Sinvosce No Sinvoicn Date *

Place OF Sapply
.

ST 1HAARASDA96ALZR

|3}

Rerverse
Charge

Tnvoke Type F-Commerce GSTIN

Supphy Tvpe *

= GSTR Hetirme

Goods and Services Tax Offline Tool

I
faos)
Lo

Summary

Section Nome No, OF Liwolces Totad Cantral Tax Amount(€)

Total State/UT Tax Amouni(€)

Totad Intograted Tax Amoont( ) Total CESS

GENERATE I'LE

12. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved in your
computer for uploading the same on GST portal. Click the Save button.

File Download

Do you want to save this file. or find a program online to open
it?

Name: April_2017-18_GSTR1_19AAAWBO4TTA1Z0 json
Type: Unknown File Type, 3.04 KB

localhost

From:

Find

While files from the Intemet can be useful, some files can potentially

|g|

harm your computer. if you do not trust the source, do not find a
program to open this file or save this file. What's the rsk?
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13. Browse and select the path to save the .json file which needs to be uploaded in the GST Portal.

@ - 4 ,_i. ¥ This PC » Downloads v Search Downloads

Organize = Mew folder

] Pictures A Name Date modified

,_E Saved Games

,_E’ Searches

B Videos

Li[] Favorites.zip
1M This PC

LE Desktop

,_E Documents

,_i. Downloads

,_D Music

B Dirtorrac

. gst_offline_tool 24-Jul-17 10:41 AM  File folder

oA

File name: | ypril_2016-17_G5TR1_18AAAASDTT2AN1Z2.json

Save as type: | JSON File

F |

i\~ Hide Folders

14. Login to the GST Portal with your credential and upload the JSON file as discussed in the above section.
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7. Open Downloaded Return File — GSTR-1

The GSTR-1 return file can be downloaded from GST portal and viewed in the Offline tool to modify, add or
delete invoice details uploaded earlier by you on GST Portal. After making required changes, a JSON file
needs to be prepared following the same process as that for regular invoice data upload and submit the JSON
file on the GST portal. The JSON file will be validated again and will be taken in by the system after the due
validations.

1. Login to the GST Portal with valid credentials.
2. Click the Services > Returns > Returns Dashboard command.

Notifications & Clrcukars « Acts & Rules « Downloads «

Registration Ledgers A2tums Payments User Services

Track Ret Status

The File Returns page is displayed.

3. Inthe Financial Year drop-down list, select the financial year for which the GSTR-1 return has to be
downloaded.

4. In the Return Filing Period drop-down list, select the return filing period for which the GSTR-1 return
has to be downloaded.

5. Click the SEARCH button.

Retums @ English
File Returns

® indicates Mandatory Fieids

Financial Year* Retwrn Flling Period®

[ ] G= ]

6. Applicable returns of the selected tax period are displayed. In the Details of outward supplies of goods
or services GSTRL1 tile, click the PREPARE OFFLINE button.

Details of outward supplies of goods

or services
GSTR1

Due Date - 10/08/2017

PREPARE ONLINE PREPARE OFFLINE
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7. The Offline Upload and Download for GSTR1 page is displayed. Click the DOWNLOAD tab.

Oashboard . Returns GSTR Q English)

Offiine Upload and Download for GSTR1

Downlond

8. Click the GENERATE FILE button.

Dashboard  Returns  GSTR Q English

Offiine Upload and Download for GSTR1

Upload

Invoice Download

A message is displayed that the request has been accepted and will take 20 minutes to generate the file.

Dushibowid . Ratume GSTR @ mnghsn

Offiine Upload and Daownload for GSTR1
Lpdond

YOuUr reguast (o generdtinn buas e scospted Mindly walt foe 20 men,

Invoice Dewnload

9. Click the Click here to download link. Return file is downloaded in the zip format.

Offline Upload and Download for GSTR1

Upoad

Your file has Been gensrated as on date: 21/07/2017 ime: 11:27:26 to dawnlost! ek on the downicall ink below, Incase to generate lastest Nl
chick on generate file again,

Invoice Download

I Click hera to download I

BACK
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Let us take an example where GSTR-1 return file is already downloaded from the GST Portal and you need

to open it using the Returns Offline tool.

