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E-Tutorial

1. Important Information on Request for Refund.

2. Brief Steps of TDS Refund Request.

3. Sample of Maximum Refund Allowed Calculation.

4. Pictorial guide of Request for Refund.

5. Pictorial guide to track Request for Refund.
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1. Important Information on Request for Refund
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• Deductor can apply for TDS refund from FY 2007-08 onwards.

Note: As per CIRCULAR NO. 2/2011 [F.NO. 385/25/2010IT(B)], DATED 27/04/2011 TDS Refund will be given to those Challans 

which are deposited 01-04-2010 onward other than section 195 (non-resident) and in case of section 195 TDS refund functionality is 

available from Financial Year 2007-08 onward as earlier.

• It is mandatory to register digital signature of authorized person on TRACES to submit the Refund Request.

•  PAN of Deductor as per TAN Master and TRACES profile should be same  and non blank.

• No Outstanding demand  should be present against TAN and against any TAN(s) associated  with PAN of Deductor (if available).

• No Outstanding demand should be present against PAN of Deductor.

•  A refund request consists of  maximum of  Five Challans. For more than five 5 Challans , Deductor needs to raise a new refund

request.

•  Maximum refund amount will be the available  unclaimed  balance amount  in the Challan history.

•  Refund request can be raised  for those Challans where unclaimed  amount  is  greater than Rs. 100.00 per Challan.

•  Ensure that all statements in which the challan has been claimed should be processed before claiming refund for the challan.
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2. Brief Steps of TDS Refund Request 

Step 1 : Login to TRACES website and Go to “Request for Refund” under “ Statement Payment ” tab.

Step 2 : Go to Refund Checklist and click on “Proceed “ 

Step 3   : Please select Section code:

➢ Refund Request for Challan u/s 195

➢ Refund Request for Challan other than sec. 195

➢ Select Appropriate reason for raising the Refund Request, Click on “ Add Challan” after selecting appropriate reason

Step 4  :  Give Challan details &  select Whether Challan pertains to appeal order  or  Whether Challan pertains to Vivad se  

Vishwas Scheme then enter appeal order number/ Vivad se Vishwas Scheme number received from appellate authority. 

Step 5  :   Provide Bank Account details to proceed with the request.

Step 6   : Verification page   :  Click on “Proceed” to continue TDS refund request.

Step 7   : Confirmation Page :  Click on “Submit Refund Request” to continue TDS refund request.

Step 8  :   Select a “Digital Signature Certificate” to proceed further

Step 9   : Form No. 26B Acknowledgement must be submitted within 14 days to the Assessing officer.

Note:        Refund request will be transferred to ADC approval (if refund amount is exceeding Rs. 50 Lakh)

Step 10 :   Request will be available  under “ Track refund Request”.

Step 11 :   Under “Track Refund Request” select search “Option 1 or Option 2” to view Refund Status with remarks.
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3. Sample of Maximum Refund Allowed Calculation
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4. Pictorial guide of Request for Refund 
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TRACES Home Page 

Click on ‘Login’  available 

at TRACES home page
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 1 : Login to TRACES website with User ID, Password and the Verification code

Select 

Deductor 

option

For more 

details on any 

screen, click 

on Help icon 

Enter user id 

and password 

Click on ? icon 

next for more 

details 

Mention TAN of 

Deductor 

Enter the text as 

displayed then click 

on Login button

xxxxxxxxxx

xxxxxxxxxx
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4. Pictorial guide of Request for Refund (Contd.) 
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Step1(Contd.) : Landing Page will be displayed on the  screen

Landing Page 

will be displayed 

on the  screen

Landing page will be 

displayed
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Step1 (Contd.)   Select “Request for Refund” option available under “Statements / Payments” tab 

4. Pictorial guide of Request for Refund (Contd.) 

For more details on any 

screen, click on Help icon

Select “Request for Refund” 

option  available under 

“Statements/Payments” tab.
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Step 2 : Before submitting  the refund request go through the checklist and click on “Proceed”

4. Pictorial guide of Request for Refund (Contd.) 

Check the “Refund 

checklist” before 

proceeding with 

request

Click on “ Proceed” 

option
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Step 3: Select section code of Challan & reason of raising request then click on “Add Challan” to proceed further

4. Pictorial guide of Request for Refund (Contd.) 

Select appropriate  

Section Code

Select Appropriate 

reason for raising the 

refund request
Click on “ Add 

Challan” after 

selecting appropriate 

reason 

Note: Incase Deductor selects “Other” as a reasons for raising refund request.  A popup window will be open 

to provide their suitable reason.
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 4: Enter Challan details and click on “View Challan Details”

Enter requested 

Challan Details

Click Here  to ”View 

Challan details”
Select “Yes” or  “No” 

option. If  Challan 

pertains to appeal order 

or Vivad se vishwas  

scheme, then enter the 

appeal order/vivad se 

vishwas Scheme 

number 

Click on ‘Cancel’ 

and 

go to previous 

page
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 4 (Contd.) :  Check Challan consumption details and click to “I Agree”  for the declaration

Click here 

to agree the 

declaration

Click on ‘Cancel’ and 

go to previous page

If user clicks on “I Disagree”  button  

than two options will be provided, 

either add another Challan or move 

back to the Challan detail page to 

accept the declaration.

