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1. About this Document

1.1. Purpose

The purpose of this document is to provide a comprehensive understanding on how to submit
responses to notices and letters received under e-Verification Scheme, 2021. The taxpayers will be
able to:
e View/ download the relevant communication (notice u/s 133(6) of Income Tax Act, 1961
letter etc.) and submit their response/ explanation on portal.
e View already submitted responses/ explanations.

Disclaimer: For a complete understanding of taxability of any head of income, the assessee is
advised to refer to the Income Tax Act, 1961. This document is for the purpose of guiding the
taxpayer on how to submit response to notices and letters received under e-Verification Scheme,
2021.

1.2. Document Conventions

This user guide uses the following conventions:

1. Menuitems, Options, Dialog boxes and Functions are mentioned in ‘Bold and quotes’
Error messages are displayed in Italics

3. Angle brackets (>) indicate the progression of menu choices the user should select in
a graphical user interface (GUI)
4. Note provides additional information

2. Intended Audience

The intended audience is person/ entity who have received the communication (notice u/s 133(6)
of Income Tax Act, 1961, letter etc.) from the Income Tax Department under e-Verification Scheme,
2021. Taxpayers will be able to access AIS/ Compliance Portal through e-filing portal
(www.incometax.gov.in) to view the relevant communication and submit their response/

explanation online.
3. Overview

3.1. About Project Insight

Income Tax Department initiated Project Insight to focus on three goals namely (i) to promote
voluntary compliance and deter non-compliance; (ii) to impart confidence that all eligible persons
pay appropriate tax; and (iii) to promote fair and judicious tax administration. Under this project,
an integrated data warehousing and analytical platform has been rolled out. The project also
operationalizes two centers namely Income Tax Transaction Analysis Centre (INTRAC) and
Compliance Management Centralized Processing Centre (CMCPC).

3.2. About Compliance Portal

Compliance portal is a dedicated portal to enable Annual Information Statement (AlS) to provide
comprehensive view of information for a taxpayer, e-Campaign for capturing of feedback &
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response on information and specific compliance related issues, e-Verification for view and
response on communications received from the Income Tax Department under e-Verification
Scheme, 2021. The Compliance portal enables a seamless, secured two-way structured
communication to enhance the transparency and functional efficiency of the department.

3.3. About e-Verification Scheme, 2021

The Central Board of Direct Taxes (CBDT), vide notification No. 137 /2021, dated 13-12-2021,
notified the e-Verification Scheme, 2021. The Scheme aims to share and verify such financial
transaction information with the taxpayer, which appears to be either unreported or under-
reportedin the taxpayer’s Income-tax Return (ITR). Under this scheme, the Income Tax Department
may issue notice u/s 133(6)/ letter to person/ entity whose case/ connected case has beenselected
under the e-Verification Scheme, 2021.

3.4. Accessing ‘e-Verification’ Section through e-filing portal

Taxpayer can access e-Verification section through following steps:

Step 1: Visit the Income Tax e-filing Website by using the URL https://www.incometax.gov.in/.

Step 2: On top-right of the homepage, click on ‘Login’ button.

4 5"
(‘”‘_1 ) ,?-FI!@ € Call Us & English VN - S e ]

Home Individual/HUF « Company ~ Non-Company v Tax Professionals & Others Downloads Help

e-Filing 2.0

1l new | with features that make e Filing easier for y

View guided tour of the new portal

Our Services Our Success Enablers News & e-Campalgns Things To Know Taxpayer Voices Our Committed Taxpayers

Figure 1 e-Filing homepage

Step 3: Enter user ID and click on Continue
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{2} e-Filing sy sy *, Call Us & English A B & o

2 o e B
oo T Deperiment, Goverroent of lecla

Home Individual/HUF ~ Company ~ Non-Company ~ Tax Professionais & Others ¥ Downloads Help
i mandatory fi
Login Know about your User ID
Enter your User 1D # PAN (Permanent Account Number)
‘ For Individuals (Salaried ernployee, Senior citizen, Self-employ NRI)
For Other Than Individuals ( pany, Trust, ADR AJR BOI, Firm, Local
thority

— Aadhaar Number
< Back N For Individuals {Salaried employee, Senior citizen, Self-employed, NRI)

Other User ID
< For Chartered Tax Ded and Collector,

Step 4: Fill in the password and click on “’Continue’‘ to navigate to e-Filing portal homepage.