To open downloaded return file from GST Portal using the Returns Offline tool, perform the following steps:

10. When you double click the Offline tool icon on your desktop, the Offline tool Home Page will be displayed.

11. In the Open Downloaded Return file from GST portal tab, click the OPEN button.

Tax Oefling Took

Instructions
NEW DUTON: TO cpoad e e OPEN Difttend 10 opon tenerm e Osemodded from GSY OPEN buttons T0 open arrar Nhe Sownioaded Som UNT
P, Taepopey Com LR HrsAe ¢ PO 0 D008t reject, MOy MO BAO MESENQ ITAsee PO B0 COMECE Dhe I0A0Me JOCA fedacted Dy GST
a5 reeded Jetads
Overview

The Offine Teol verston 1.1 has bees designed 1o enabie Laxpayers 1o uplosd inveios dala smd other data by collating that (o the 1ool s offlise mode (without
mtermet ).

s,

Ut mew vt det o retorn m Open Desmimaid e i from GT parts

The Offline Tool version L1 Indudes Dusiness 1o Susiness (28], Bushoess 10 Comsumer Inter-state for amount exceeding is 2.5 Lakhs (B200 ) Business to Consumer
less thas s 2.5 Lakls (B20S), Exporns, Crest/ Debit Note [CONR) and Credit/ Debit Mote for unregistered Persons (COMIR, Advances, Advance Adjustinems and

nenice d3ta nd other dats In the tood 35 Tequined under GST Law Under various ctegories ke Supness 1o Business {b2b], Busbess to
5}, Exparty, Impocty, Crode,Detit Mote ste, into the tool
™ s furctionabty In Nie crested for the
3. Tasp an irput deta of e by sTtening dertal marualy o i Txced Workbook [ *.alenixi) Wit mpersted worksbests for ewch section of retum A1 inpedtng tsvoks
data wned irgcet the same ik the lost

12. Browse and select the downloaded return file in zip format and click the OPEN button.

= Choose File to Upload “
T & » ThisPC » Downloads v O Search Downloads 0
Organize » New folder = - [ @
& Downl ~ MName ’ Date modified Type Size

O+ Favorid

| i returns_23072017_R1_02SUPHPOOD1ATZ] ... 04-Aug-173:28PM  Compressed (zipp...

& Links

ot Music
=| Picture
# Saved
£ Search
# Videos
1) Favorit
1M This PC
e Desktc
= Docun
4 Downl
‘i. retur , ¢ 3

File name: | fline_6d46c9d35f5e46el8bE0bef23199a80e.zip v | | Custom Files (*zip) N
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13. Details of the file which have you have downloaded from the GST Portal is displayed. Click the PROCEED
button.

= C5TR Rensm =] =

Sebict thee detalls of Nk which you hiave domnlaaded rom GST portad

ST Statement/Returrs * GSTIN® Fnancial Year®

21 12SUPHPOOOIALTT

14. The Summary page is displayed. Select the link for the desired Section Name to modify, add or delete
invoice details.

= GETR Retum - 9

Goods and Sarvices Tax Offline Tool

o
Section Nawie Mo OF Iavolces  Total Contral Tax Amount{t)  Total State/UT Tax Amoont(€)  Total Integratud Tax Amount{t) Total CISS
0.00 Q.00 400.00 1,000.00
i 4] |
4 |
) ( ]
0 00 0
( 6.6
© 3
N H S0L {
5452 12.9¢ 14,53 SO0
BACK CENERATE FILE

Once section details are displayed, you can:
e Modify Invoices Details
e Add Invoices Details
e Delete Invoices Details

Accept, Reject or Modify invoices uploaded by Receiver will be available at later point in time.
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7.1.1 Modify Invoices Details

Click the EDIT button to edit the invoices and make the required corrections in the invoices/details
uploaded/added earlier by you in GST Portal.

<

Sinvoice Mo~

Levoice Type®

Heverse E-Commarce GSTIN

Stotes Actions
(harge
siscEssamica | U
OLAABCESSOIICA

To modify the details or records at rate level, click on the’ +’ button and navigate to the rate level records.

Note: You can make the changes at field level and click the SAVE button to save the invoice details.

VIEW SUMMAZLY

Slavolce Mo *

Slewolce Date *

STotal Involon

.2

Valwe(t)*

), 248

7,290,248

Supoly Type*

Tavolce Type *

Reverse E-Comumarce GSTIN

Satws Actions
(harge

weasamcs I

DAAADCESSUIRICA

>
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iii. Do the necessary corrections and click the UPDATE button.

