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E-Tutorial

1. Important Information on “Notices/Communications from Assessing 

Officer”.

2. Brief Steps on “Notices/Communications from Assessing Officer”.

3. Pictorial guide on “Notices/Communications from Assessing 

Officer”.
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1. Important Information on “Notices/Communications from Assessing Officer”

Copyright © 2016 Income Tax Department

Deductor can view intimation issued by Assessing Officer in “Notices/Communications from Assessing Officer” section

available under “Communications” tab.

This functionality is available from Financial Year 2007-08 onwards.

Note: As per the Circular No.19/2019, all notices/communications issued by Assessing officer on or after the 1st of October, 2019 

shall carry a computer generated Document Identification Number (DIN) duly quoted in the body of such communications.

Notices and Communication can be searched through two search options : 

Search Option 1: By selecting “Notices/Order/Communication Type”, Date of Issuance (By selecting a specific time range) or 

“Notice Communication Reference Number/DIN.”

Search Option 2: By Selecting “Financial Year, “Quarter” or “Form Type”.
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2. Brief Steps on “Notices/Communications from Assessing Officer”
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• Step 1:  Login to TRACES website with your “User ID”, “Password”, “TAN of the Deductor” and the “Verification code”.

• Step 2:  Click on “Notices/Communications from Assessing Officer” option available under “Communications” tab 

• Step 3: Select either Search Option 1 or Search Option 2 to search Notices/Communications issued from Assessing Officer.              

➢ After selecting either Search Option 1 or Search Option 2 , details of Intimation/ DIN  will display.

➢ Select the row then click on “Request for DIN  Download Document” button. After clicking on “Request for DIN  Download 

Document” button, request number will generate to download DIN documents ( Notices/Communications).

• Step 4: DIN document  will be downloaded from “Requested Downloads” available under “Downloads” tab. 

➢ Click on “Available” status row then click on “HTTP Download” button to download DIN document.
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3. Pictorial guide on “Notices/Communications from Assessing Officer”
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Step 1 :  Login to TRACES website with your “User ID”, “Password”, “TAN of the Deductor” and the “Verification code”.

Click on

Deductor 

Option 

Enter user id and 

password

For more 

details on any 

screen, click 

on Help icon

Click on help icon 

(?) next to each 

field for more 

details

Enter TAN

Enter the text as 

displayed then click 

on Login

xxxxxxxxxx

xxxxxxxxxx
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3. Pictorial guide on “Notices/Communications from Assessing Officer”
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Step 2 : Click on “Notices/Communications from Assessing Officer” available  under “Communications” tab

Click here to 

search/download

Notices and 

Communications
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Step 3: Select either Search Option 1 or Search Option 2 to search Notices/Communications issued from Assessing 

Officer

3. Pictorial guide on “Notices/Communications from Assessing Officer”

Search Option1

Search Option  2
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Step 3 (Contd.): Search Option 1 : Select “Notices/Order /Communication Type”, Date of Issuance (By selecting a specific 

time range) or “Notice Communication Reference Number/DIN”

3. Pictorial guide on “Notices/Communications from Assessing Officer”

Selects  ‘Notice/Order/ Communications 

Type’ or  ‘Date of Issuance’ or ‘Notice 

Communication Reference Number/DIN’ 

then click on “GO”
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Step 3 (Contd..) : Search Option 2 :  Select “Financial Year, “Quarter” or “Form Type”.

3. Pictorial guide on “Notices/Communications from Assessing Officer”

Select ‘Financial Year’ 

or ‘Quarter’ or ‘Form 

Type’ then click on 

“GO”
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Step 3(Contd.) : After selecting either Search Option 1 or Search Option 2 , details of Intimation/DIN  will display

3. Pictorial guide on “Notices/Communications from Assessing Officer”

Details of Intimation and 

DIN will display
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Step 3(Contd.) : Select the row then click on “Request for DIN  Download Document” button 

3. Pictorial guide on “Notices/Communications from Assessing Officer”

Select the row then click on 

“Request for DIN Download 

Document” button
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Step 3(Contd.) : After clicking on “Request for DIN  Download Document” button, request number will generate to 

download DIN documents ( Notices/Communications)

3. Pictorial guide on “Notices/Communications from Assessing Officer”

Request Number will 

generate  for DIN 

Download 
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3. Pictorial guide on “Notices/Communications from Assessing Officer”

Step 4 : DIN document  will be downloaded from “Requested Downloads” available under “Downloads” tab 

Click here to view status/ 

download  requested file.
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3. Pictorial guide on “Notices/Communications from Assessing Officer”

Step 4 (Contd.): Deductor can select either Request Number or Date or View all ,search options to view status

Deductor can select either 

Request Number or Date or View 

all ,search options to view status

In case of  

Submitted status  

please wait for 24-

48 hours
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3. Pictorial guide on “Notices/Communications from Assessing Officer”

Step 4 (Contd..): Click on “Available” status row then click on “HTTP Download” button to download DIN document

Click on the row

Click here to 

download DIN 

document
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3. Pictorial guide on “Notices/Communications from Assessing Officer”

Sample Document
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THANK YOU

Notes:

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 

mailto:contactus@tdscpc.gov.in