Figure 2 e-filing portal login page

 CallUs @ Engiist ]l A (¢ ]

Do not have an account? Register

Home Individual/HUF ~ Company v Non-Company ~ Tax Professionals & Others ~ Downloads Help

Login

PAN - AAAPA1234A

Secure Access Message
Login
[[] Piease confirm your secure access message *(7)

Enter password for your e-Filing account

Password *

........... .I o

« Back

Figure 3 e-Filing portal login page

Note: If the user is not already registered, then registration must be completed first by clicking
on the Register button available on e-filing portal and then providing relevant details. After
successful registration, login step can be performed on the e-filing portal.

Step 5: Once logged into e-Filing portal, go to Services tab, and click on Annual Information
Statement (AIS). This will redirect the user to the ‘Compliance Portal’. On Compliance

Portal, navigate to ‘e-Verification’ tab.
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{3;1 ©-Filing aywon ayime

Incamea Tae Depariment, Govemment of inda

L, callUs ~ & English ~ £ | & ¢}

|nclividual

Dashboard Authoriged Partners ~ Services ~ Pending Actions ~ Grievances Help SossionTime 2 7 2 5 4
Dashboard Tax Credit Mismatch
Rectification
Welcome Back, Fil Mar-2023

Refund Reissue

. Rectification of Order passed by CIT{A)

Generate Electronic Verification Code

(EVC)
Contact Details Update

Annual Information Statement (AIS}
Bank Account Update
Your account is not Secure Account View/Download e-PAN
secure with e-vault 3y

Manage [TD Reporting Entity Identification

Figure 4 Link for Annual Information Statement (AlS)

Step 6: After redirecting from the e-Filing portal, click on the e-Verification tab.

el

® Compliance ’ % -
(%) it Insight -‘__:{; 1, callus ~

i

AlS e-Campaign e-Verification Actvity History | Resources Rotc Us Help Sexsion time 19 D4

Homa 3 AIS 3 Inshustiens during 20-00 to 22-00 hours due to maintenance activity

Instructions AlS

AIS Instructions

Ingtructions for functionalities refated to Annual Information Stazement [AIS

@ Disclaimer

Anrund Inf {AEE) mcludea ian oresemily evailable with lncome Tax Department. There may be other transactions relating to the texpayer which are not preaently displayed in-Annuat Informesian
Sracemant (A1S] Taspayer ls edpactad 1o ehack all releted informarion and iepoit compleie snd scturate infommeton in the Ineame Tax Rewwm

Annusl Information Statement (AIS) 1t comprenensive vigw of iInformation for 8 taxpayer displayed in Form 2645, Taxpayar can provice feedback on Information displayed in AIS. IS shows both reported value and modified
value (Le. value sfier conaudering taxpayer teedback) undar each section {ie. TOS. 577, Other information). The functionalitize unger AIS Tab are:

= View Annugl informatien Statemant
»  Submit Feedoack on AIS

s Ugl
= Download Annusl Information Statemant (PDF, JSON|

2 415 femhack pecket genarated from A1 atility

Figure 5 ‘e-Verification’ tab at Compliance Portal Homepage

4. e-Verification Tab

The e-Verification functionality available at Compliance Portal of the Income-tax Department
enables a person to:
e View/ download the relevant communication (notices u/s 133(6), letters etc.) and
submit their response/ explanation on portal.
e View already submitted responses/ explanations.

4.1. Viewing e-Verification Tab

Under the e-Verification tab, year wise summary view of notices/ letters will be displayed.
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D, T | e . QN ) s
AIS e-Campaign e-Verification Activity History | Resources Rate Us Help

Sessiontime 04 : 30

Homa 3 s-Yerfication

e-Verification XXXXKIKIK {XXRX XXX KX) =

General Information

XXX NA OO0 31-JUL-1998

Show More ¥

List of Notices/Letters generated

Assessment Year Total Notices/Letters Pending for Response

AY.2021-22

Figure 6 e-Verification tab - A.Y. wise summary view

By clicking on specific Assessment Year, list of notices/ letters pertaining to that assessment year
will be displayed on next screen (as shown below).

