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1. Important Information on Deductor Registration and Login

= ATAN can be registered on TRACES only Once.

= Deductor must ensure that a Non — Nil statement was already filed and should be processed at the time of registration on
TRACES. Nil Statement are those statement where there is reporting of BIN/Challan with “0O “amount in the statement.

= This e-tutorial will provide guidance to fill correct KYC details while doing Registration on all Steps. Enter Token Number of the
Regular (Original) Statement only, corresponding to the Financial Year, Quarter and Form Type displayed on the screen. Please
DO NOT copy/paste the data.

= Enter CIN/ PAN details pertaining to the Financial Year, Quarter and Form Type displayed on the screen on the basis of latest
statement.

= After successfully registration and activating the account, deductor would be able to access all the functionalities available for
Deductors. e.g. ( view profile, downloading, online and offline correction etc.).

» Note: Deductor needs to activate the account within 48 hours of Registration by “Clicking on the Activation link sent on Email”.

Deductor needs to activate the account within 48 hours of Registration by “Clicking on the Activation link sent on Email”. He will be
re-directed to TRACES to enter Activation code 1 (sent via email) and Activation code 2 (sent via mobile) for successful Activation of
account.
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2. Brief steps on Deductor Registration/Login

Go to TRACES website www.tdscpc.gov.in,TRACES homepage will appear, Click on “Continue” to proceed further.

. Step 1: Click on “Register as New User”, Select Category as a “Deductor” then click on “Proceed”.
v Provide TAN Number in the respective allocated tab followed by verification code to proceed further.

. Step 2: KYC Validation: Financial Year, Form type and Quarter for which KYC required will be auto populated. Enter Token
Number of the Regular (Original) Statement only, corresponding to the Financial Year, Quarter and Form Type displayed. Enter
CIN/ PAN details pertaining to the Financial Year, Quarter and Form Type displayed on the screen on the basis of latest statement
filed. Please DO NOT copy /paste the data .

. Step 3 : Deductor is required to fill Organisation details such as category of Deductor, PAN of deductor, PAN of Authorised person
and Date of Birth of Authorised person etc. to proceed further. For Government Deductor, PAN is NOT mandatory.

v' At Step 3, you will get option to choose Communication Address Details as per TAN Master or as per Last Statement
Filed.

v' At Step 3, you will get option to fill mobile number/alternate mobile number/email id/ alternate email id.
. Step 4 : Deductor is required to create User Id and password to proceed further.

. Step 5 : Confirmation screen will display. Deductor can edit the details if required or else can confirm the same for successful
registration.

. After completion of all above steps, deductor will receive activation link followed by activation code on registered email id and
mobile number, which can be used for activation of account. Deductor needs to activate the account within 48 hours of
Registration.

. After successfully activation of account, user will be able to Login on TRACES.
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3. Pictorial guide on Deductor Registration/Login

\')/ TDS |TRACEs

£l
Cenuralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling System e

Income Tax Department
m Deductor Tax Payer PAO

Login Alerts/Updates CAUTION
= TRACES never asks for fee of any kind for registration on perial or for availing any elecironic |
Login services delivered through its portal www.tdscpc.govin .v‘(a
= The Income Tax Department NEVER asks for your PIN numbers. passwords or similar information
Reqgister as New User for credit cards. banks or other financial accounts through e-mail { Instructions
oot i = The functionality to file correction in Form 26QE is enabled from ® The Income Tax Depariment appeals to Tax Payers NOT to respond to such fee requests and e- |
orgot Passwor  Dosuctorts) are advised to check PAN-Aadhaar linkage of Deducll mails and NOT to share information relating to their credit card, bank and other financial accounts
Forgot User ID Check for Section 206AB & 206CCA" before making payment to = It is hereby informed that CPC TDS does not send and has not sent any communication or email
stating automatic tax deduction from Deductors' or Taxpayers' respective bank account/ net banking
About the portal accounts
Customer Care In case you have received such emsil/ communication, you sre requested to
ignore it
Toll-Free 1800 103 0344 - —
ap - | =
@ 0120 4814600 - ’;/:'-/" Continue >>
: Click on L
0120 4816105 7
IEJ Continue to

Right to Information
proceed

further .

