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1. FAQs on Returns Offline Tool

Returns Offline Tool
1. Whatis Returns Offline Tool?

Businesses that generate a large number of inwices in a tax period may find it cumbersome to inwice
details one-by-one. Not only that, it will become a time-consuming activity with a cost implication. Therefore,
to facilitate the upload of inwoices in bulk, Goods and Senice Tax Network (GSTN) provides Returns Offline
tool for Returns in which a taxpayer can add up to 19,000 line items in the offine mode and upload them to
the GST Portal in one go. In case a taxpayer has more inwice data, they can use the Returns Offline tool
multiple times to upload the same. Further, one can download the auto-populated data from GSTR 2, take
appropriate action on them, declare ITC Eligibility and ITC availed and use the offline tool to prepare his
GSTR 2 and upload it to the GST Portal.

2. How can | download and install the Returns Offline tool in my system from the GST Portal?

1. Login to the GST Portal www.gst.gov.in .
2. Go to Downloads > Offline tools > Returns Offline tool > Download button.
3. Unzip the downloaded Zip file which contain GST Offline-Tool.exe setup file, Sample files folder,
Readme.txt and User Manual
e GST Offline tool.exe setup file for the Returns Offline tool to be installed in the local machine
(your computer).
o Sample files folder which contains the excel templates with some sample data which should be
deleted and actual data should be captured for importing the same to the Returns Offline tool.
o Readme.txt explaining in detail the prerequisites (system and software requirements of the
computer in which the Returns Offline tool is to be installed) for successful working of the tool.
Note: Ensure that the system requirements are met including the disk space of 50 MB.
e Invoice Upload Offline Tool User Manual.pdfto view the detailed steps and screenshots to
upload the invoices through the tool.
4. Install the Returns Offline tool by double clicking the GST Offline tool.exe set up file and browse the
location where you want to save the Returns Offline tool files in your computer.
Note: Awoid installing the Returns Offline tool in the same location where you have sawved the zipped files.
5. The Offline tool Logo will appear on the desktop.
6. Fill the inwice details in the Returns Offline tool manually or use sample templates.

The Offline tool icon will appear as shown below:

GST Offline
Tool
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Important Note: - In case, User un-installs the Tool and re-installs the Tool, he should re-install at the same
location. In case, User re-installs the Tool on different location he has to restart the system so that Tool
refers to the new location. If user doesn’t restart the system, Returns Offline tool will refer the old path and
will not be able to open the project.

3. What are the basic system requirements/ configurations required to use offline utility and where
can | download them?

The offline functions work best on Windows 7 and above with Internet explorer 10+ and MSEXCEL 2007
and abowe. Detailed system required are available at (https://www.gst.gov.in/download/returns) and also in
the readme.txt and the detailed user manual downloaded along with the Offline tool.

If there is any problem in launching the offline tool on some versions of Windows 7, please make sure that
the installed browser is Internet Explorer version is 10 and abowe.

It is highly recommended that Internet Explorer 10+ is installed on your system.

4. After installation where can | find shortcut icon to launch the Offline tool?

The shortcut icon of the Offline tool with name GST Offline tool can be found on the desktop.

5. How do | open or launch the java tool?

One can launch the GST Offline tool by double clicking on the Java Offline tool icon on the Desktop.

6. Where can | find the detailed user manual of the Offline tool?

The detailed user manual gets downloaded along with the Offline tool and the excel workbook template.

7. Is the Offline tool mobile compatible?

No. Offline tool cannot be used on mobile. For system requirement, please refer
(https://www.gst.gov.in/download/returns)

Currently, Offline tool can only be used only on desktops.

8. Can ataxpayer sign/ submit his return in the Offline tool?

No. After upload of the return to the GST Portal, the taxpayer has to generate a summary, verify the
correctness of the summary and electronically sign the GSTR 1 by either DSC, E-sign or EVC.

9. Will Offline tool have options to add my actions?

Yes, the offline tool allows the taxpayer to declare his action on the auto-populated inwoices with submitted
status. One can also export the downloaded auto-populated details in excel file and declare the actions of
accept/reject/modify/pending and eligibility of ITC and its availing and prepare his GSTR 2. Such an excel
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file can be imported back into the tool and the JSON file generated and uploaded to the portal to prepare
one’s GSTR 2.

10. Can | prepare GSTR 1 and GSTR 2 even when | am not connected through internetto the GST
Portal or through GSPs?

Yes. A free Excel based Java Offline tool along with the excel workbook template of GSTR 1 can be
downloaded from the GST Portal (https://www.gst.gov.in/download/returns) and these can be used to
prepare GSTR 1 and GSTR 2 in offine mode without any internet connectivity.

11. Do you need to generate invoices on computer for preparing the excel sheet?

No, you can prepare GSTRL1 in case of hand written inwoices also by either

1. Entering the required details of handwritten inwices in the excel workbook template and then
importing them in the Java Offline tool to prepare the .json file.
or

2. Enter directly in the Java Offline tool to prepare the GSTR 1 file in .Json format which is understood
by the GST Portal.

12. Can | use the Offline tool to upload only the invoice details of supplies to registered taxpayers at
any time?

Yes. The taxpayer can enter the details only of the invoices of supplies to registered taxpayers in the b2b
worksheet of excel workbook template and import it in the Java Offline tool or enter directly in the b2b
section of the offline tool and generate a.Json file and upload to the GST Portal.

13. Can the taxpayer or GST Practitioner prepare return of several registered entities of the same
PAN or different PAN after installing the Offline tool on his computer?

Yes. A taxpayer or GST Practitioner can prepare GSTR 1 and GSTR 2 of seweral registered GSTINs from
the same computer after installing the Offline tool. The tool prepares .Json files for different GSTINs in with
different name in the default format: Returns_dateofgeneration_FormType(R1/R2)_GSTIN_Description
(Offline/ErrorReport)

This format can be changed by the taxpayer as per his convenience.

14. How will I know what fields are mandatory and non-mandatory?

Please refer tothe Help Instruction Sheet in the excel workbook which mentions about the mandatory and
non-mandatory fields.

All the mandatory fields have been marked with “*” . In the java Offline tool also all the mandatory fields are
marked with asterisk “*”
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15. Can | editinvoices uploaded through Returns Offline tool in the GST Portal?

Yes, you can edit the inwices uploaded through Returns Offline tool in the GST Portal before the return is
submitted for processing.

16. How can I check the status of uploaded invoices if | have submitted the same through Returns
Offline tool?

You can check the status of the uploaded inwoice details on the Portal once json file is uploaded to the
Portal. As soon as the JSON file is uploaded to the Portal, a reference id is generated along with status by
the Portal. Once the upload is success the summary of the inwices uploaded, is updated in the respective
section of the return.

17. Will the Offline tool directly upload to Portal?

Json file created by Offline tool can be uploaded by logging in to the Portal through the PREPARE
OFFLINE button available on return dashboard in GSTR 1 tile or GSTR 2 tile.
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Uploading Invoices

1. How can | fill the Invoice data in offline mode through the Returns Offline tool?

Once you have downloaded and installed the Returns Offline tool, you can use any of the four options to
upload/fill the inwice data.

e Option 1: Manual Entry of Inwice Data

e Option 2: Import Excel Workbook consisting of multiple sheets

e Option 3: Copy and Paste from Excel Workbook:

e Option 4: Import the csvfile

2. How can | upload the invoice data on the GST Portal?

After generating the return file in json format through Returns Offline tool, login to the www.gst.gov.in URL
for uploading the inwoices.

Ensure that you are connected to the Internet to upload the JSON file to the Portal.

3. How many maximum number of invoices can be uploaded through Returns Offline tool in one go?

You can add up to 19000 line items comprising of all the different sections like b2b and b2c (large) in an
offline return. There may be seweral line items in an inwice and hence the number of inwices that can be
uploaded may be less than 19,000. The file generated for 19,000 or less line items can be uploaded to the
portal at one go.

In case you have more inwice data, you can use the tool multiple times to generate the json file to upload
the inwice data.

Howewer, one needs to be careful, if the same record has been uploaded earlier and is also present in
subsequent uploads, the earlier record will get overwritten.

4. | have uploaded 100 invoices but only 85 invoices are visible on the GST Portal. Why?