% Compliance 2 : HOHKKKKK
; .i) Portel Insight <3} . Caftus 0 | B8 oo
NS e-Campaign e-Verification Activity History |  Resources Rate Us Help Sessiontime 04 @ 30
Home 3 eVardicat
e-Verification XXOOKHK (XXX XK KK =

General Information

XXIOOUOX NA

YDOUOHX 31-JUL-1998
Show More ¥
Notice/Letter List - 02 =
DIN Type Attachments Description Issued On Response Due Date Overal Status
> HT ™

Figure 7 List of Notices/ Letters for the selected year

4.1.1. General Information

It displays general information pertaining to the person including PAN, Masked Aadhaar Number,

Name of the Assessee, Date of Birth/ Incorporation/ Formation, mobile number, e-Mail address and
address of the Taxpayer.
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£8 \:“:m:]ﬁgn;! Insight *ﬁi ’ L sl = MK HXRHK K
gi=le  Por 5 e - o AL NAKEKXKXKH

NS e-Campaign e-Verification Activity History | Resources Rate Uz Help

Seagion time 18 : 54

e-Verification SOOOTIIT (X AR XHHXHK KK -
General Information

anent Azcount Numbe ednes umDes MName of Azgeszes Liste of incorparstan b
RRKOTHKRN NA YR OKK K 06-JUIL-1473

Show More %

Figure 8 General Information under e-Verification

4.1.2. e-Verification - List View for Notices/ Letters for Selected Year
Under this section, a list of all the notices/ letters generated for the taxpayer is displayed. Following
information is displayed for each row under list view:

e DIN — Document identification number for the notices/ letters.
e Type — Notice, Letter etc.
¢ Attachments — Supporting documents attached by ITD officer along with notice/ letter
 Description — Description of notice/ letter (e.g. Notice u/s 133(6))
e Issued On — Date of notice/ letter
e Response Due Date — Response due date for the notice
» Overall Status — Overall status for response on notice/ letter. Overall status are as follows:
o Pending - When person has NOT submitted response on letter/ any of the question of
notice.
o Partially Submitted — When taxpayer has submitted response on some of the
questions of the notice.
o Submitted - When taxpayer has submitted response on letter/ ALL of the questions of

notice.
¢ Bell icon — On click of bell icon, reminder notification details issued for that notice/ letter can
be viewed.
é;_; Comptencs | insight 25,1 L ca 0 e
AIS e-Campaign e-Verification Activity History | Resources Rate Us Help Sessiontime 04 : 30
e-Verification YXXIOOKK [OOX XEXKXN)  +

General Information

FODO0OUX NA YOOO0ONX 31-JUL-1998

Notice/Letter List - 02 = File:

DIN Type Attachments Description fssued On Response Due Date Overall Status

()

NSIGHT/VER/02/Comm_Letter/202 . B

Figure 9 e-Verification List View
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Clicking on the row will open the expanded view (as shown below)

General Information

FOOOOOHX NA GFXZIJA FLFWBFQ 31-JUL-1998

Notice/Letter List - 02 = Filte

DiN Type Attachments Description issued On Response Dus Date Overall Status
= NSIGHT/VER/02/133(6)/2023- ST f S e 0N AV 20723 SR
R RYON DR T SHONA Notice i Notice u/s 133(6 09-MAY-2023 14-MAY-2023
Submit Your Action
Information Category Processed Value (AIS) Declared Value (ITR) Response to Notice
Note # & the most rec - E . sted e

Figure 10 e-Verification Expanded View

4.1.3. Filters
Relevant filters are available on e-Verification list view which will help the user tofilter the list. The
e-Verification list view can be filtered using filter options (i.e., Type, Issued On, Overall Status).

Notice/Letter List- 02 = Clear all

Type leguad On Cversll Status

| Salect v | | SeeelluteSane 2| | seeet - Apoly Fifter

oM Typa Attachments Daceription lzsued On Rezpones Due Date Dverzll Status

Notice J Notice u/s 123(5) D5-MAY-2023 T4MAY-2023 Fening

s Lemer "] Communication Lemer TF-MAY-2023 - Fending

Figure 11 Filter Options for e-Verification List

4.2. Provide/View Response

4.2.1. Provide Response to Notice
To provide response to notice, follow below mentioned steps:
Step 1: Navigate to e-Verification screen (Refer Section 4.1)

Step 2: Click on a row displayed under e-Verification list, where response is to be provided. On
expanded view, click on ‘Pending’ button’.