Goods and Services Tax Offfiine Tool
Ada Items
Section - B2B Invoice No. - S008400
Rate (W) * Total Yaxable Valuelt)* Iategrated Tex Amount{)* CESS Amount{t)
0™ 20,0¢ .00 20,00
).25% 20 *0 0.0
I 0,00 r0.00 0.0
)ty ] ( I 3 T
12% 20.0¢ "M.oo "
1% 20.0¢ "o 0 00
FLL 20,00 ¢ 0.00
Note: Uader Rate column, combined rate (State GST « Central GST) or IGST needs to be written. Systom will caculato them on &5 own
| 1

iv. A success message is displayed. The status is changed to Modified (M).
Similarly, you can modify invoice and other returns data from other sections.

IMPORT FILES

Saloct SeCtIoN® B2 Invoies - A4, 4R, AC, 68, 6 o a

VIEW SUNMARY

Slnvoice No. * Stnvoker Date * STotnl Tevoien  SPtace OF Supphy Supply Type* Twwnicn Type * Reverse
Valee(t) " * Charge
3401 [~} r ar ~ i v
) r ' 4 ' | '
[ ~ v
<

Commeroe GSTIN Statws Actions

s [v] I
HAABCESSOTRICS n
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7.1.2 Add Invoices Details

i Enter the invoice details. Click the ADD button.

Goods and Services Tax Offline Tool

Select Section* 428 Involoes 04, 2B aC, 68, & ~ Q

&y

Sinvuice o, *

Stnvoice Diste *

OTotsd Tnvvniben Ptce O Supply Suppdy Type * Invoice Type* Roverse E-Commerce GSTIN Status Actions
Vabsa(€)* o Charge
SOUB4 M1 20100 . v7,29. 258 ) 4 - HAABCESSOTRICA 4} u
wanBAar Mgy B 7,290,548 De-Haryan v ' i v NAABCESSOTIICA
5 v - <

<

DELETE

ii. Add the necessary details and click the SAVE button.

Tax Offline Tool

5 and Service:

Ada Items
Section - 828 Irvoice No. - SO08701
Mate ()" Total Yaxable Value{t)*
) Fa34
).215%
1 L") 4
5% 1,434 00
128
1% 0
28% ?
Note: Undes Rat= column, combined rate (State GET + Central GST) or IGST nesds to

be written. System will calcuiate them on s own

Istograted Tax Amsount(t)* CESS Amount{t)

4
r ’
S ’
2
MO ’
’ ¢ H)

A success message is displayed and invoice details are added.
Similarly, you can add the invoice and other returns data from other sections.

Note: You can also click the IMPORT FILES button to import the invoice data using the Excel and CSV

import as discussed above.
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C5TR Revsm

IMPORT 1lLEs VIEW SUNMARY

Sulact Secon® BN Invorns

SReceiver GSTIN/UIN®  Slevokco do.* Stivoice Date* Stotal lnvedos  SPlsce OF Supply Suppldy Type* Invelcs Type® Noverse L Commurce GSTIN
Valun{€)* ® Charge
OLAABCEZ20TREZS SO0B400 24112016 M 27.29,248 yan v te ¥ v OLAABCESSaTRICH
OIAABCEIMORIZS SOORA0t arxe B v 4 yan v I v Regquli v QLAABCESSOTRICA
ULAABLEI 2O R 2N S00070) 2017 ] 54,5500 MHwrynn v | Tale v Hegulue -
-] bt v ~ whect v

7.1.3 Delete Invoices Details

i Select the checkbox for the invoice to be deleted. Click the DELETE button.

VIEW SUNMARY

Saloct Section® 28 Invoices

Fnvoios Date *

PRecebvrr GSTIN/UIN* Shevoice No. *
@ UIAABCEZ207HIZS SO0BA0C 74-11-3
HLAABCEZIONIZS S0n8404 2811

STotal Involcs
Value(t)*

SPlsce Of Sapply
-

Warynn v

Suppdy Type * Tnvalcs Tyge * Roverss E-Commuprce GSTIN
Tharge
1 e v I UIAABCESSTTRICA
[ 2] § I HIAABCESSOTRICA
- | ~

Designed and Developed by GSTN

Page 72 of 82




EO00S AN EIVICES I HETHOR: Returns Offline Tool (Last Updated on: 28/08/2017)

ii. A success message is displayed. The status is changed to Deleted (D).
Similarly, you can delete the other invoice and other returns data from other sections.