For these 15 inwices, the validations already present in the Portal have failed and therefore these 15
invices hawve been rejected. Error log for same will be created & it can be downloaded from Portal and be
opened using the tool. After resolving the errors and generating the json, inwices can be submitted again.

5. How can | upload my invoices after correcting my data offline?

Yes, a new json can be created of the corrected data and uploaded on to the GST portal after logging in
with valid credentials.
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6. How can | upload changes to already uploaded transactions?

Yes, one can make changes in the excel and generate json file and upload the json again on the Portal as
the data will be overwritten on the Portal. This caseis only possible before the final submission on the
Portal.

7. Where can | see my uploaded invoices on the Portal?

The uploaded inwice can be seen by logging on to the Portal with valid credentials and clicking the B2B tile
on the GSTR 1/2 page. The top right corner of the tile displays the total number of inwices successfully
uploaded in the GST system.

8. How can I verify that my invoices have successfully uploaded or not?

If the number of inwices visible on the top right corner of B2B tiles increases by the number of inwices for
which JSON file was created, then all the invoices have been successfully uploaded. One can view the
uploaded inwice details by double clicking on the B2B tile if the number of inwices is less than 500.

9. How many invoices one can see on the portal in each section of GSTR1/2?

One can see up to 500 inwices in each section of GSTR 1/2.

10. How can | see my uploaded invoices if the uploaded invoices number is more than 500?

If the number of uploaded inwices is more than 500, one would have to download the invoices and view it
in the Offline tool.

11. How can one delete or modify invoices if number of invoices uploaded/entered more than 5007

One would have to download the uploaded inwice and delete or modify them in the tool and again create
the JSON file and upload on tothe GST Portal. The inwices with delete flag would get deleted.

12. How can | update my invoices in the Offline tool?

The inwice details in the java offline get updated if the same number inwice details are again entered in
the excel workbook template and imported in the java Offline tool. Inwices can also be updated directly in
the offline tool if the excel workbook data is imported in the java offline tool.
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Excel File Template

1. Whatis multi section excel and where itis available?

You can add inwice details in the multi section excel. It is available as part of the downloadable zip file.

2. Is it mandatory to fill all sections in multi section excel file? Can | use multi section excel file even
though | have limited section data?

Filling all the sections of the excel worksheet is not mandatory. You can use the excel worksheet to enter
data for selective sections also. Remaining sections can be kept as blank and the Returns Offline tool will
leave those sections blank and fill data only for the applicable sections as filled in the template.

3. Can one use the same Excel workbook Template to prepare files of different GSTINS?

Yes. Separate Excel workbook Template with different name can be prepared by the Taxpayer for different
GSTIN on the same computer. These different excel files can be imported in the java Offline tool to
generate the .json file for different GSTINs for upload on the GST Portal.

4. Is there any fixed format for naming the Excel workbook?

There is no fixed file format but user can rename as per his/ her convenience.

5. Will the offline excel template do necessary validation checks? If yes, what are the checks that
can be performed?

Validations checks that can be carried out in offine mode are done in the java Offline tool. The excel tool
has only a few format restrictions.

6. When |l uploaded the excel, my non-editable data (unique id) was wrong. When | am looking into
the uploaded datain summary it is showing red block asthe datais incorrect. How can | correct this
data?

You need to delete the specific inwice and then add a new inwice with the correct inwice details. The
unique details cannot be edited by the user.

7. lam a GST Practitioner. | used to prepare Excel workbook for more than one taxpayer. Suppose |
wrongly uploaded the json fie pertaining to X taxpayer instead of Y taxpayer, is there any
mechanism for restricting such wrong upload?

Yes. The java Offline tool requires the taxpayer to enter the GSTIN of the taxpayer whose return is being
prepared and the generated Json file will contain the GSTIN of the particular tax payer i.e. X and if by
mistake Json of X taxpayer is being uploaded in after Y taxpayers log in, the system will throw error.

Json file of X taxpayer will not be allowed to be uploaded in Y taxpayer’s login.
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8. lam using third party accounting software for invoice generation. Can | generate Excel File as per
the template from the accounting software and upload? Or | need to enter the details again?

If the inwice upload and excel file generated by the third party is in the same format as provided in GSTN’s
excel workbook, the same can be uploaded. Else, .csvformat is also supported by the Offline tool. The
.csvformat file generated by the third party accounting software can be imported in the Offline tool.

9. Inthe GSTR 1 Excel workbook, only tax rate and taxable value are mentioned not tax paid details.
Suppose | am not sure about the rate of tax, can | enter lower rate in the Excel and pay higher tax to
avoid interest in future?

Yes. If the tax collected or liable to be paid by the tax payer is different form the computed tax rate he can
edit the tax amounts displayed in the offline java tool.

10. If I have imported the excel once in the tool, can | change the data in excel and import again?
What will happen if limport the excel again? Will the data get overwritten or rejected?

Yes, one can import after changing the data in the excel. If the data is imported again are

1. Inwice details in the section in which inwice lewel declarations are to be made then the earlier
declared inwice details are overwritten by the later uploaded inwice details.

2. In B2CS section in which consolidated details POS and rate wise has to be furnished, if the lines
with same POS and rate are again uploaded the earlier declaration get overwritten. However, in this
sections if for the same POS, details of a rate different from the earlier uploaded rate is again
uploaded, it gets added to the earlier uploaded data.

3. In other sections in which consolidated data has to be uploaded like AT, ATADJ, HSN, Exempted
etc., all the details uploaded earlier will be overwritten, hence it is advisable that these sections are
furnished after the end of the tax period

11. Can | add the new data to previous imported excel data and import again in the Offline tool?

Yes, one can add new inwice details to previous imported excel data in the Offline tool by entering new
inwice data in the excel workbook template and importing again. The new inwice details will overwrite the
earlier details.

12. In case of summarized information table (Ex: Nil/AT/HSN Summary) other than B2CS summary,
what will be the impact of subsequent uploads? When will itappend versus when will it replace?

In case of sections where summarized information are to be uploaded, the later uploads will completely
overwrite the data of the whole section uploaded earlier.

13. What details to be captured in the Offline tool or excel to update the shipping details? Full
invoice details or only the shipping details?
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Shipping details are not mandatory at the time of uploading export details. The shipping bill number for the
export inwice can be furnished later through the amendment table.

14. Are negative / zero (nil) values allowed in excel/Offline tool?

No the Offline tool will not allow negative values for value, taxable value or tax amounts.

15. Can I modify or delete the data imported through excel in the Offline tool?

Yes, the data imported in the Offline tool from the excel workbook template can be modified or deleted in
the java Offline tool.

16. While uploading data in Offline tool - GSTR1, there is discrepancy in the number of invoices and
other details, which are filled in excel and that on the offline tool. What could be the reason?

This arises because of validation checks performed by the offline tool after data from excel sheet is
imported into it. The invoices and other data that fail checks/validations are rejected by the offline tool Use
of different format of excel template, without validations leads to rejection of data on import to offline tool.
Thus taxpayers are advised to use excel templates provided by GSTN, as part of free offline tool, to awoid
such mistakes and rejection of data.

17. What are the reason for rejection of data while importing excel or CSV file in offline tool?

e Incorrect data format entered in excel. The date format should be dd-mmm-yyyy only (e.g. 01-Jul -
2017)

e Incorrect inwice format entered in excel, inwice number should be maximum 16 digits and
alphanumeric. Special Characters allowed are / (i.e. forward slash) and — (i.e. Hyphen) only. There
should not be any duplicate entry of inwoices.

e Incorrect GSTN Format entered in excel. GSTIN entered should be of 15 character & alphanumeric
with no blanks or special character in between.

e Incorrect data entered after decimal. Only two digits need to be entered after decimal.

18. | see discrepancy in summary displayed in the Offline tool and that on the GST portal, after
upload of JSON file. What could be the reason?

e Correctness of GSTIN of Buyers (whether GSTIN is active or not). If GSTIN is not active, then
inwices will be rejected on uploading on portal.

e Duplicate inwice number, with respect to data uploaded earlier on the portal by the taxpayer.

e Whether the inwice number, mentioned in the Credit Note/Debit Note already exists in the GST
portal or not.

e In Export shipping bill number and date is checked. Moreover, data of shipping bill must be on or
after inwice date.

e Discrepancy may also arise if the tile on GSTR-1 are not updated. Once has to click “Generate
GSTR1 Summary” button at the bottom left part of GSTR1 page, to update the summary.
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CSV Template

1.