Page 10 of 26



User Guide for Submitting Response to Notices and Letters Received

under e-Verification Scheme, 2021
Version 1.0 (May 2023)

. e
Insight -3+ °

General Information

00000

Notice/Letter List - 02

DIN Type

Submit Your Action

Information Category

GFXZIJA FLFWBFQ

31-JUL-19%8

Show More ¥
Anachments Description Issued On Response Due Date Overall Status
N Notice u/s 133(§ 09-MAY-2023 14-MAY-2023 Pending
(]} S
Processed Value (AIS) Declared Value (ITR) Response 1o Notice

Figure 12 e-Verification Expanded View

Step 3: Upon clicking ‘Pending’ button, user will be navigated to ‘Response to Notice’ screen.

Step 4: Provide the response against each displayed question.

Response to Notice

0 e szoed On
HSIOHT/YER/D2 3306 20235-24/31 21 00001 SB0ET HNatice: 05-MAY-2023

Interest from deposit

Q1 - Flease provide details of source of funds in respect of cash depesits.]

QZ - Pleasze provide emall and mobile details of the entity. 2

Faspo

< Bock to Notice/Letter List Question answered. IV

Vizw!ASd ATtECImEnt ¥

SaveasDrft m

View/ Aod Sriachument ¥

TR - |

Figure 13 Response to Notice Screen

Step 5: To submit a response against a question, enter the remarks in the Response/ Remarks
text box, add supporting document (if any) through View/ Add Attachment option

and click Submit button.
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Q2 - Please provide details of source of funds in respect of cash deposits.1 View History
Response Ramarks ©
Details of source of funds are attached herewrth.
e Hide attachiment &
el (a2, Plesse nsure that the hles ere not pasaword protected
Document Type * Description *
@ Source of funds.dlax = | other - Details of source of funds
10mb mex file size.
| @ Add znotner attachment ‘
Figure 14 Notice Response Submit screen
Step 6: On clicking the Submit button, success message will be displayed:
Thank you for your response
You can access the scknowledgement recaipt under activity history,
Activity History
Figure 15 Success message screen
Step 7: Acknowledgement receipt for the submitted response can be downloaded from
‘Activity History’ section.
Step 8: Repeat the above steps to provide responses to all the questions.
Step 9: If required, updated response can be submitted by clicking Add Response button.
02 - Please provide details of source of funds in respect of cash deposits.1 Viaw History
B05202317000074 (MAY 2003, 05:56 PM = Poral

Respones Femarks

Details of source of funds are attached herewith

Added attachment Document Typs Descrption
Details of source of funds. xlsx Other Details of source of funds

Figure 16 Add Response Link
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(1) Response Information - 4

Flease note that the latest submitted response will be considersd and

all previously submitted responses will be ignared.

coce (D
Figure 17 Alert
View Hatary

072 - Please provide details of source of funds in respect of cash deposits 1

Bespanss/Aematks ¢

Updated Faeponaz|

Rerinng Crances . 2854

Discord

Wiew A ATIACTHTEN %

Sowe as Draft m

Figure 18 Adding Updated Response

Step 10: Submitted response(s) can be viewed by clicking View History link.

Q2 - Please provide details of source of funds in respect of cash deposits.1

S05202317000015

Hesponse/Femarks

Updsted Response

Aot Respones ] I\new Hmwl

Q0-04AY-2003, D557 PM = Dortal

Figure 19 View History Link

Response History

Q2 - Please provide details of source of funds in respect of cash deposits.1

S05202317000015
Respunse/Remarks

Updatad Response

905202317000014

Remarks

Respons
Details of source of funds are attached herawith

U%-MAY-2023, 05:57 PM » Portal

09-MAY-2023, 0557 PM » Portal

Added attachment Document Type Description
Details of source of funds.xisx Other Details of scurce of funds

09-MAY-2023, 0556 PM = Portal
o

Figure 20 Response History
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4.2.2. Provide Response to Letter
To provide response to letter, follow below mentioned steps:

Step 1: Navigate to e-Verification screen (Refer Section 4.1)
Step 2: Click on Pending button on the row where response to be submitted.