= TSR Retrm - 0 K

Slnveden Mo, * Slavoicw Date * $1otnl Lavenicw 0tace Of Supply supply Type* Tewnicn Typn * Huwarse T Commweos GSTIN Slatus Actions
Velpe(t)* e Charge
£008400) 20-11-2016 68 ¥7,25,248 - HATY N nter-State v Regul v U1AABCESGO7TRICE E] n
EOOB401 4-11-010 B 7,259,248 W HAT YN ™ THer-Sate W Begul v DIAARCESSOTRIGS n
o sdex v v ot~ v B
< >

You can select the checkbox as shown in the screenshot below to select all invoices to delete
' at one go. Click the DELETE button to delete all invoices.

= GSTR Retiam L *

IMPORT FILES VIEW SUMMARY

Select Section®  E20 1Invoice 1A, AR, 4T, 6B 6C - Q

E Shocelsar GSTIN/UIN®  Stivoios No.* $inveice Dato * STetal Invoice  S¥faoe Of Supply supply Type® Imvoice fype®  Hoverss L Commurce GSTIN
Vabs(e)* » harye
B8 oramecezzomizs S000400 -0 B ¥7.29.248 O Haryon Intes-Seate W Rogular v OLAABCESSOTHICA
B oiassce2ammazs S006401 3-11-200e B 07,29,248 Uh-Haryan v Ntes-Shate W Reguis v 01 AABCESSOTRLCA
s Sate v - = v
< >

Designed and Developed by GSTN Page 73 of 82



GOODS AND SERVICES TAX ETW 35K

Returns Offline Tool (Last Updated on: 28/08/2017)

15. Once all the corrections are done, click the VIEW SUMMARY button.

Goods and Sorvices Tax Ofling 7

PEOKI FAES m

20, W A Q

Selocy Sectir

TRecsleer GSTIN LN invokcr o * Shavalon Date * Fleta) Iwvokos lace OF Sapply Suapty Tywe* Invoike Type*
Valus(t}* L4
NCE Rl Y k= ¢
AANLCY L 14 [ ] ' 4 \
- - -

Heverse E-Commanon GSTIN

Charge

IHAABCESS0IRICA

Secthen M Mo OF Dessns  Tomel Contrast Tas Amsant(®)  Setel Stane /W1 Tox Armaren 1) Totol Lndagraind Tax Amaani(¢)

.09 02,70%.10

BACK CHEMERATE PILE

Total CL85

2,005,00

17. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved in your

computer for uploading the same on GST portal. Click the Save button.

File Download

Do you want to save this file. or find a program online to open
it?

Name: July_2017-18_GSTR1_025UPHPOO0TA1Zljson
Type: Unknown File Type, 3.37 KB
From: localhost

Cancel |

Find I Save

While files from the Intemet can be useful, some files can potentially
harm your computer. if you do not trust the source, do not find a
program to open this file or save this file. What's the risk?

9
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18. Browse and select the path to save the .json file which needs to be uploaded in the GST Portal.

@ - 4 H » gst_offline_tool v Search gst_offline_tool

Organize = Mew folder b=

@ gst_offline_tool ~ Mame
H gst_offline_to
I_i[] returns_2307:
Li[; returns_2307:

@ KPls
@ MsC

@ Offline Manual
I_i[; returns_2407:
@ Offline Utility_t
. 1_Download 1

L3 Letall MFF

M gst_offline_tool

v £

File name: | Juby_2017-18_G5TR1_025UPHPOO ATZ] json

Save as type: | JSON File

Fai.

. Hide Folders

19. Login to the GST Portal with your credential and upload the JSON file as discussed in the above section.
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8. Open Downloaded Return File — GSTR2A

The GSTR2A return file can be downloaded from GST portal and viewed in the Offline tool. The downloaded
file can be opened in Offline tool to view invoices and credit/debit notes uploaded by your supplier in his
GSTR-1. You would not be able to take any action on the data populated as GSTR-2A is view only return.

1. Loginto the GST Portal with valid credentials.
2. Click the Services > Returns > Returns Dashboard command.

Notifications & Clrcukars « Acts & Rules « Downloads «

User Sarvices

The File Returns page is displayed.

3. Inthe Financial Year drop-down list, select the financial year for which the GSTR2A return has to be
downloaded.

4. In the Return Filing Period drop-down list, select the return filing period for which the GSTR2A return
has to be downloaded.

5. Click the SEARCH button.

Services - Notifications & Qrafars = ACts & Rules = Grievance

Dasfiboa Retyrns @ English
Flle Returns

® Indicates Mandstory Fieids

Financial Year * Ratum Filng Period *

Aptil . SEARCH

6. Applicable returns of the selected tax period are displayed. In the Auto Drafted details GSTR2A tile,
click the DOWNLOAD button.