Whatis csv file?

Offline Tool support upload on inwice details in the .csv format. The .csvformat refers to comma-
separated values format.

How many types of csv file are there as part of the Returns Offline Tool? Where are the CSV files

available?

There are 9 csvfiles part of the Returns Offline Tool downloadable zip file.

M ¥

Organize -

@ Saved (A

,_E’ Searche
B Videos
Liﬂ Faworite
18 This PC
ﬁ Desktoy
E Docum
j Downlc
L gt o
L ogst,
S
Li[] gst_o
j Music

_h < gst_offline_...

Mew folder

Mame

@at.r_w
@atadj.r_w
5] b2b.csv
@ bicl.csv
bZcs.cov
@ cdnr.csy
cdnur.csv
@ EXLCEV
@ hsn.csv

,_%'I Picture: ,,

F Section_wise_CSV files

v &

Date modified

24-Jul-17 10:41 AM
24-Jul-17 10:41 AM
24-Jul-17 10:41 AM
24-Jul-17 10:41 AM
24-Jul-17 10:41 AM
24-Jul-17 10641 AM
24-Jul-17 10:41 AM
24-Jul-17 10:41 AM
24-Jul-17 10:41 AM

Search Section_wise_C5SV files

Type

Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...

o

File name:

v | | Custom Files (*.csv)

Designed and Developed by GSTN

| Open

Page 13 of 135



0003 N0 VIS UK NETHOR Returns Offline Tool (Last Updated on: 11/10/2017)

Copy and Paste Excel

1. Copy & Paste excel option is showing error asinvalid input. What it means?

Please ensure while copying the data you have copied the header sections (Top 4 rows of sheet) along with
the Header data from Rowl of the sheet.

2. How can | use the copy excel and paste facility in tool?

One needs to select data from an excel worksheet from the topmost left corner to the bottom right-most
corner which needs to copied and click copy and then paste it in the Offline tool in the window indicated for
copying after selecting the tab of “copy from excel” in the “import file” tab.
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JSON File

1. What will be file extension of generated file from Offline tool for GSTR-1?

A JSON file with file extension .json gets generated from the Offline tool.

2. Whatis the maximum size of JSON file?

Maximum size of the json file should not exceed 5 MB.

3. How can | check the file size of the generated json file?

Right click on the file and click on Properties. You can see the size of the generated json file.

4. What will happen if the file size of generated json is more than 5 MB?

GST Portal doesn’t allow the json file to be uploaded with file size more than 5 MB. Delete some of the
inwvoices in order to generate the json with file size less than 5 MB. You can generate the file again with
these deleted inwices to upload the same on the Portal.

5. Suppose my Json file exceeded 5 MB size, can | zip and upload?

If itis more than 5 MB, it is recommended to upload the data in multiple goes through multiple files.

6. Can | generate multiple json files for a single tax period?

Yes. You can generate multiple json files for a single tax period depending on the wlume of data to be
captured for the return.

7. Where will the generated JSON file get saved?

By default, it will be saved in the Downloads folder. You can also choose a different location to save the
same.

8. What are the basic checks that | have to do in the Returns Offline tool to ensure successful
upload of json file on the GST Portal?

You need to check that section wise all fields are filled properly without any error or omission. Tool will
highlight fields having errors in RED color. Please ensure you fill the template as per the instructions
provided in the Excel template.

9. Is Can a taxpayer generate multiple json files for a single tax period?

Yes. Howewer, the taxpayer needs to be careful while naming the saved files to distinguish them.
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10. I am using third party tool for invoice generation. Can | generate Json file directly from the Tool
and upload?

If the Json format generated by the third party tool is understood by the GST portal, then one can upload
the Json directly.

11. When | uploaded the json on the GST portal it has generated the reference ID but | am unable to
see the Invoice details added.

It can take few minutes to display the inwice details in the summary.

12. What happens if | am not connected to Internet while uploading the json file on the GST Portal?

JSON file generated through the Returns Offline tool can be uploaded to the GST common portal only when
you are connected to the GST Portal through the Internet.

13. Can ataxpayer prepare his GSTR 1 by preparing the .Json file of different sections of GSTR 1
and upload it to the GST portal?

Yes. He can prepare the offline .Json file of different sections of return together using the Java Offline tool
and excel workbook template and upload to the GST portal at one go.

This means that a taxpayer can fill data in one or many worksheets of the Excel Workbook Template and
import it in the Java Offline tool to prepare the .Json file for upload.
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Error File

1. Whatis error file?

If the upload of inwice details is processed with error after upload atthe GST Portal, the errors are
generated in the error file. This file isin JSON format.

2. How do | open and correct my incorrect invoices rejected by the system while uploading json?

The downloaded error file can be opened in the java tool and correction and modification made in the
opened error file.

3. Where can | find the error file if some error occurred during upload json?

If the upload is processed with error, a generate error link would be visible on the upload page, clicking
which will generate an error file after around 15 minutes. Once the error file is generated a link will be visible
for downloading the error file.

4. How many error file can be open atatime in offline?

One can view one error file at a time.

5. What will be the file extension of error file?

The error file has the extension .zip. And it can be directly opened in the java Offline tool.

6. How I can know that any error has come while uploading the json?

If any inwoices or details fail to upload, a message of upload with error would be \isible after uploading the
file.

7. Will the offline tool provide appropriate error messages or alerts in case of wrong data entry?

Yes. The tool will provide appropriate error messages or alerts in case of wrong data entry or in case the
mandatory field is not filled in.
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2. Returns Offline Tool: An Overview

Businesses that generate a large number of invoices in a tax period may find it cumbersome to upload
inwices one-by-one. Not only that, it will become a time-consuming activity with a cost implication.
Therefore, to facilitate the upload of inwices in bulk, Goods and Senice Tax Network (GSTN) provides
Returns Offline tool for Returns in which a taxpayer can add up to 19,000 line items in the offline mode
and upload them to the GST Portal in one go. In case a taxpayer has more inwice data, they can use
the Returns Offline tool multiple times to upload the same.

The appearance of the Returns Offline tool is similar to that in the web portal and the functionalities are
identical.

Before you download and install the Returns Offline tool, make sure that your desktop meets the system
requirements.

System Requirements

Windows OS 7.0 and above

Microsoft Office Excel 2007 and abowe, if you plan to use Excel to enter data
first and then import the same in the Tool. If you can import data in csv
format from another accounting software, as given along with Tool in the Zip
file of Tool, you do NOT need Excel.

Internet Explorer (IE) version 10 and above for best view. It is highly
recommended that Internet Explorer 10+ is installed on your system.
If there is any problem in launching the offline tool on some versions of
Windows 7, please make sure that the installed browser is Internet
Explorer version is 10 and abowe.

Admin rights of the system

Unzip tool on the system
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Download and Installation of the Returns Offline tool

Login to the GST Portal and download the
Upload/Download Offline Tool

Unzip the Zip file

Install the Offline Tool By double clicking on .exe file

Read the "ReadMe.txt" file and ensure system
requirements mentioned are met including disk space

Read the User Manual

Once you have downloaded and installed the Returns Offline tool, you can use any of the four options
to upload the inwoice data to the tool. In this manual, you will learn about all the four options of uploading
the inwice data through the Returns Offline tool.

mmad Option 1: Manual Entry of Invoice Data

Option 2: Import the All sections Excel Workbook consisting of multiple
work sheets

mad  Option 3: Copy and Paste from the Excel Workbook

mmd  Option 4: Import the .csvfile —
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3. Downloading the Returns Offline Tool

Downloading the Returns Offline tool is a one-time activity, however, it may require an update in future
if the Tool is updated at the GST Portal. Please check the version of the offline tool used by you with
the one available for download on the GST Portal at regular intenvals.

To download and install the Returns Offline tool to create new data for return, perform the following
steps:

lf" "% You can download the Returns Offline tool from the Portal without login to the GST Portal.