General Information
XXEXXKKKKK NA GFXZIJA FLFWBFQ 21-JUL-1998
Show More ¥

Notice/Letter List - 02 = Fi

DIN Type Attachments Description Issued On Response Due Date Overall Status

INSIGHT/VEHR/02 mm_Letter/ 2023 [ -

TRtA i riadey Ltter j Communication Letter  09-MAY-2023 - E
> N - ‘—j olice 33(9) 9-MA 14-MAY-20

Figure 21 Pending button for Letter

Step 3: Upon clicking ‘Pending’ button, user will be navigated to ‘Response to Letter’ screen.

Step 4: To submit a response, enter the remarks in the Response/ Remarks text box, add
supporting document (if any) through View/ Add Attachment option and click Submit
button.

Response to Letter

DiN Type sued
INSIGHT/VER/02/Comm,_Letter/2023-24/8121000001 980002 Letter 09-MAY-2023

Document Type

@ Attach Flle | @ Response File.pdf x Other
10mb max file size
‘ @ Add another attachment

‘ Discard ‘ Save as Draft |

Figure 22 Letter Response Submit screen

Step 5: On clicking the Submit button, success message will be displayed:
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Thank you for your response

You can access the scknowledgement recaipt under activity history,

Activiy History

Figure 23 Success message screen

Step 6: Acknowledgement receipt for the submitted response can be downloaded from

‘Activity History’ section.
Step 7: If required, updated response can be submitted by clicking Add Response button.

NOTe: The 131821 T8SpOMSE DYOVIDED 0N NOTIGR/ LRTIEY i OSgiayes hers
To view previously provided responge, click on ‘View History'.

Response to Letter

tssued On Response Dus Date

DIN Type
09-MAY-2023

INSIGHT/VER/02/Comm_Letter/2023-24/8121000001980002 Letter

=] ==

10-MAY-2023, 1121 AM » Portal

1005202311000004

Begponse/Remarks
Please find my response attached herewith

Dotument Type Déscription
¥

Other Response File

Added attachment

Response File.pdf

< Back to Notice/Letter List l

Figure 24 Add Response Link

Step 8: Submitted response(s) can be viewed by clicking View History link.

Note The larase cesponse provided on Notics/Letter is displayed bice
To view previcusly provided response, chick on View History'

Response to Letter

Issued On Response Due Dste
09-MAY-2023

oIN Type

INSIGHT/VER/02/Comm_Letter/2023-24/8121000001980002 Letter

Add Response | View History |

100520231 1000095 10-MAY-2023, 1128 AM = Portal

Response/Remarks

Updated Response

Figure 25 View History Link
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Response History

100520231 1000005

Updated Response

1005202371000004

Fleasa find my response attached herawith

Response File pdf Other

Respanse File

10-MAY-2023, 1124 AM « Fortal

10-MAY-2023, 11:24 AM » Porial

Figure 26 Response History

4.2.3. View Submitted Notice Responses

For each notice, information category wise statuses are maintained which are as follows:

e Pending — Response is not submitted for all the questions related to that category.
e Partially Submitted - Response is submitted for some of the questions related to that

category.

e Submitted - Response is submitted for all the questions related to that category.

If response status is Partially Submitted or Submitted, submitted response(s) can be viewed by

clicking these statuses (as shown below):

Notice/Letter List - 02
DIN Type Attachments Description Iasued On

INSIOHT/VER/DZ/ Comm_Letten/2023-
Letter Communicetion Letter  (9-MMAY-207:

Notice ! -j Notice ufs 133(6) O9-MAY-2023

Response Due Date

Overall Status

Figure 27 View Submitted Response

Page 16 of 26



User Guide for Submitting Response to Notices and Letters Received
under e-Verification Scheme, 2021
Version 1.0 (May 2023)

v
Insight - 3>

Notice/Letter List - 02

Note - The vaiuas shawn atove ars the mest recent 3nc may differ friom the values atthe tima when the related notce was generstae

DIN Type Attachments Description Issued On Response Due Date Overall Status
m_Letter/2023 Laktes g 00-MAY-2023 Submimed
v ol Notice D Rotice u/s 133(6 09-MAY-2023 14-MAY-2023 Partially Submated
Submit Your Action
Information Category Processed Value (AIS) Dectared Value (ITR) Response to Notice

= Filter

Figure 28 Category wise Response Status - Partially Submitted

On click of ‘Partially Submitted/ Submitted’ button, submitted response(s) will be displayed.