[] contactus@tdscpe.gov.in Section codes for 26A/27BA

Have a Grievance ?
View more to view E-Tutorial for raising a
Grievance Online

Services

Guidelines ufs 194-0(4) &
206C{1-1) of LT Act

~= . : L {pdf version Size 4559KB)
New FAQs View more
_ ) ‘. . ot v o : Dos & Don'is
TRACES is a web-based application of the Income Tax Depariment that provides an interface to all stakeholders with TDS ation. It {pdf version Size 2309KB)
m Deductor enables viewing of challan status. downloading of Conso File, Justification Report and Form 16/ 16A/ 168/ 16C/ 16D/ 16E/ 27D as well as viewing of annual

- Ato Zof TDS
m Tax Payer tax credit statements (Form 26AS/Annual Tax Statement). (pdf version Size 4692KB)
m General
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3. Pictorial guide on Deductor Registration/Login

\\')/ TDS | TRACES

Centralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling System

Bl oo mew mo

Login Alerts/Updates Quick Links
" luv\\‘l allvwe
List of Hospitals : Approval

Login u A new utility version 1.5 has been rolied out for generation of Form.16 Pan.B Please download the latest utility version for Form-16 Part.B W 17(2Xvii)b)

requests.

Register as New User

bile on TRACES portal will display only TDS/TCS related data. Other detalls would be Circulars / Notifications / Instructions
ing portal [hups:iwww.incometax.govinfiecfoportal). For data peior to AY 2023-24,
re TDS CPC Communications

Click on Register as a
new User and Select type

Forgot Password

£ el IN Verificatio
T o fuser as Deductor . DIN Verification
View mote e-Tulocials

Customer Care

Rates and Tables
Toll-Free 1800 103 0344

Forms
g 0120 4514600

Conso File Formats
E 0120 4816105 TDS on Sale of Property

Right to Information

[ contactus@tdscpe gov.in
Section codes for 26A27BA

Have a Grievance 7

View more to view E-Tutorial for raising a Services
ST . Guidelines u's 194-0(4) &
206C{1-1) of 1.7 Act
New FAGs View more (pdf version Size 4559KB)
TRACES is a web-based application of the Income Tax Department that provides an imterface to afl stakeholders associated with TDS administration it Dos & Don'ls
= Deductor enables viewing of challan status, downloading of Conso File, Justification Report and Form 167 164/ 168/ 16C! 16DV 16E7 27D as well as viewing of annual (pdf version Size 2309KB)
= Tax Payer 1ax credit statements (Form 26AS/Annuai Tax Statement) A Z ol TDS
(pdf version Size 4692K8)
u Ganeral
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3. Pictorial guide on Deductor Registration/Login

\'}/ TDS |TRACES L

Centralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling System Income Tax Department

m Deductor Tax Payer PAO

Login Alerts/Updates Quick Links
available in the AIS (Annuél Information Statement) at e-filing portal (h_tti)s:llwww.incémétax.dov.inliec!foportal)_. For data prior to AY 2023-24, ¥ -
Login there would be no change in display. Click here to k mons List of Hospitals : Approval

uis 17(2)(viii)ii}(b)

Register as New User Circulars / Notifications / Insfructions

Click on Register as a
new User and Select type
o fuser as Deductor .

Tax Payer
PAO

Forgot Password TDS CPC Communications

DIN Vernfication
Forgot User ID Deductor whose Authorized Person is

a Foreign National

UG GG U ear View more e-Tutorials
Customer Care
Rates and Tables
Toll-Free 1800 103 0344
Forms
0120 4314600
@ Conso File Formats

TDS on Sale of Property

@ 0120 4816105

contactus@tdscpc.gov.in

Right to Information
Section codes for 26A/27BA
Have a Grievance ?