1. Access the https://www.qst.gov.in/ URL.

2. The GST Home page is displayed. Click the Downloads > Offline tools > Returns Offline tool.

Returns Offline Tool Version V1.1

Download, extract and run the Returns Offline Tool to cellate and upload the invoices and other data in offline mede. Currently this tool is available only for

GSTR-1 form{Download

Your downloaded (Returns Offline Tool) zip file contains:

GST Offline tool (Application)
Section Wise CsV files

GSTR1 Excel Workbook Template
User Manual

Readme

3. The Returns Offline tool page is displayed. Click the Download button.

The download of the Returns Offline tool usually takes 2-3 minutes to download
' depending on the Internet speed.

4. A confirmation message is displayed on the screen. Click the PROCEED button to download the
Returns Offline tool from the GST Portal.

Information

Are you sure you want to download this utility?

CANCEL PROCEED

The Progress update page is displayed in a new browser tab. You can notice that the download is
in progress.

5. Browse and select the location where you want to save the downloaded files.
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In some machines, depending on your browser settings, the files are downloaded in the
’ folder Downloads on your machine.

@ * T & » ThisPC » OS5Disk (C) » Users » khushboo_jain03 » Downloads
o Intel ~ MName Date modified Type Size
. Perflogs - = =
. |_i. gst_offline_tool.zip 24-Jul-17 10:36 AM  Compressed (zipp... 18,105 KB
.. Program Files
.. Program Files (x86)
. SmART AssySt
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4. Installation of the Returns Offline Tool

Once the download of the Returns Offline tool is complete, you need to install these downloaded files on your
machine.

1. Unzip the downloaded files and extract the files from the downloaded zip folder gst_offline_tool.zip. Zip
folder consists of the following files as shown in the screenshot below.

e GST Offline tool.exe file for the Returns Offline tool to be installed in the local machine (your
computer)

e Section_wise_CSV_files folder which contains .csv file with the sample data which should be
deleted before filling the actual data to the template

e GSTR1_Excel Workbook_Template-V1.2.xIsx file to upload inwice data entered in the
respective worksheets for all sections at one go
Readme.txt file that explains in detail the prerequisites for the Returns Offline tool
Invoice Upload Offline Tool User Manual User Manual detailing out the guidance for taxpayers to
use Returns Offline tool.

Save Excelfile and CSV files on your machine as these contain the templates in which data
can be entered to be used by the Returns Offline tool.

MName Date modified Type Size

. Section_wise_CSV files 28-Aug-17 1:33PM  File folder
£ 65T Offline Tool.exe 28-Aug-17 1:33PM  Application 14,784 KB
B GSTR1_Excel_Workbook_Template-V1.2xlsx 28-Aug-17 1:33PM  Microsoft Excel W... 5,026 KB
"L Invoice UploadDownload Offline Tool_UserManual-V1.1.pdf 28-Aug-17 1:33PM  Adobe Acrobat D... 3715KB
| Readme.bd 28-Aug-17 1:33PM Text Document KB

2. Open the Readme.txt file to get the information of the Returns Offline tool installation process.

£ Readme.txt - Notepad = =
File Edit Format View Help
r‘#k##kkkkkkkkkkkkkomine Utlllty |r|fDrmationkkkkkkkkkkkkkkk FY

EEEEEEEEEEEEETEEE

rPrarequisites Before Installation

1. Windows OS 7.0 and above System should be of 32bit or 64 bit.

2. The version of Microsoft Excel on your Computer system should be Microsoft Office Excel 2007 and above, if you plan to
use Excel to enter data first and then import the same in the Tool. If you can import data in csv format from another
accounting software, as given along with Tool in the Zip file of Tool, you do not need Excel.

3. User should have admin rights of the system.

4. Extract tool on your system and double click in order to make it run.

TR

¥ nstallation

1.After Downloading and extracting the OffiineTool.zip from GST Portal run the offline-utility.exe.
2 Click Next to Continue the setup installation.

3.Check the "Create Desktop lcon” Checkbox and click "Mext".

4_Click the "Install" button to start the installation.
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3. Double click the GST Offline tool set up file.

=
Mame Date modified Type Size

. Section_wise_C5V files 28-Aug-17 1:33PM  File folder

I £ GST Offline Tool.exe I Application
B GSTR1_Excel_Workbook_Template-V1.2:xlsx Microsoft Excel W...
Adobe Acrobat D...

|-‘. Invoice UploadDownload Offline Tool_UserManual-V1.1.pdf

.| Readmetd Text Document

4. Click the Yes button to install the Offline tool.

Ay User Account Control

|@ Do you want to allow the following program from an
unknown publisher to make changes to this computer?

Prograrmn name:  GST offline tool.exe
Publisher: Unknown
File crigin: Hard drive on this computer

(%) Show details Ves

Change when theze notifications appear

5. Click the Next button.

= Setup - GST Offline Tool - =

Welcome to the GST Offline Tool
Setup Wizard
Thiz will install GST Offline Tool V1.0 on your computer.

Itis recommended that you dose all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Designed and Developed by GSTN Page 23 of 135



0008 A0 SERYVICES TNK HETWOR Returns Offline Tool (Last Updated on: 11/10/2017)

6. Click the Browse button to select the destination location of your choice to install the Returns Offline tool.
7. Click the Next button.

required space is available on your machine for the installation. Download of the Tool is not

|':'+N The needed disk space for installing the Returns Offline tool is displayed. Ensure that the
' completed when there is insufficient space on your machine.

= Setup - GST Offline Tool S

Select Destination Location
Where should G5T Offline Tool be installed?

l Setup will install GST Offine Tool into the following folder,

To continue, dick Next. If you would like to select a different folder, dick Browse.

| | | Browse... |

Atleast 45.1 ME of free disk space is required.
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8. Select the checkbox for Create a desktop icon to create an icon for the Returns Offline tool on the desktop

as a short cut. Click the Next button.

= Setup - GST Offline Tool

Select Additional Tasks

Which additional tasks should be performed?

Tool, then dick Next.

Create a desktop icon

Select the additional tasks you would like Setup to perform while installing GST Offline

« Back

Mext =

Cancel

9. Click the Install button.

= Setup - GST Offline Tool

T |

Ready to Install

Setup is now ready to begin instaling GST Offine Tool on your computer.

change any settings.

Destination location:
C:\GST Offline Tool

Additional tasks:
Create a desktop icon

Click Install to continue with the installation, or dick Back if you want to review or

Cancel
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Setup will be installed along with the required software in your machine. The installation of the
Returns Offline tool usually takes 2-3 minutes depending on the Internet and System speed.

Returns Offline tool set up is completed. Ensure that both the checkboxes are selected in order to start the
tool. Click the Finish button.

= Setup - GST Offline Tool -

Completing the GST Offline Tool
Setup Wizard

Setup has finished instaling GST Offline Tool on your
computer. The application may be launched by selecting the

installed icons.,

Click Finish to exit Setup.

Finish

Important Note: - In case, you un-install the tool and then re-installs the tool, you should re-install at the
same location.

In case, you re-install the tool on different location you need to restart the system so that tool refers to new
location. If you will not restart the system, the Returns Offline tool will refer the old path and will not open the

tool.

10. Notice that the desktop icon for the tool is created on the desktop. Double click the Offline tool icon on
your desktop to open the Tool.

i
Py

GST Offline
Tool
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5. Uploading Invoice Data using the Returns Offline Tool

Let us take an example where you need to upload the Outward Supplies invoices in the GSTR 1 for the
Financial Year 2017-18 and Return Filing Period as April on the GST Portal using the Returns Offline tool.

To add the B2B inwices inthe GSTR 1 on the GST Portal using the Returns Offline tool, perform the following
steps:

1. When you double click the Offline tool icon on your desktop, the Offine Tool Home Page will be
displayed. This page has following three tabs:

e Upload new invoice/ other datafor return: The NEW button is used to Upload New Inwoice/ upload
other data. (Return will be prepared on the GST Portal based on the data uploaded using the tool.
One can upload inwice data as many times as one wants.)

e Open Downloaded Return file from GST portal: The OPEN button is used to open Downloaded
pre-auto populated Return file (like GSTR-1,1A, 2A..etc) which was downloaded from GST Portal.

e Open Downloaded Error File from GST portal: The OPEN button is used to open error file to
understand the errors occurred on the portal while uploading the JSON file to the portal and take
necessary action to rectify the inwices rejected by GST Portal.

