E-Tutorial

1. Important Information on “Forgot Password”.
2. Brief Steps on “Forgot Password”.
3. Pictorial guide on “Forgot Password”.
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1. Important Information on Forgot Password

» Forgot Password will help Deductor to reset the Login Password on TRACES website.
* Only Registered users of TRACES can use Forgot password functionality.
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 are: Space, Comma (,), Ampersand (And) (&), Colon (:)

v' This is not mandatory to use special characters but user can use it to make strong password.

» This e-tutorial will provide guidance to fill correct KYC details while doing Forgot Password on all Steps. Enter Token Number of the
Regular (Original) Statement only, corresponding to the Financial Year, Quarter and Form Type displayed.

v" Please DO NOT copy/paste the data.

v' Enter CIN/ PAN details pertaining to the Financial Year, Quarter and Form Type displayed on the screen on the basis of latest
statement.
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2. Brief steps on Forgot Password

« Step 1: Click on “Forgot Password” and Select 'Type of User' as Deductor.

* Provide User ID, TAN of Deductor, Token Number or TAN Registration Number in the respective allocated fields followed by
verification code to proceed.

« 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 .

 Please DO NOT copy /paste the data

« Step 3 : Registered mobile number will be auto-populated for OTP. On clicking ‘Proceed’, One-Time Password (OTP) will be
sent to the mobile number. Enter OTP and click on “Next” button.

Note: In case if Deductor has lost the mobile number or mobile number is not in service, Deductor can update the new mobile

number.

« Step 4 : Enter new password and confirm. Password will be changed for your account. Email notification will be sent to
Registered E-mail Id intimating change in password.
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3. Pictorial guide on “Forgot Password”

TRACES

TDS Reconciliation Analysis and Correction Enabling System

\‘)/ TDS

Centralized Processing Cell

R o

Login —eee T EhaR

Register as New User

Tax Payer PAO

CAUTION

= TRACES never 3sks for fee of any kind for registration on portal or for availing any
electronic services delivered through €S portal www.tdscpc.gov.in

Forgot Password

Forgot User 1D
o o = The Income Tax Department NEVER asks for your PIN numbers, passwords or similar

information for credt cards, banks or other financial accounts through e-mail

= The Income Tax Department appeals to Tax Payers NOT to respond to such fee
requests and e-mails and NOT o share information refating to their credit card, bank
and other financial accounts

Quick Links

DIN Venﬁca'oon'm

= It 15 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

e-Tutonals sccount/ net banking accounts.
Circulars and Notifications ( [o.case you have received such email/ communication, you are reguested (o

Rates and Tables

Click on
Continue to
proceed
further .

= Form 16/ 16A / 168/ 27D,
= Download Conso File / Justification Report / Form 26AS

= Onhine Correction
= Refund Functionality

Toll-Free 1500 103 0344
= 0120 4814600
iy 0120 4816105

[] contactus@@idscpc gov.in

Have a Gnevance for deductor
or taxpayer ? View more

New FAQs View more
= Deductor
= Tax Payer

= General

Tag Cloud
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3. Pictorial guide on “Forgot Password”

\\’)/ TDS | TRACES

Centralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling System 1
m Deductor Tax Payer PAO
Login available under Notices/Communications from Assessing Officer at Deductor Login on TRACES Website. = Banks/Financial inst
Customer Care

oo 17th edition of

Rt sa New Uhr "Best e-Governance Implementation™ Tol-Free 1800 103 0344
award being received by Addl. CIT
CPC(TDS) from Express Technology Sabha = 0120 4814600

Hyderabad on February 14, 2015

Tax Payer
i) 0120 4816105

Forgot User 1D

PAO
[57] contactus@tdscpc.gov.in
Quick Links .
About the portal Click on Forgot password .
. ave a Gnevance for deductor
DIN Verification Yl TRACES is a web-based application of the Income Tax Depa option and select taxpayer ? View more

stakeholders associated with TDS administraticn. It enables vie Deductor to proceed

e-Tutonals ; furth
Conso File, Justification Report and Form 16 / 16A as well as views urther =
Circulars and Notifications (Form 26AS). New FAQs View more
Deduct
Rates and Tables = uctor
Forms Hioh"ohts Of the Portal = Tax Payer
u General
Conso File Formats = 26QB Correction = Request for Resolution : a, Deductor , b, Tax Payer
TDS on Sale of Property = Online Correction = Form 16/ 16A / 168/ 270D.
-
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3. Pictorial guide on “Forgot Password”

Home | About Us | Contact Us | Help | Related Links Login Search In [y B - Fay E B English -
\f Centralized Processing Cell TDS Reconciliatio Enabling System . iocpiilegic SO
Income Tax Departoment