View more to view E-Tutorial for raising a
Grievance Online

Services

Guidelines ufs 194-0(4) &
206C(1-1) of LT Act
(pdf version Size 4559KB)

New FAQs View more
TRACES is a web-based application of the | Tax Department that provides an interface fo all stakeholders associated with TDS administration It ?p%sf fe?s?:r‘:s'a‘ize 2309KB)
= Deductor enables viewing of challan status, d loading of Conso File, Justification Report and Form 16/ 16A/ 168/ 16C/ 16D/ 16E/ 27D as well as viewing of annual
j AtoZ of TDS
= Tax Payer tax credit statements (Form 26AS/Annual Tax Statement). (pdf version Size 4692KB)
= General
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3. Pictorial guide on Deductor Registration/Login

Home About Us Contact Us e-Tutorials Related Links - Login Search In = Y A Ay
\\ /) TIDS TRACES For more
Centralized Processing Cell TDS Reconciliation Analysis and Correction Enabling System details Of'1 any m’?md;.
screen, click on Tax Dep
Help icon

Home e EE e Click on ? icon next to
each field for more

details

Register as NMew User Step 1 ——— Step 2 ——— Step 3 —— Step 4 ——— Step 5

validation Details

Enter TAN of
Deductor

TamMN of Deductor™®

werification Code™

o . .
I Click to refresh image

s

Enter tewxt a= in abowve i

Click on ‘Proceed’

Enter the captcha to continue
code as displayed

ors registered on TIM and hawving a TAMN S&ccount need not register again on TRACES. For first time login to TRACES, login with
ing User Id and Password as in TIMN (for yvour TAMN SAccount) and update yvour details In 'Profile' section. You will be able to wiew all
functionalities after activating vour account. Click here to wview e-Tutorial

» Following could be the reasons for getting an error 'Invalid Details' or '"Your TAN is not available in the TAN master' error:
v’-You have not filed any statement in last eight quarters
v’-You have filled only Nil statement
v'Statement filed is not processed by TRACES
v Invalid TAN
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3. Pictorial guide on Deductor Registration/Login

Home Deductor Tax Payer PAO

Register as New User Step 1 - Step 2 — Step 3 -—- Step 4

Please enter Token Number of Regular Statement Filed for Financial Year, Quarter and Form Type mentioned below

Form Type 26Q Enter Token Number of only
Regular (Original) Statement
Financial Year 2015-16 “Ma_nuaII)_/”, corresponding to the
Financial Year, Quarter and
Form Type as displayed . DO
Quarter Q2 NOT COPY/PASTE
Token Number / QJ

Provisional Receipt Number (PRN)*
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3. Pictorial guide on Deductor Registration/Login

PART 1. Challan Identification Nuoumber (CIN) Details / Transfer Voucher Details as quoted in the above S

Government deductor
not having BIN details
tick here and need not
provide BSR code and
challan serial number

please select if the payment was done by bock adjustment {(for Government Deductors)

€ tlease enter = Challan with a3t least three distinct walid BPAN-SAmount combinations corre

mentioned abowve. If there is no such Challan, mention a challan with at least two walid PAN-2mo

is no such challan, menticon 2 challan with at least one walid PAN-Amount combination. If you do no

menticon a challan with no valid PAN-2Amou aticon and alsc select t heckbo>x (no wvalid PAIN
PAN Details section below. . .

Click on the Guide

to select suitable
challan option

Enter CIN details for
a challan used in the
statement

GCuide to identify 2 suitable challan

BESR Code /S Receipt Number™ =)

Date on which Tax Deposited™ =
(dd-mmm-yyyy: ... 1 2-Dec-198S0)

Challan Serial Number /s DDO™
Serial Number (S digits: e.g.. O00532)

CD Record number is not
mandatory. This column is
required to be filled only
when same challan is
mentioned more than once in
statement.