Goods and Services Tax Offline Tool

Upload new invoicefother data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

Instructions

NEW button: To upload new inveice/other data for return. Taxpayer OPEN button: To cpen return file downloaded from GST portal to OPEN button: To open error file downloaded from GST portal to
can upload invoice data as many times as nesded. accept, reject, modify and add missing inveice details. correct the invoice data rejected by GST system.
Overview

The Offline Tool version 2.0 has been designed to enable taxpayers to prepare GSTR-1 and GSTR-2 return by adding invoice and other details and by taking action on the auto-drafted counterparty
submitted details in the tool in offline mode(without internet).
The Offline Tool version 2.0 supports

GSTR-1: New Invoice and Other details Addition/Deletion
Registered Business to Registered Business (B2B), Business to Consumer inter-state for amount exceeding Rs 2.5 Lakhs (B2CL), Business te Consumer less than Rs. 2.5 Lakhs (B2CS), Experts, Credit/ Debit Note (CDNR) and

Credit/ Debit Note for unregistered Persons (CDNUR], Advances (&T), Advance Adjustments (ATADJ) and HSN Summary. The data for sections Nil Rated/ other Exempted/ Non GST and Documents issued has to be entered on the

GST portal directly.

GSTR-2:
A. Missing Invoice (New and Saved) and Other details addition/Deletion

Registered Business to Registered Business (B2B), Unregistered Person to Registered Business (B2BUR), Import of Services (IMPS), Import of inputs/Capital Goods from Overseas/SEZ (IMPG), Credit/ Debit Note (CDNR) and
Credit/ Debit Note for unregistered Persons (CDNUR], Advances (&T), Advance Adjustments (ATADJ), Supplies from composition taxable person and Nil supplies (Exemp), ITC reversal/reclaim {ITCR) and HSN Summary. 1SD

credit received will be included in GSTR 2 on the portal and will be part of preview.
. Take Action (Accept, Reject, Pending and Medify) on submitted counterparty details
Registered Business to Registered Business (B2B), Credit/ Debit Note (CDNR)

m

N

To upload inwice details for filing return, click the NEW button. The File Returns page is displayed.

3. From the GST Statement/Returns drop-down list, select the GSTR 1 option.

4. In the GSTIN of Supplier field, enter your GSTIN (Being a supplier when you are preparing data for
GSTR 1). Say for example your GSTIN is 18AAAAS0793A1ZR, enter this data in GSTIN field.

5. Inthe Financial Year drop-down list, select the financial year for which the return has to be prepared and

filed. In this example, we select as 2017-18.

At any point of time, only two financial years will be available in the drop-down list. As 2017-18
is the first year of implementation, only one year is available as the selection in the drop-down
list.

6. From the Tax Period drop-down list, select the tax period for which return for which the return has to be
prepared. In this example, the tax period is selected as April.
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7. In the Aggregate Turnover in the preceding Financial Year field, enter your aggregate turnover in the
previous financial year which is a mandatory field.

8. In the Aggregate Turnover - April to June, 2017 field, enter your aggregate turnover for the quarter
ended 30t Jun-17 which is a mandatory field. If was no such turnover is there, enter O.

9. Click the PROCEED button.

GSTR Returns - O R

Goods and Services Tax Offline Tool

File Returns
GST Statement/Returns * GSTIN of Supplier*® Financial Year*
| GSTR1 v | | | | 2017-18 v |
Tax Period® Aggregate Turnover in the preceding Financial Year® Aggregate Turnover- April to June, 2017*

[rer “1 | | |
BACK PROCEED

When the GST Offline tool zip file is downloaded, an excel workbook is also downloaded with it. This
Workbook is used to upload invoice data to the tool.

Maximum number of Inwice line items which can be uploaded at one time is 19,000.

18]

GSTR Returns - g
ﬁ Goods and Services Tax Offline Tool April

IMPORT FILES DELETE ALL DATA VIEW SUMMARY
Select Section® | B2B Invoices - 44, 4B, 4C, 6B, 6C hd Q
#Receiver GSTIN/UIN® #Invoice No.* #Invoice Date ® &Total Invoice #Place Of Supply Supply Type® Invoice Type® Reverse E-Commerce GSTIN Actions
Value(Z)* & Charge
Select ~ v Select v n

BACK

Next step is to upload the inwoice data. There are four options to upload the data.
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Option 1: Manual Entry of Inwice Data

Option 2: Import full Excel Workbook consisting of multiple sheets
Option 3: Copy and Paste from Excel Workbook

Option 4: Import the CSV file

Option 2, 3 uses an Excel template that is explained in the later section of this document & option 4 uses
CSV template.

Option 1: Manual Entry of Invoice Data

To enter the inwice data manually in the Returns Offline tool directly, perform the following steps. Here, you
can enter details of only one inwice at a time.

1. From the Select Section drop-down list, select the applicable section where the inwice data needs to
be entered.

2. Enter the invice details in each column like Receiver GSTIN/UIN, Inwice No. etc.

3. Click the Plus icon (Highlighted in Red square under Actions column) on the right side in order to fill the
item level details for this inwoice.

Enter the GSTIN in the correct format or else system will display an error message at the time
of entry itself.

In case an inwice is uploaded twice in the same tax period in the Returns Offline tool, then the Tool will
overwrite the earlier details, however if the same inwice is existing in the earlier tax period filed return in
the GST system then the Returns Offline tool may not be able to identify the duplication and error
message will be populated only when the inwice data is uploaded to the GST Portal where duplicate
entry check is done & error file will be created for the same, user can open it using tool as discussed
earlier.

GSTR Returns

Goods and Services Tax Offline Tool

IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Select Section® | B28 Invoices - 4A, 4B, 4C, 6B, 6C v Q

#Receiver GSTIN/UIN®  $Invoice No.*® $Invoice Date™ 4Total Invoice  #Place Of Supply Supply Type® Invoice Type®  Reverse  E-Commerce GSTIN Actions
value(Z) * - Charge

I || |I || ||Sslsct VIl VllSEIE(t v u

BACK
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4. The Add Items page is displayed. Enter the item level details and click the Save button at the right side
of the screen bottom in order to save the line items.

All line items of same rate have to be reported as one-line item, hence a maximum 7 Line items
are allowed in an inwice.

= GSTR Returns = O HR

|, Goods and Services Tax Offline Tool

Add ltems

Section : B2B Invoice Mo. : A342

Rate (%) * Total Taxable Value(z)* Central Tax Amount(z) * State/UT Tax Amount(Z) * CESS Amount(Z)
0% %0.00 30.00 30.00 %0.00
0.25% Z0.00 20.00 %0.00 %0.00
3% 70.00 20.00 70.00 20.00
5% %0.00 20.00 Z0.00 %0.00
12% 70.00 20.00 %0.00 70.00
18% 70.00 20.00 %0.00 70.00
28% 70.00 20.00 70.00 20.00
Note: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written. System will calculate them on its own.
=

5. Once the inwice details are saved, the success message is displayed.

' Ensure to save the data on a time to time basis to awoid any loss of data.

= GSTR Returns - a8

Success

Return Invoice updated successfully
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6. Notice that the inwices added manually are populated in the screen.

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

GSTR Returns

Goods and Services Tax Offline Tool 19AAAWB0477A170 | 2017-18

IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Select Section® | B2B Invoices - 44, 4B, 4C, 6B, 6C v Q
*Receiver GSTIN/UIN* #Invoice No.* +Invoice Date™ $Total Invoice #Place Of Supply Supply Type Invoice Type* Reverse E-Commerce GSTIN Actions
Value(Z)* - Charge

<] Select v v Select v

D 19AAAWB0476A120 A342 03-04-2017 M4 ¥4,455.00 19-West B¢ v Intra-State v Regular v

DELETE
BACK
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Understanding the Excel Template

The multi excel sheet has eleven worksheets cowering different tables in GSTR-1. When you first download
the excel sheet, there is a header in each sheet along with sample data. You need to delete the sample data
in each section and enter data of your business which you want to upload. You need to manually enter the
data in these sheets.