Q1 - Please provide email and mobile details of the entity. 2

Respansa/Remarks *

Remaining Characters - 3000

| Discard

Q2 - Please provide details of source of funds in respect of cash deposits.1

9DS702317000015

Updated Response

View/add Attachment ¥

| Save as Draft

| Add Recponge View History

DG-MAY-2005 D557 P » Portal

Figure 29 View Submitted Response(s)

4.2.4. View Submitted Letter Responses

If response status is Submitted, submitted response(s) can be viewed by clicking the Submitted

button.
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Notice/Letter List - 02 = Filts

DIN Type Attachments Description Issusd On Response Dus Date Overall Status

S R o Letter H Communication Letler  09-MAY-2023

02/133(6)/2023-
> e . 5 Natice { j Notce u/s 133(6) 09-MAY-2023 14-MAY-2023

Figure 30 View Submitted Response

On click of ‘Submitted’ button, submitted response will be displayed.

e The |atest response provited on Notice/ Later is displayed hers
Response to Letter it o

To wim puevicusy

ded response, Zlick on View History'

Reaponze Oue Date
INSIGHT/VER/D2/Comm_Letier/2023-24/8121000001 980002 Letier 03-MAY-2023

| Add Rezponse Wiew History

101442023 1124 AW w Pomal

100520231 1000005

se/Rematks
Updated Response

< Back 1o Notice/Letter List

Figure 31 View Submitted Response

4.2.5. Download Response Acknowledgement PDF

After submitting Response, user can download Response Acknowledgement PDF after navigating to
‘Activity History’ screen.

( :) Compliance
sy Fol

Sz
Insight <" %, calius ) XXXEXHNX
“

FOOOLRIK

AlS e-Campaign @-Verfication Activity History | Resources Rate Us Help

Sessiontime 06 @ 58

Home » Activity History

Compliance (AIS) Pc

.« e .
Activity History Last updated: 10-MAY-2025, 11:24 AM
Activity List = Filter
Date Activity Description Reference Id User Sourca
> 10MAY-2023, 1124 M Lettec Mosponta Letter 1005202311000005 AcE e 172161978 3
Submitted (GFXZIJA FLFWBFQ) =
e Letter Response - S ACEHB6247Q s
> 10-MAY-2023,11:21 AM R Letter 1005202311000004 RET LGS 17216.19.78 e
> 10-MAY-2023, 10:53 AM AlSLogir Logged in successfully 1005202310000005 17216.19.58

Figure 32 Activity History Screen
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5. Activity History

All the response submission carried out by the user are viewable under Activity History tab. User will
be able to download PDFs for all the responses under this tab.

5.1. View Activity History

User can view the Activities performed by him upon clicking on Activity History tab. To access
Activity History page, click on ‘Activity History’ tab from the top bar (as shown below). System
generated Id (Activity ID) will be created for each performed activity, Activity date, Activity
description and detail will be displayed under this tab.

©a

F(;)I :::wa Insight :E"' o ) :¢T.‘:
AS eCanpaign Activity History Resources Rate Us Help Sessicatime 10 : 82
ACthty HiStOfy Last updated: 23-FEB-2022 0302 PM

Activity List = Fity

Figure 33 Activity History Screen

6. Resources, Rate Us, Help, Chatbot

These sections are meant to help the users with the easy access to the portal and feedback.

6.1. Resources

For the ease of the users to understand e-Campaign, AlS and the related functionalities, various
resources have been created which are mentioned below:
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Complionce

@ Portal

f )
Insight <g"
bl

AIS  eCampaign  ActvityHistory | Resources  RetelUs  Help Session time . 12 © 26
Hesoures
Resources
User Manus Training heaterial ity
User Manual Show Archive
Document Name Version Date Cawnioad

By 6

Figure 34 Resources

6.1.1. User Manual
The User Manual tab contains user guides, which are intended to give step by step assistance to

users in using the e-Campaign functionality on Compliance Portal. It can be referred for detailed
information on how to accomplish a task on the Compliance Portal. It can be accessed from
Resources section by clicking on the User Manual tab.