<hallan Amount f Transfer Woucher™
Amount {R=_Jj{e.g.,. 1S87.00)}

Tick here if you do not
have any valid PAN
corresponding to above
challan details

CD Record Wumber =)

PART 2. Enter Unigue PAN-Amount Combination for Challan / Transfer Voucher entered above

[Ti]please select if there are no wvalid PAN deductese rows corresponding to the Challan J/ Transfer Woucher mentioned abowve

€ Please enter three distinct PAN-A2Amount combinations corresponding te the challan details menticned abowe. If there are
less than three PANSs corresponding to the specified challan, menticn all available {(one or twe) PAN - A mount combinations.

GCuide to identify the Unigue PAN- 2 mocunt Combinaticns e —— mon the Guide to

AN as in Statement Total Amount Deposited {(R=_ select suitable PAN
= 7 Please enter TDS wunt combination
)i —&\ deposited amount
for respective
PAN’s

Proceaed
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3. Pictorial guide on Deductor Registration/Login

Important information to validate KYC

« Authentication code is generated after KYC information details validation ,which remains valid for the same calendar day for same
form type, financial year and quarter.

« Token Number must be of the regular statement on the basis on F.Y, Quarter and Form Type displayed on the screen.

« CIN/BIN details must be entered for the Challan/book entry mentioned in the statement corresponding to the FY, Quarter and Form
Type.

« Government Deductor can enter only Date of Deposit and Transfer Voucher amount mentioned in the relevant Statement.

* Only Valid PAN(s) reported in the TDS/TCS statement corresponding to the CIN /BIN details mentioned in Partl, must be entered in
Part 2 of the KYC. Guide available on the screen can be referred for valid combinations.

« Maximum of 3 distinct valid PANs and corresponding TDS deposited amount must be entered.

» If there are less than three such combinations in the Challan ,user must enter all (either two or one).

* CD Record no. is mandatory if same Challan is mentioned more than one time in the statement.
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3. Pictorial guide on Deductor Registration/Login

Examples of Unique PAN and Amount combination:

Condition 1 : -If statement contains 3 Deductee rows with same PAN i.e. AAAAAOOOON and corresponding amount against Deductees are :
1000.00, 1000.00 and 2000.00, then Deductor need to fill details like :

a) AAAAAOOOON 1000.00
b) AAAAAOO000N 2000.00

Condition 2: -If statement contains 4 Deductee rows with PAN i.e. AAAAAOOOON and corresponding amount against Deductees are :
1000.00, 1000.00, 1500.00 and 2000.00, then Deductor need to fill details like :

a) AAAAAOOOON 1000.00
b) AAAAAOO0O0O0N 1500.00
c) AAAAAOO0OON 2000.00

Note: For Further guidance please refer Guide 1 and Guide 2 available on TRACES portal.
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3. Pictorial guide on Deductor Registration/Login

Home

e =

Register as New User Step &I ———— Step 2 ———- Step 3 ——-—— Step 4 —(— - Step S

€P ODetails entered in this form will be saved in TRACES and will not be updated in

To change details in TAN
database, submit TAN
change request form at

www.tin-nsdl.com

PAN of Deductor will be
populated from TAN
database, if available,
else user must enter the

Organisation Details

View Organisation Details as in TRACES FProfile

TAN of Deductor

Name of Deductor

For Government
Deductor, PAN is not

Category of Deductor™ [

sl L —_1@ran is valid mandatory. Select
PAN of Authorised Person™ [ — appropriate

:—aetge;i(trae:::,a statement filed for the TAN. You Government Category
DOB of Authorised Person™ [ ]_‘;‘ '[3) Of Deductor
(dd-mmm-yyvyy;: €.g., 12-Dec-15S80)

Name of Authorised Person

Father's Name of Authorised Person Nand Father,S.Name of
Designation of Authorised Person™ [ e l?)létgl.?lgieegff:;sgl\&vll;:tzs;;z-
Dttt — AR S N based on the PAN & Date of Birth

entered by user

Note:

* PAN status should be active at the time of registration.