Insert  Pagelayout  Formulas  Data  Review  View Khushboo Jain05 3. Share
<, b cu Tirmes New Roma = |11 = ® Wrap Text General i= R 2 Autosum - p
ER Copy ~ z [ Fill~
Paste L bt BT U MR RETs . g 1 | Conditonsl Formatas Cel | Insett Delete Format Sort & Find &
- ormat Painter Formatting - Table~ Styles - - - & Clear Filter - Select =
Clipboard F] Font Alignment Mumber Styles Cells Editing ~
A5 - e 05ABCDE1234E1ZF &
A B C D E F G H | J K L Pa
Il Summary For B2B(4)
2 No. of Recipients No. of Invoices Total Invoice Value
3 1 12 517000.00] 485000.00 1256.00]
4 | GSTIN/UIN of Recipient  Invoice Number Invoice date Tnvoeice Value Place Of Supply  Reverse Charge Invoice Type E-Commerce GSTIN Rate Taxable Value Cess Amount
ﬂ 05ABCDEI1234E1ZF lllOOO 14-Tul-17 50000.00 37-Andhra Pradesh N Regular 12.00 45000.00 756.00
6 |0SABCDEI234E1ZF A1001 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 5.00 40000.00
7 |05ABCDEI234E1ZF 1000A 14-Jul-17 52000.00 36-Telengana N Regular 12.00 40000.00
8 |05ABCDEI1234E1ZF A/1001 14-Jul-17 50000.00 31-Lakshdweep Y Regular 28.00 50000.00 6700.00
9 |0SABCDEI234ELZF A/1002 14-Tul-17 50000.00 37-Andhra Pradesh Y Regular 0.25 40000.00
10 |0SABCDEI234ELZF A/1003 14-Tul-17 10000.00 37-Andhra Pradesh N Regular 12.00 10000.00
11 |05ABCDEI234ELZF A1003 14-Tul-17 10000.00 37-Andhra Pradesh N Regular 5.00 35000.00
12 |0SABCDEI1234E1ZF 1/1005 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 01ABCDEI1234EICF 12.00 40000.00 500.00
13 |05ABCDEI1234E1ZF A-10010 14-Jul-17 26000.00 37-Andhra Pradesh N Regular 18.00 25000.00
14 |05ABCDEI1234E1ZF 1-10010 15-Jul-17 43000.00 36-Telengana N Regular 0.00 40000.00
15 |05SABCDEI234E1ZF A-KNP/1000/06-17  15-Jul-17 45000.00 37-Andhra Pradesh N Regular 3.00 40000.00
16 |0SABCDEI234ELZF 06-17LKO/1052 15-Tul-17 43000.00 37-Andhra Pradesh N Regular 05ABCDEI234EICF 12.00 40000.00
17 |05ABCDEI234ELZF 06-17LKO/1053 15-Tul-17 43000.00 37-Andhra Pradesh Y Regular 01ABCDEI1234EICF 28.00 40000.00 5000.00
18
19
20
21
22
23 I 1 -
y Help Instruction | b2b | b2d | baes | cdnr | cdnur | ewp | at | atag | exemp | hsn | d .. |-;{-) 1 v
Ready Calculate i) 0o - 1 + 100%

The table below provides the name, full form and detailed description for these eleven worksheets.

Worksheet Full Form of ' Description
Name Worksheet Name

b2b B2B Details of inwices of Taxable supplies made to other registered
taxpayers
b2cl B2C Large Inwices for Taxable outward supplies to consumers where

e The place of supply is outside the state where the supplier
is registered and
e The total inwice value is more that INR 2,50,000

b2cs B2C Small Supplies made to consumers and unregistered persons of the
following nature
e Intra-State: any value
e |Inter-State: Inwice value INR 2.5 lakh or less

cdnr Credit/ Debit | Credit/ Debit Notes/Refund wouchers issued to the registered
Note/Refund woucher | taxpayers during the tax period.
Debit or credit note issued against inwice will be reported here
against original inwice, hence fill the details of original inwice also
which was furnished in B2B, B2CL section of earlier/current period
tax period.
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Worksheet Full Form of Description
Name Worksheet Name
cdnur Credit/ Debit Note for = Credit/ Debit Notes issued to the unregistered taxpayers
Unregistered Persons
exp Export Supplies exported
at Advance Tax Tax liability arising on account of receipt of payment before issuance

of invice in the same period (on advance receipt/ on account of
time of supply) excluding tax amounts will be reported here as Gross
advance received.

atadj Advance Adjustments | Adjustment of Tax Liability for tax already paid on advance receipt
of consideration and inwices issued in the current period for the
supplies
exemp Nil Rated, Exempted @ Details of Nil Rated, Exempted and Non GST supplies made during
and Non GST the tax period
supplies
hsn HSN Summary Harmonized System Nomenclature (HSN) wise summary of

goods/senices during the tax period
docs List of document Details of various documents issued by the taxpayer during the tax
issued period
Let us understand how to fill data in the different worksheets:

B2B (B2B Supplies)

Sample File for B2B:

A B & D E F G H J K L "
il Summary For B2B(4)
2 No. of Recipients No. of Invoices Total Invoice Value
3 1 12 517000.00 48500000 1256.00)
4 | GSTIN/UIN of Recipient  Invoice Number Invoice date Tnvoice Vae Place Of Supply  Reverse Charge Invoice Type E-Commerce GSTIN Rate Taxable Value Cess Amount
5 |0SABCDEI1234E1ZF 1000 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 12.00 45000.00 756.00
6 |05ABCDEI1234E1ZF Al001 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 5.00 40000.00
7 |0SABCDEI1234E1ZF 1000A 14-Jul-17 52000.00 36-Telengana N Regular 12.00 40000.00
8 |0SABCDEI234E1ZF A/1001 14-Jul-17 50000.00 31-Lakshdweep Y Regular 28.00 50000.00 6700.00
9 |05SABCDEI1234E1ZF A/1002 14-Jul-17 50000.00 37-Andhra Pradesh Y Regular 025 40000.00
10 |05ABCDEI1234E1ZF A/1003 14-Jul-17 10000.00 37-Andhra Pradesh N Regular 12.00 10000.00
11 |05SABCDEI234E1ZF A/1003 14-Jul-17 10000.00 37-Andhra Pradesh N Regular 5.00 35000.00

Field details for B2B:

Worksheet
Name

Field name Help Instruction

Details of invoices of Taxable supplies made to other registered taxpayers
Enter the GSTIN or UIN of the recciver. E.p. 0SAEJPP8087R1ZF. Check that the
registration is active on the date of the invoice from GST portal

1. GSTIN/UIN of Recipient

Enter the Invoice number of invoices issued to registered recipients. Ensure that the format

2. Invoice number is alpha-numeric with allowed special characters of slash(/) and dash(-) .The total number
of characters should not be more than 16
3. Invoice Date Enter date of invoice in DD-MMM-YYYY. E.g. 24-May-2017.
. Enter the total value indicated in the invoice of the supplied goods or services- with 2
4. Invoice value . .
decimal Digits.
5. Place of Supply(POS) Select the code of the state from drop down list for the place of supply.

b2b 6. Reverse Charge Plea‘se s.elec( Y or N, if the supplies/services are subject to tax as per reverse charge

Select from the dropdown whether the supply is regular, or to a SEZ unit/developer with or
7. Invoice Type .
N without payment of tax or deemed export.

Enter the GSTIN of the e-commerce company if the supplies are made through an e-
Commerce operator.

9. Rate Enter the combined (State tax + Central tax) or the integrated tax, as applicable.
Enter the taxable value of the supplied goods or services for each rate line item

- with 2 decimal Digits, The taxable value has to be computed as per GST valuation
11. Cess Amount Enter the total Cess amount collected/payable.