Tick all the  

declarations  to 

enable “I Agree”  

Button  

2018-19
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 4 (Contd.) :  Click on “Proceed” to continue TDS refund request 

Note : If deductor wants to add more Challan than click on “Add Challan” Button and it will redirect to slide no. 11 to enter 

Challan details.

Click on 

‘Proceed’

to continue

“Remove Challan ”  Button  will be enabled once Challan row  

has been selected, 

Click here to add 

more 

challans. Maximum 

five 

challans can be 

added
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 5:  Enter Bank Details and click on “Proceed” option 

Deductor details will 

be auto populated
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 5 (Contd. ):  Enter Bank Details and click on “Proceed” option 

Note : Provide the bank details or select details same as previous Refund Request 

Tick the checkbox if user wants 

to replicate the bank details 

mentioned in the previous 

refund request (if any)

User will be able to view 

Previous bank  details as in 

available in previous 

refund request 
Please fill 

Bank Account 

details

Click on ‘Back’ 

to go to previous 

screen 

Click on 

‘Proceed’ to 

continue
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 6: Verification page : Click on “Proceed” to continue TDS refund request 

Click on ‘Proceed’ 

to confirm detail

Click on ‘Back’ to 

go to previous 

screen 

Details will be auto populated 

on the basis of TRACES 

Profile. 
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 7 Confirmation Page : Click on “Submit Refund Request” to continue TDS refund request 

Click on “Edit” button it will 

navigate to  slide no. 13.
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 7(Contd.) Confirmation Page  : Click on “Submit Refund Request” to continue TDS refund request 

Fields are non 

editable

Click on ‘Edit’ button to edit the 

bank details. 

After click on ‘Submit Refund 

Request’ button, Digital signature 

certificate pop will be displayed
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 8 :  Select a “Digital Signature” and proceed  

Note: Digital Signature Certificate is mandatory to submit TDS refund request. 

Select a digital 

signature and 

click on ‘Sign’ to  

Proceed further.
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 9 : Successful message will be displayed and click on “Preview and print form 26B acknowledgment

Success message will be 

displayed

Click here to view the 

26B acknowledgement
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4. Pictorial guide of Request for Refund (Contd.) 
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Step 9 (Contd.) :  Furnish “Form 26B Acknowledgement”  
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4. Pictorial guide of Request for Refund (Contd.) 
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Some of the common rejection reasons are: 

Once the request is 

submitted and 

validated request will 

be displayed with 

status

• Request will be rejected by AO or Refund Banker in case of Invalid Bank Details.

• Request will be rejected in case of change in maximum refund allowed amount.

• Request will be rejected in case of Challan correction is in-progress.

• Request will be rejected in case of force Challan matching is in-progress.

•Request will be rejected in case of Outstanding Demand.

CLARIFICATION ABOUT STATUS OF REQUEST OF REFUND AFTER SUBMITTING 26B (ACKNOWLEDGMENT OF 

REQUEST) TO A.O.

• PENDING WITH AO TDS   : Status will be Pending with A.O once the request is submitted for A.O Approval.  

• PENDING WITH TDS-CPC : Status will be pending with TDS CPC if request is approved by AO.

• PENDING WITH REFUND BANKER: Status will be pending with Refund Banker for verification of account details.
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5. Pictorial guide to track Request for Refund
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Click on “Track Refund Request” to track the request 

Click here to 

Track Refund Request
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5. Pictorial guide to track Request for Refund (Contd.)
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Choose “option 1 or Option 2” to search Refund Status
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5. Pictorial guide to track Request for Refund (Contd.)
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User can see the Refund Status under “Track Refund Request”.

23-Jan-2021

23-Jan-2021
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5. Pictorial guide to track Request for Refund (Contd.)
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Status will be pending with TDSCPC if request is approved by AO

23-Jan-2021

23-Jan-2021
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5. Pictorial guide to track Request for Refund (Contd.)
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Status will be pending with Refund Banker for verification of account details

Status will be pending with Refund 

Banker for verification of account 

details.

23-Jan-2021

23-Jan-2021
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5. Pictorial guide to track Request for Refund (Contd.)
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Status will be rejected by AO or Refund Banker incase of Invalid Bank Details

23-Jan-2021

23-Jan-2021
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5. Pictorial guide to track Request for Refund (Contd.)
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Status will be rejected in case of force Challan matching is in progress

Request will be rejected in case 

of force Challan matching is in 

progress

23-Jan-2021

23-Jan-2021
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5. Pictorial guide to track Request for Refund (Contd.)
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Step 14 (Cotd.): Status will be pending with Refund Banker if request is with BankStatus will be rejected in case of Outstanding Demand

Request will be 

rejected in case 

of Outstanding 

Demand

10001160

10001160

26-Jan-202129-Jan-2021
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5. Pictorial guide to track Request for Refund (Contd.)
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Status will be rejected by Addl. Commissioner

Request  

rejected  by 

Additional 

Commissioner 

10001160

10001160

26-Jan-202129-Jan-2021
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THANK YOU

Please Note:
1) For Feedback : You can share your feedback on contactus@tdscpc.gov.in

2)  For any Query : You can raise your concern on “Request for Resolution” as Online Grievance on 

TRACES Website.

3) For any query related to website: You can raise your concern on below mentioned numbers

Toll Free Number - 1800103 0344 

Land Line Number - 0120 4814600