* PAN status can be checked at Income Tax Department website (www.incometax.gov.in).

* In case of individual and proprietor, PAN of Deductor and PAN of authorized person may be same. In all other
cases PAN of Deductor and PAN of authorized person may be different.

* Only an individual can be the authorized person. Accordingly the 4th character of PAN should be “P”.

Copyright © 2016 Income Tax Department
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http://www.incometax.gov.in/

3. Pictorial guide on Deductor Registration/Login

Clicking on the checkbox will populate address
details as in TAN Master or last statement on the

-_————— \ screen
Same as in TAN Master. View Address Details as in TAN Master

Address

Click here to view
communication
details as in TAN
Master

Same as in Last Statement. View Address Details as in Last Accepted Statement

Click here to
view address
details as in last
accepted
statement filed
by the TAN

Flat / Door § Block No.*

Mame of Premises / Building / Village

Road [ Street / Post Office

Area / Locality
Enter address and communication

details for your TRACES account. It
should be of the current Address. In
case of different from TAN, please
update details by filing 49B.

Town / City f District™

State / Union Territory® —_  =elect——— -

FIMN Code®™

*Details entered here will be saved only in TRACES and will not be updated in TAN database.
*To change details in TAN database, submit TAN change request form at www.tin-nsdl.com
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3. Pictorial guide on Deductor Registration/Login

Click here to view
communication details as
in TAN Master

Communication Details

[ same as in TAN Master. View Communication Details as in TAN Ma

[l same as in Last Statement. View Communication Details as in Last SAccepted State

Click here to view
communication details as
in last accepted statement
filed by the TAN

ST Code-Fhone Mumber IEI

Mobile Mumber® - .
+51 er landline number,

Alternate Maobile Number 01 both STD Code and Phone
Number are mandatory

Email Id*
Alt te E i 1d User can edit populated
srnate tmal values or enter new values

in the fields

Click on ‘Back’ to : ‘ )

Click on ‘Next’ to
= =
go to Step 2 Back Hext m
v

* Details entered here will be saved only in TRACES and will not be updated in TAN database.

* To change details in TAN database, submit TAN change request form at www.tin-nsdl.com .
* In caseincorrect communication detail and address detail are submitted , wait for 48 hours. Once ,account gets

deactivated, try to register again as new user with correct details
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3. Pictorial guide on Deductor Registration/Login

@

Step 1 ---- Step 2 -——- Step 3 ---- Step 4 ---- Step 5

Enter User Id for the TAN

Register as New account for Admin User

Login Details o
Check availability

of the User Id

E S
User Id ) check Availability

Fassword™

Enter same
password in both
password fields

Confirm FPassword™

< Back Create Account

Click on ‘Create
Account’ to view
confirmation screen

Click on ‘Back’ to
goto Step 3

Note:
*Password should contain a minimum of 8 alpha numeric characters with at least one letter in upper case.
*While entering Password Special characters allowed: space, ‘, &, ", comma, ; (This is not mandatory to use special characters

but user can use it to make strong password).
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Pictorial guide on Deductor Registration/Login

Register as New User

Type of User

Tvpe of User

Organisation Details

TAM of Deductor
PamM Of Deductor
Mame of Deductor

Category of Deductor

PaM of Authorised Parsan
DoB of Authorised Person
Name of Authorised Person

Father's Name of Authorised Person

Cresignation of Authorised Persaon

Are yvou an employee of deductor?

PAD

Step 1 === Step 2 === Step 3 ==== Step 4 === Step 5

Confirmation screen

will display values

entered by user in
previous screens
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3. Pictorial guide on Deductor Registration/Login

Communication Address

Flat / Door / Block No.