Auto Drafted details
GSTR2A

VIEW DOWNLOAD

Designed and Developed by GSTN Page 76 of 82



EO00S AN EIVICES I HETHOR: Returns Offline Tool (Last Updated on: 28/08/2017)

7. The Invoice Download page is displayed. Click the GENERATE FILE button. Return file is downloaded
in the zip format.

Pashboad © Retums  GSTR @ English

Offiine Download for GSTR2A

Inveice Download

GENERATE FILE
BACK

A message is displayed that the request has been accepted and will take 20 minutes to generate the file.

Dashboard - Returns - GSTR @ English

Offiine Download for GSTR2A

Your request for generanon has Deen accepted Kindly wait for 20 mun

Invoice Download

GENERATE FlLE

BACK

Let us take an example where GSTR2A return file is already downloaded from the GST Portal and you need
to open it using the Returns Offline tool.

To open downloaded return file from GST Portal using the Returns Offline tool, perform the following steps:

8. When you double click the Offline tool icon on your desktop, the Offline tool Home Page will be displayed.
9. Inthe Open Downloaded Return file from GST portal tab, click the OPEN button.

3 GATR 3eturs - 3

Opes Downlosded Returm (il frem ST portal Open Dowrdsaded §rroe fite from G651 partal

pinad mew ok / othver data for rwtuen

Instructions
NEW DUTON: TO cpOad Dew a0 0N (Mla o OPEN Diftten 10 cpen retarm fle Odemodded from GAY OPEN buttons 10 open arrar Nie Jownioaded Som UNT
L, TapOper Com LR Hreoe dULE a5 AN TITeS POCtM 0 DICALE, Feject, MOSTy 200 B30 MESER() Itrasse POrTBl 80 COOTBCE Ihe IInaie J08s fedected by GET
a5 fested. Jetads sysRem
Overview
The Offline Teol verston 1.1 has beos designed 1o enabide Laxpayers 1o uplosd iirveion deta snd other data by collating that ln the (ool s offlise mode (without
mtemet).
he Otfline Tool version L1 Indudes i o i (v2n), - w0 r hter-state for amount exceeding ie 2.9 Lakhs (B200 ) Business to Consumer

less than s 2.5 Lakhs (B208), Exports, Crest/ Debit Note (CONR) and Credit/ Debit Mote for unregistered Persons (COMIRY, Advances, Advance Adjestinents and
s,

Main features of Offline TooliDara emry of nenice data wod other data in the tool a5 reqiirsd pnder GST Law under various categonies ke Sunness 1o Business {L2b], Busbess to
Consimer Large Inter-state [blcl), Business to Consgtmes Small (b2zs), Exporty, Impocts, Crode)/Detit Mobe ste, into the tool
2. Thw tool Sws functionalty &5 check Suplcate recomds in Nie crosted for the ot

3. Taspaywr can ingat deta of vraces by srrtering the detals marusly or tse Txosl Workbook | alea/c) with ssparsted avockshests for esch section of retum for inpedtng svoks

data arl irrport the sarmw irts the oot
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10. Browse and select the downloaded return file in zip format and click the OPEN button.

=

Organize = Mew folder

& Downl Mame

Choose File to Upload

(© ~ 1 @ » ThisPC » Downloads

v & Search Downloads o

Date modified Type Size

L+ Favorit
& Links

1) returns_23072017_R2A_02SUPHPOOD1ATZ...

08-Aug-17 3:32 PM  Compressed (zipp...

o Music
=| Picture
B Saved
' Search
& Videos
1) Favoril
1M This PC
m Desktc
| Docun
4 Downl
J Music |,

File name: | returns_23072017_R2A_02SUPHPOOMATZ_off w| |Custom Files (*.zip) w

Open Cancel

11. Details of the file which have you have downloaded from the GST Portal is displayed. Click the PROCEED

button.

% Tax Offiine Tool

ST Statemant/Retums *

Select tre demails of Hle which you have cownlcaded from GST portal

| mack PROCEED
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12. The Summary page is displayed. Select the link for the desired Section Name to view the details.