Complionce

@ Portal

b
Insight <42
-

AlS e-Campaign Actvity History | Resources Rate Us Help Session fime 12 © 248
Hesoures
Resources
User Manus Training heaterial ity
User Manual Shaw Archrve
Document Name Version Date Cawnioad

B 6

Figure 35 User Manual

6.1.2. Training Material
Training Material contains multiple documents intended to give assistance to taxpayer/tax

professionals in using the Compliance Portal.
In the Homepage, navigate to the Resources tab and click on Training Material.
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Betivlty History | Resouices  Ratels el

Resources

Traming Material WAility

Training Material

Dacument Nams Version Date Downlaad

IS FRQs

Figure 36 Training Material

6.1.3. Frequently Asked Questions (FAQ's)
Frequently Asked Questions (FAQ's) are intended to give assistance tothe taxpayerin clearing the

common doubts likely to be raised by the taxpayers. It can be accessed from ‘Resources’ section by
clicking on the ‘Training Material’ tab. Theyare alsoavailable in Help section on Compliance Portal.

6.2. Rate Us

Users can provide their views and suggestions based on their experience with the Portal.

(%Y comaanes o 1
By o

s gt <3k

(0r5)

riencs Detter?

Figure 37 Rate Us
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6.3. Help

Users can click on the Help Tab to access common FAQ’s, Contact Us - or Raise/View Ticket Status
in case of any issue/escalations.

8 x
| Complanss 1] 2 g Tesl
LD, wwee g v |
olampign  AciviyHistoy | Amowos  Raols

Sensionfime 09 &4

| Rasertan Ticket Status | | Domnbsad e i |

o Help by Category

Project insight

» Annual Information Statement (AIS)

y Taxpayer Information Summary (TIS)

0 Let s Wow if Tt it hetp!

Figure 38 Help

To get the detailed information on a specific help topic, user can further click on the subcategory.

{8 compliance N1,
LB, o insight -7

. oalits L] et oy
S e-Campaign Auctivity History

| Fmscorces  Retels  Help

Your area of concem

i —— 7
| Reserviow Tichet Stutes | | Dowiload Fa@ b
| overdew

Beceasing A

Help by Category

Expand All

v Project Insight

7. What is Preject insight?

OF Let s ko if It cvnt |-e4.a-

Figure 39 Detailed Help

If the query is not resolved even after that, the user can then user can raise a ticket for the same
using the steps mentioned below:

Step 1: Click on Raise/View Ticket Status button given in the Help section.

Page 22 of 26



User Guide for Submitting Response to Notices and Letters Received 't/'
under e-Verification Scheme, 2021 Insi ht S
Version 1.0 (May 2023) g ,,: -

!(;\E Complane’ | insight
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=
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Help by Category Eapand All
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- Project Insight
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RALC] 18 OPEIETINANZED NS Proect s
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Or Let us know i it didnt helpt raporting and research suppar

3. what iz Gompliznce Management Sentraizsd Processing Gentre [CMEPS]

The Compliance Mansgement Cantvalized Fiocessio Tax Dapariment operationsized urd ct ingight The Complisncs Mansgement
Cerraliz=d Procesang Cenre (EMCPC) mes campaign managemant spprasch g of emaits, SHS, 1= era) fa Supaort valurtary compliance and reaahitian of

& S UCTLBE MTUANNEr Tf BTECtve Camphant 1] 812 evalEEtion.

COMQIIENOE iEaues A Deqicateg ECOMPIANTE POrtal 15 Uged 10 COPIWTE REPONGE 0N COMDH

Figure 40 Raise a Ticket

Step 2: Choose the category of your area of concern.