8. E-Commerce GSTIN

10. Taxable Value
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B2CL (B2C Large)

Sample File for B2CL:

A B C D E F G H
Summary For B2CL(5)
No. of Invoices Total Inv Value Total Taxable Value  Total Cess
5 125000104 1621600.00 124536.00
Invoice Number Invoice date  Invoeice Value Place Of Supply Rate Taxable Value Cess Amount E-Commerce GSTIN
10001 I 14-Jul-17 250000.01 37-Andhra Pradesh 5.00 345600.00 20756.00 01ABCDE1234EICF
10002 14-Tul-17 250000.01 37-Andhra Pradesh 0.00 255000.00 20756.00
10003 14-Tul-17 250000.01 32-Kerala 12.00 255000.00 20756.00
10004 14-Jul-17 250000.01 37-Andhra Pradesh 5.00 265000.00 20756.00
10005 14-Tul-17 250901.00 04-Chandigarh 5.00 250000.00 20756.00 01ABCDE1234EICF
10003 14-Tul-17 250901.00 04-Chandigarh 28.00 251000.00 20756.00 01ABCDE1234E1CF

Field details for B2CL:
Worksheet
Name

Field name Help Instruction

Invoices for Taxable outward supplies to consumers wherea)The place of supply is outside the state where the supplier is registe|
Enter the Invoice number of invoices issued to Unregistered Recipient of the other State
1. Invoice number with invoice value more than 2.5 lakh. Ensure that the format is alpha-numeric with
allowed special characters of slash(/) and dash(-) with maximum length of 16 characters.
2. Invoice Date Enter date of invoice in DD-MMM-YYYY. E.g. 24-May-2017.
3. Invoice value Invoice value should be more than Rs 250,000 and up to two decimal digits.
b2cl 4. Place of Supply(POS) Select the code of the state from drop down list for the applicable place of supply.
5. Rate Enter the combined (State tax + Central tax) or the integrated tax rate, as applicable.
Enter the taxable value of the supplied goods or services for each rate line item -2 decimal
6. Taxable Value .. . ..
digits, The taxable value has to be computed as per GST valuation provisions.
7. Cess Amount Enter the total Cess amount collected/payable.
Enter the GSTIN of the e-commerce company if the supplies are made through an e-
8. E-Commerce GSTIN
Commerce operator.

B2CS (B2C Small)

Sample File for B2CS:
Summary For B2CS(7)

Total Taxable Value Total Cess

226005.01 20756.00
Type Place Of Supply  Rate Taxable Value Cess Amount E-Commerce GSTIN
E l' -Andhra Pradesh 5.00 - SO0 00 01ABCDEIL234EICF
OE 37-Andhra Pradesh  23.00 S0000.00 20756.00
E 32-Kerala 12.00 250000.00 01ABCDE1234E1CF
OE 37-Andhra Pradesh 5.00 76000.45
E 36-Telengana 12.00 35000456 01ABCDEILI234E1CF
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Field details for B2CS:

Worksheet

Field name Help Instruction
Name

Supplies made to consumers and unregistered persons of the following naturea) Intra-State: any valueb) Inter-State: Invoice va|

1. Type In the Type column, enter E if the supply is done through E-Commerce or else enter OE
(other than E-commerce).
2. Place of Supply(POS) Select the code of the state from drop down list for the applicable place of supply.
baes 3. Rate Enter the combined (State tax + Central tax) or the integrated tax rate.

Enter the taxable value of the supplied goods or services for each rate line item -2 decimal
Digits, The taxable value has to be computed as per GST valuation provisions.
5. Cess Amount Enter the total Cess amount collected/payable.

4. Taxable Value

Enter the GSTIN of the e-commerce company if the supplies are made through an e-

6. E-Commerce GSTIN
Commerce operator.

CDNR (Credit/ Debit Note)

Sample File for CDNR:
)

No. of Invoices No. of Notes/Vouchers

1 5 5
GSTIN/UIN of Recipient  Invoice/Advance Receipt Number Invoice/Advance Receipt date Note/Refund Voucher Number Note/Refund Voucher date Document Type Reason For Issuing document  Place Of 5|
05SABCDE1234E1ZF 11000 14-Tul-17 90001 15-Tal-17 C 01-Sales Return 37-Andhra Pr.
0SABCDE1234E1ZF A1001 14-Tuk17 90002 15-Ju-17 C 01-Sales Return 37-Andhra Pr.
0SABCDEI234E1ZF 1000A 14-Tul-17 90003 15-l-17 C 04-Correction in invoice 36-Telengana
05ABCDEI1234E1ZF A/1003 14-Jul-17 90004 15-Jul-17 D 03-Deficiency in service 34-Pondicherr]
0SABCDEI1234E1ZF 1/1003 14-Tuk17 90003 15-Ju-17 C 03-Deficiency in service 37-Andhra Pr.
0SABCDEI1234E1ZF 1/1005 14-Tul-17 90005 15-Tul-17 C 03-Deficiency m service 37-Andhra Pr:

Field details for CDNR:
Worksheet

Field name Help Instruction

Name
Credit/ Debit Notes/Refund vouchers issued to the registered taxpayers during the tax period. Debit or credit note issued againy
1. GSTIN/UIN Receiver GSTIN/UIN

Enter original invoice number Reported in B2B section of earlier period/current tax period

2. Invoice/Advance Receipt Number or pre-GST period against which credit/debit note is issued. Incase of refund voucher
please enter the related advance receipt voucher number.

3. Invoice/Advance Receipt date Enter the original invoice/advance receipt date in DD-MNM-YYYY. E.g. 24-May-2017.
Enter the credit/debit note number or the refund voucher number. Ensure that the format is

4. Note/Refund Voucher Number alpha-numeric with allowed special characters of slash(/) and dash(-) of maximum length
of 16 characters.

5. Note/ Refund Voucher date Enter credit/debit note/Refund voucher date in DD-MMM-YYYY. E.p. 24-May-2017.

cdnr In the document Type column, enter "D" if the note is Debit note, enter "C" if note is

6. Document Type credit note or enter "R" for refund voucher.

7. Reason For Issuing document Select the applicable reason for issue of the document.

8. Place of Supply Declare the place of supply based on the original document.

9. Note/Refund Voucher value Amount should be with only up to 2 decimal digits.

10. Rate Enter the combined (State tax + Central tax) or the integrated tax.

Enter the taxable value of the supplied goods or services for each rate line item -2 decimal
Digits, The taxable value has to be computed as per GST valuation provisions.

12. Cess Amount Enter the total Cess amount.

13. Pre GST Select whether the credit/debit note is related to pre-GST supplies.

11.Taxable value
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CDNUR (Credit/ Debit Notes/Refund voucher for Unregistered person)

Sample File for CDNUR

Summary For CDNUR(9B)

No. of Notes/Vouchers

No. of Invoices

UR Type Note/Refund Voucher Number Note/Refund Vioucher date  Document Type Invoice/Advance Receipt Number Invoice/Advance Receipt date Reason For Issung document

B2CL l' 001 15-Jul-17 C 10003 14-Jul-17 01-Sales Return 32-

BICL 90002 15-Tul-17 C 10004 14-Tul-17 01-8ales Return 37-
EXPWP 90003 15-Jul-17 C 81510 14-Jul-17 06-Finahzation of Provisional assessment
EXPWOP 90004 15-Tul-17 C 81511 14-Jul-17 04-Correction in invoice

B2CL 90005 15-Jul-17 D 10005 14-Jul-17 04-Correction in nvoice 04-

Field details for CDNUR

Worksheet
Name

Field name

Help Instruction

Credit/ Debit Notes/Refund vouchers issued to the unregistered persons against interstate invoice value is more than Rs 2.5 lak

1. UR Type

Select the type of supply to Unregistered Taxpayers (UR) against which the document has
been issued."EXP" For export invoices/"B2CL" for supplies to consumers.

2. Note/Refund Voucher Number

Enter the credit/debit note number or the refund voucher number. Ensure that the format is
alpha-numeric with allowed special characters of slash(/) and dash(-) of maximum length
of 16 characters.

3. Note/ Refund Voucher date

Enter credit/debit note/Refund voucher date in DD-MMM-YYYY. E.g. 24-May-2017.

4. Document Type

In the document Type column, enter "D" if the note is Debit note, enter "C" if note is
credit note or enter "R" for refund voucher.

cdnur

5. Invoice/Advance Receipt Number

Enter original invoice number Reported in B2B section of earlier period/current tax period
or pre-GST Period against which credit/debit note is issued. Incase of refund voucher
please enter the related advance receipt voucher number.

. Invoice/Advance Receipt date

Enter the original mvoice/advance receipt date mn DD-MMM-YYYY. E.g. 24-May-2017.

. Reason For Issuing document

Select the applicable reason for issue of the document from the dropdown.

. Place of Supply

Declare the place of supply based on the original document.

F-B--N s -

. Note/Refund Voucher value

Amount should be up to 2 decimal digits.