= CST Retisirs -5

Goods and Services Tax Offline Tool GSTR2A OZSUPHPOBDLIALZ]

)
&b

rrenary
Section Mame No. OF Invoices Toan! Central Tax Amoont(T) Total State/UT Tax Ameent(T) Total Imtograted Tax Amount(t) Fotal CESS
0.00 0.00 400.00 1.000.00

1 0.0¢ ).00 845.2 783,52

DACK

13. The details for the section selected is displayed. To view the details or records at rate level, click the ’ +’
button and navigate to the rate level records.

% G e -0

g Goous and Services Tax Offline Tool GSTRZA 02SUPHPDOGLIATZT

INJUIN® Sinvedce No. * 21nvoice Dote * 2Teta! Imvoice SMace Of Supply Supply Type ™ Iwvoice Type * Heverse E-Commerce GSTIN Actions
Vadee(t) * - (harge

14. The rate level details are displayed. Click the BACK button to go back to the previous page.

ISTR b
?
Sacon | U2h (elhon M1 | SEIIA00
Wt ()" Total Tuacobin Vedou!( C)* Lvtagratud Tox Amvasent(€)* CESS Aonowst! €]
Mote: " Care gmn, parrbarmd e (Srae GET + Carersl ¢ v ST rensts to be wirtien. Systerm wif calcuiane Svem oo
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15. Similarly, you can view details for other sections as well.

P G Nennm - 0B

Goods and Services Tax Offline Tool GSTR2ZA 02SUPHPOOGIAT X

Select Section® 1528 Invpices v Q
INJUIN® Shnvedce Mo * Sinvoice Dote * 2Tetal Imvoice SPace OF Supply Supply Yype ™ Iwvoice Type ™ Heverse E-Commerce GSTIN Actions
Valee(t)* - Charge
¥ (] g ROE n
< >
Ba
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9. Troubleshooting Common Errors Encountered

Offline tool validates the uploaded data while saving and displays errors if any based on the validations
implemented in the Returns Offline tool. Some of the validations and error messages are explained and
shown in the screenshots below.

1. Please ensure you are entering the date in correct format. Expected formats are dd-mm-yyyy. If you are
facing errors in selecting dates in given format, then you can refer the below word document to change
the format of date.

2. Invoice value should be greater than INR 2,50,000 in case of B2CL (interstate supply to Unregistered
person}. In case invoice value is less than INR 2, 50,000, then an error is displayed. In such cases, enter
the amount more than INR 2, 50,000 in case of B2CL.

GSTR Returme

Goods and Serv
IMPORT res DELETE ALL DATA VIEW SumMany

Selatt Section® ) i t v Q

Stavasce Ma. * SAreevece Dete * STotal lavonew Vahee! 2)* Slace OF Supply * Suspdy Type * A Commerir GSTIN Actions

3. Wrong input of GSTIN or Duplicate Invoice Number.

Returns Offline tool may not be able to validate the GSTIN whether the same is active or inactive on the
day of data entry but an error is displayed in case the same is not in the standard
format.

Similarly, if an invoice is uploaded twice in the same tax period in the Tool, then the earlier details get
overwritten. However, if the same invoice is existing in the earlier tax period then the Tool may not be
able to identify the duplication and error message will be populated only when the return is uploaded to
the GST Portal.

GSTR s

Shecerww GSTIN/MIN®  Shwwotos U * Shwemoe Dobe * Shetet Inwwmer S8 Of Sapwly Sepply Fpme® [ Tye " eviees b G SRTOV AT
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4. If anything is entered other than numeric value in the HSN/SAC of Supply field, then the Tool displays an

error.

5. If excel or csv files contain future dates or if the format of the data is not correct, then the Tool displays

an error.

Warning

Following invoices contain invalid inputs.Invoice dates can not be
future dates and previous year dates. Please Check for Invoice dates

B2B: 1000

6. Some other general mistakes done by Users in filling the details resulting in errors are:

a.
b.

Date of invoice is after the date of Tax Period

Receiver GSTIN is same as of Supplier. This may arise if the taxpayers enters the details of self-
invoices of purchases/inward supplies from unregistered persons. These need to be reported in
GSTR 2.

No Invoice exists against corresponding Credit/debit note in case of Supplies to Registered
Taxpayers or Interstate Large Customers

Shipping bill date is prior to date of invoice.

Selection of wrong section while importing csv or copy excel feature.

While entering multi rate in b2b, b2cl, cdnr, cdnur, exp sections using excel or csv, other than rate,
taxable value and cess all entry should be repeated in consecutive row.

For invoice type SEZ supplier with/without payment and Deemed Exp, E-Com GSTIN is not allowed.
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