Click on? icon next to
each field for more
details

Forgot Password

Step 1 ——— Step 2 —— Step 3 ——— Shb

For more details
on any screen,
click on Help
icon

Enter User
Id and TAN
of deductor

User Id* E]

TAMN of Deductor®

Token Number

TAM Registration Mumber

Enter either Token Number of
an accepted statement filed on
or after April 1, 2010 or TAN
Registration Number as
provided by TIN

o It i= mandatory to enter either Token NMumber or TAN Registration Mumber

Enter Captcha code ’ ;
as displayed

Enter text as in abowve image™

Iiii % Click to refresh image

Click here to
proceed further

TAN Registration Number is the one provided by TIN (Tax Information Network) while registering your TAN on TIN.
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3. Pictorial guide on “Forgot Password”

Home Deductor Tax Payer PAO m

Forgot Password Step 1 -—- Step 2 — Step 3 - Step 4

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

Enter Token Number of only

Form Type 26Q Regular (Original) Statgment
“Manually”, corresponding to
‘ 4 the Financial Year, Quarter
Financial Year 2015-16 and Form Type displayed .DO
NOT COPY/PASTE
Quarter Q2
Token Number / 3

Provisional Receipt Number {PRN)*
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3. Pictorial guide on “Forgot Password”

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

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 2 Challan with at least three distinct walid PAN-SAmount combinaticAas—c
menticned abowve. If there is no such CThallan, menticon a ch at least tweoe wvalid PAN- 2 mocu
is no such challan, menticon a challan with at least ons
menticn a challan with no valid PAN-2Amount comb
PAN Details secticn below.

. ombination. If you do no
Click on the Guide to = checkbox (Zo walid 2

select suitable challan

\ option.

Guide to identify =2 suitable challan Enter CIN details for
a challan used in

the statement.

BSR Code / Receipt Number™ =)

Date on which Tax Deposited™ ==} @j
(dd-mmm-yyyy: 2.G.. 1 2-Dec-19S8S0)

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

E]please select if there are no valid PAN deductes rows corresponding to the?/-f . entioned abowve
—_—— Tick here if you do not have

any valid PAN corresponding
to above challan details

hallan Amount / Transfer Wocucher™
Amount {R=J{e.g., 1S9SS7.00}

D Record Wumber

bowve. If there are

@ Please enter three distinct PAN-A2Amount combinations corresponding to
unt combinations.

less than three PANs corresponding to the specified challan, menticn all a

GCuide to identify the Unigue PAN -2 mount Combinaticns T —— Click on the Guide to
PAN as in Statement Total Amount Deposited (R=_ ) select SUItabI_e PAN
= = amount combination Please enter TDS

= = - deposited amount for
respective PAN’s

—— Click here to proceed
Proceed - p

\/
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3. Pictorial guide on “Forgot Password”

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 of 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 Deductors 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 “Forgot Password”

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) AAAAAOO0O0O0N 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 “Forgot Password”

T o Aot Us Contact Us Holp Relaved Laks - G Soarch In - *\ - A A m - E~ges™ -
L2 TDS ;&
Y g s RACES
Cerezalived Proce ssing Cell 1S Reconoiliation Analysis and Correction Fnabling Systesn w‘:_‘.
Tmw -
vome P e vover
Forgot Password Step 1 —- STtep 2 - St B - Step &
Mobile Number and OTHP . .
Deductor’s registered mobile
€ OTP will e sertt 1o Regutared Mobde Number r?umber with TRACES will t,)e
displayed on this screen. Click
A S — on ‘Proceed’ for OTP (One-
ol Time Password) to be sent to
. this number.
Click here to
proceed
Forgot Passwwonrd Step 1 —— Step 2 ——— Step 3 ———— Step 4@
Mobile Mumbeaer and OTP
WP Enter OTP sent to Registered Mobile Number
Enter OTE™ Enter OTP sent to
e ———— :
PE—— e —— mobile number
Click on ‘Back’ to
goto Step 2 Click here to go to
. thenextstep
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3. Pictorial guide on “Forgot Password”

Forgot Password Step 1 ---- Step 2 ---- Step 3 ---- Step 4

New Password Details Enter same
password in
both password

fields

MNew Password® @

Confirm New Password™

= Back Confi

Click here to
confirm new
password for your
TRACES account.

Click here’ to
go back to
Step 3

Success message will be displayed.
Email will also be sent to your
registered email id intimating change
in password.

Password changed successfully!
You may now login to TRACES.

Click here to login
to TRACES using
new password

Login
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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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