Name of Premises / Building / Villac
Road / Street / Post Office
Area / Locality

Town / City / District

State / Union Territory

PIN Code

Communication Details

STD Code-Phone No.

Mobile Number

Alternate Mobile Number

Email Id

Alternate Email 1d

Login Details

Click here’ to
confirm registration of
TAN

User Id

Click on ‘Edit’ to go
to Step 3 to edit

Confirm

details

Copyright © 2016 Income Tax Department
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3. Pictorial guide on Deductor Registration/Login

Home | About Us | Contact Us | e-Tutorials Related Links ~ | Login Search In ~ Qo A A Py

\\)/ TIDS TRACES

Centralized Processing Cell TDS Reconciliation Analysis and Correction Enabling System

Success message
will be displayed

overnment of India
me Tax Department

confirming
Home Tax Payer PAO registration of TAN m
with TRACES

Registration request successfully submitted!
=m Activation link and codes have been sent tc the email address and mobile number provided by you during registraticn
m Please click on the Activation link within 48 hours receipt of email to aveid deactivation of your account
= Enter the Codes sent via email and mobile in the activation link screen
= Activation Code 1 should be entered in the field "Code sent through email” and Activation Code 2 should be entered in the
field "Code sent through SMS”
You can add your Signature details through Profile page after activating your account and logging in to TRACES

Income Tax Department encourages the use of digital signature for faster submission and processing of statements.

Go to Home Page Registration is successful. Check your

email and mobile for activation link and
codes to activate your account

Click here to go
to home page

* Account activation must be completed within 48 hours of registration else account will be deactivated and you will have to register
again on TRACES

* In case SMS/ email is advertently deleted and 48 hours deadline to activate account has NOT passed, please enter TAN details in
Step-1 of deductor Registration Form and click on “Submit”. System will display an alert message to resend the Activation link and
codes. Click on ‘Ok’, the activation link and codes will be resent to your email id and mobile number.

*Please check your “ Spam box” of Registered e-mail id for activation link
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3. Pictorial guide on Deductor Registration/Login

/T\

his page will be displayed
when user clicks on the @
activation link sent through Enter User Id of

email the TAN as
registered on
TRACES

W) Enter details below to activate account

Usaer Id™®

Code =ent through email®

Enter activation codes
sent through email and
SMS

Zode sent through SsMsS*

Swubrmit

Click here to submit
activation details and
activate your account

Success message
indicated account has been
Activation Successful! activated

You may now login to TRACES.

You can add vour Signature details through Profile page after logging in to TRACES. Income Tax Department encourages the use of
digital signature for faster submis=sion and proces=sing of statements.

Login

Click here to
login to
TRACES
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3. Pictorial guide on Deductor Registration/Login

$»TDS | TRACES

tralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling Syste

=
Government of Indis
Income Tax Department

Click on For more
Deductor details on any
Option screen, click ,_
on Help icon

Enter user id and

password © For Deductors:

u If you are not yet registered in TRACES, you
may login for first time with existing User Id &
Password as provided by TIN and your TAN

Login as :

Deductor O Taxpayer
Click on help icon

(?) next to each ® If you are unable to login with TIN User Id &

Deductor Login field for more :;?vagd, please register as new user in
User Id” ( + details

L o “’J u If you are already registered in TRACES, please
Password” ; | Ig&n with your registered User 1d, Password &
TAN for Deductor®  00000000K 4(< Enter TAN >

Common Note:

® This website uses cookies to maintain user

HHHH a2 preference and session information. Disabling
. . a . Y : : cookies in your browser might not allow you to
Verification Code 2 . S twge perform certain activities
LTy Enter the text as
displayed then click
Enter text as in above image™ ‘K2240] on Login

Login

Register as New User Forgot Password? Forgot User 1d?
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\\') TDS

Centralized Processing Cell

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
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