Follow us on owlrmmmﬂmw | f @incomeTadndisOMcal | B @incomeTaxindia Official | o @income Tax Indla | to Stay updated

' Compliance

L]
- Portal Insight - e

Gompliance Helo Cental

% Download FAQ  View Ticket Status
Choose Your Area of Concern
Cvarview
Accassing AIS

Annunl Information Statamant (AIS)

Taxpayer Information Summary (T18)
Informalicn Calngarios
Rasauroos
Let us know if it didn't help!
Cthate
Cortact Us

Figure 41 Choose ticket category

Step 3: Choose the sub-category of your area of concern and click on Contact Us.
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Follow us.on ommmnfaxlm f GincomeTaxindaOfical | 18) Gincome Taxdndia Official | = Eincome Tax Inda | 1o Stay updated

' Compliance o
= Insight - 2.
- Portal Sty
Cueenpiance Help Conter

% Download FAQ  View Ticket Status

Choose Your Area of Concern

Overview Problem: What is Project Insight?
Projact insight Solution: Incoma tax Dapartment initizted Project Insight 1o foous on three goals namely (i) 1o promots volunitary
= . ocompiance and deter noncomplances; (i} to impart confidencs that &t igidle persons pay appropesale tax; and (i) to
What & Proioct insigit? promote fair and judiccus tax administration. Under ihés project, an inlegrated data warehousing and analytical platform
hae " crieh ok g Transuch & v

What i Incorms Tax Transaction Analysis Contre has boen roliod oul. The project also operationalizes two centres namely Income Tax Transaction Anatysis Contro
(INTRACY? (INTRAC) ang Complanca Managament Centralizad Processing Centre (CMCPC).
What is Complance Management Caniralized Processing
Cantra (CMCPC)?

Compiance Ports

T Let us know if it didn't help!
Annud Information Stalement (AIS)

Taxpayer tnformation Summary (T1S)

Accassing AlS

Figure 42 Choose ticket sub-category

Step 4: You can change your issue if you wish to, by clicking on the change button. Write the
issue description and attach relevant documents, if any. Click on Submit your Query
button.

Cemrpiiaree Melp Conter Cewitact U

View Ticket Status

TRl | Contact us for any othar help

1. Your lssua

Do Prajsot insagit Gl

2 lssun Description '

Pl 1escive mry query

JLAnachmant

Chespn Flla | Ko Mle chosen

| Subemd your Guery Gal u coll back

Figure 43 Submit Query

Step 5: You can also request a call back from the Helpdesk team by clicking on the Get a call
back button.

Page 24 of 26




User Guide for Submitting Response to Notices and Letters Received .
under e-Verification Scheme, 2021 Insieht - L e
Version 1.0 (May 2023) 8 Py

Gompiluncs Help Conisr Contact Us

View Ticket Status

Mesd halp in aosting case? Qe e gTEE g ]

1. Your Izssus

(= T Frajot Insight Changa

2 Issue Description

Fieane ipsshn Ty query

23500

3. Amachmong

Chaas File | No fle chosan

Figure 44 Get a Call Back

Step 6: Once a ticket is logged by the user, you will receive your Ticket id, and a relevant
notification regarding the same.
Also, by clicking on Raise/ View Ticket Status user can check the status of an existing
ticket.

{2 complian b ; et
i, z} ™ | insight 424 . o gl AEORAATREM

LE 3 e-Campaign Actvity Hisiory | Aesources Rats Ug Fuip Seapion ime 07 : a8

Your area of concem Ralgar Ve Ticket Btatus [ Download FAT &

[T

Help by Category Expard Al

~ Project Insight

1. What is Project Insight?

Figure 45 Check Ticket Status

If your query still unsolved, you can connect with the Helpdesk team by calling on the toll-free
number (1800 103 4215).

6.4. Chatbot

A chatbot is an artificialintelligence (Al)-aided software that can simulate a conversation (or a chat)
with a user in natural language. The user can post the query on the chatbot and can get instant
replies/ resolution based on the frequently asked questions and machine learning. The same is
implemented on Compliance Portal to enable quick help to the users.
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6.4.1. Accessing Chatbot
The chatbot can be accessed through mentioned steps:

Step 1: Navigate to Compliance Por through URL https://compliance.insight.gov.in/

Step 2: Click on the chatbot icon provided on lower right corner of the screen.

Follow us on

! Compliance
27 Portal

Login to Compliance Portal
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Figure 46 Pre-login page Chatbot

Step 3: The chatbot window opens, navigate through the categories mentioned or type
your query in Ask me area.
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Figure 47 Pre-login page Chatbot
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