10. Rate

Enter the combined (State tax + Central tax) or the integrated tax rate.

11.Taxable value

Enter the taxable value of the supplied goods or services for each rate line item -up to 2
decimal Digits, The taxable value has to be computed as per GST valuation provisions.

12. Cess Amount

Enter the total Cess amount.

13. Pre GST

Select whether the credit/debit note is related to pre-GST supplies.
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EXP (Export)

Sample File for EXP:
| Summary For EXP(6)

| No. of Invoices Total Invoice Value No. of Shipping Bill Total Taxable Value

6 405134.72 6 332659.00
Export Type Invoice Number Invoice date Invoice Value Port Code Shipping Bill Number Shipping Bill Date Rate Taxable Value
WOPAY [~510 14-Jul-17 80048.36 INBS93 184298 15-Tul-17 5.00 78788.00
WOPAY 81511 14-Tul-17 50990.00 INB396 184299 15-Jul-17 12.00 44545.00
WPAY 81512 14-Tul-17 50048.36 INBS97 184300 15-Jul-17 12.00 48644.00
WPAY 81519 14-Jul-17 55048.00 INB%93 184301 15-Tul-17 5.00 0.00
WPAY 81520 14-Tul-17 5%9000.00 INB396 184302 15-Jul-17 5.00 54548.00
WPAY 81521 14-Tul-17 110000.00 INBSS7 184303 15-Jul-17 18.00 55567.00
WPAY 81521 14-Jul-17 110000.00 INBSS7 184303 15-Tul-17 5.00 50567.00

Field details for EXP:

LS Field name Help Instructions
Name
Exports supplies including supplies to SEZ/SEZ Developer or deemed exports
1.Export Type In the Type column, enter WPAY if the Export is with payment of tax or else enter WOPAY.

Enter the Invoice number issued to the registered receiver. Ensure that the format is alpha-numeric with

2. Invoice number allowed special characters of slash(/) and dash(-) with maximum length of sixteen characters.

3. Invoice Date Enter date of invoice m DD-MMM-YYYY. E.g. 24-May-2017.
4. Invoice value Enter the invoice value of the goods or services- up to 2 decimal Digits.
exp Enter the six digit code of port through which goods were exported. Please refer to the list of port codes
5. Port Code available on the GST common portal.
Enter the unique reference number of shipping bill. This information if not available at the timing of
6.. Shipping Bill Number submitting the return the same may be left blank and provided later.
7. Shipping Bill Date Enter date of shipping bill in DD-MMM-YYYY. E.g. 24-May-2017.
9. Rate Enter the applicable integrated tax rate.

Enter the taxable value of the supplied goods or services for each rate line item -up to 2 decimal Digits,
10. Taxable Value

The taxable value has to be computed as per GST valuation provisions.

AT (Taxable Liability on Advances)

Sample files for AT:

Summary For Advance

Received (11B)
Total Advance Received Total Cess
19047500 12720.00
Place Of Supply Rate (Gross Advance Received Cess Amount
32-Kerala - |00 87315.00 6819.00
|02-Himachal Pradesh 5.00 1544500 5901.00
|36-Telengana 3.00 87315.00

Field Details for AT:

Worksheet
Name

Field name Help Instructions

Tax liability arising on account of receipt of consideration for which invoices have not been issued
in the same tax period.

at 1. Place of Supply(POS) Select the code of the state from drop down list for the place of supply.
2. Rate Enter the combined (State tax + Central tax) or the integrated tax rate.
3. Gross advance received Enter the amount of advance received excluding the tax portion.
4. Cess Amount Enter the total Cess amount collected/payable.
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ATADJ (Advance Adjustments)

Sample files for ATADJ:

Summary For Advance
Adjusted (11B)

HELP

Total Advance Adjusted Total Cess

T5000.00 450000

Place Of Supply Rate  Gross Advance Adusted Cess Amount

01-Jammu & Kashmir - .00 30000.00 2300.00

04-Chandigarh 18.00 15000.00 2200.00
36-Telengana 12.00 30000.00

Field details for ATADJ:

Worksheet Field name

Help Instructions

Name

Adjustment of tax liability for tax already paid on advance receipt of consideration and invoices

1. Place of Supply(POS)

Select the code of the state from drop down list for the place of supply.

2. Rate

Enter the combined (State tax + Central tax) or the integrated tax rate.

atadj
3. Gross advance adjusted

Enter the amount of advance on which has tax has already been paid in carlier tax period and invoices are
declared during this tax period.

4. Cess Amount

Enter the total Cess amount to be adjusted

EXEMP (Nil Rated, Exempted and N

Sample files for EXEMP:

on GST supplies)

Summary For Nil rated, exempted and
non GST outward supplies (8)

HELP

Total Nil Rated Supplies Total Exempted Supplies Total Non-GST Supplies
415000.00 62220000

Worksheet Field name

Description Nil Rated Supplies Exempted (other than ml Non-GST supplies
rated/non GST supply )
Inter-State supplies to registered persons 100000.00 200000.00 300000.00
Intra-State supplies to registered persons 150000.00 30000000 235000.00
Inter-State supplies to unregistered persons 75000.00 4530000 89687.00
Intra-State supplies to unregistered persons 90000.00 76900.00 100000.00
Field Details for EXEMP:
A B C D E F G H 1

Help Instructions

1 Name
2 Details of Nil Rated, Exempted and Non GST Supplies made during the tax period
3 1. Description Indicates the type of supply.
. . Declare the value of supplies made under the "Nil rated” category for the supply type selected in 1. above.
4 2.Nil rated supplies The amount to be declared here should exclude amount already declared in B2B and B2CL table as line
exemp 3.Exempted Declare the value of supplies made under the "Exempted "category for the supply type selected in 1.
(Other than Nil rated/non-GST above.
5 supply)
Declare the value of supplies made under the "Non GST" category for the supply type selected in 1.
4.Non GST Supplies above. This column is to capture all the supplies made by the taxpayer which are out of the purview of
6 GST
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HSN (HSN Summary)

Sample Files for HSN:

Summary For HSN(12)

No. of HSN Total Value Total Taxable Value Total Integrated Tax
4 495384.80 54.15 2147.04 §103.00 11771.00 1503.00}
HSN Description uQc Total Quantity Total Value Taxable Value Integrated Tax Amount Central Tax Amount State/UT Tax Amount Cess Amount
3401 lCopper KGS-Kilograms 205 89876.36 10.23 214.52 600.00 500.00 300.00
1001 Cashew QTL-QUINTAL 205 99876.36 10.23 14.52 600.00 500.00 300.00
10083214 Fabric MTIR-METER 3.05 9987736 11.23 678.00 601.00 501.00 301.00
Biscuit PAC-PACKS 305 99877.36 11.23 §95.00 701.00 501.00 301.00
3456721 Aerated Drinks LTR-LITERS 305 99877.36 11.23 345.00 5601.00 9769.00 301.00

Field Details for HSN:

Worksheet

Field name Help Instructions
1 Name
2 HSN wise + of goods /services supplied during the tax period
P— Enter the HSN Code for the supplied goods or Services. Minimum digit required to be mentioned in the
3 tax invoice and consequently to be reported is as follows.
Enter the description of the supplicd goods or Services. Description becomes a mandatory ficld if HSN
2. Description de is not provided above.
4 code is not p
5 3. UQC Sclect the applicable Unit Quantity Code from the drop down.
6 hsn 4. Total Quantity Enter the total quantity of the supplied goods or Services- up to 2 decimal Digits.
7 5. Total Value Enter the invoice wvalue of the goods or services-up to 2 decimal Digits.
=] 6. Taxable Value Enter the total taxable value of the supplied goods or services- up to 2 decimal Digits.
o 7. Integrated Tax Amount Enter the total Integrated tax amount collected/pavable.
10 8. Central Tax Amount Enter the total Central tax amount collected/payable.
11 9. State/UT Tax Amount Enter the total State/UT tax amount collected/payable.
12 10. Cess Amount Enter the total Cess amount collected/payable.

DOCS (List of Documents issued)

Sample file for uploading DOCS:

Summary of documents issued during the tax period

(13)

Total Number Total Cancelled

450

Nature of Document Sr. No. From Sr. Wo. To  Total Number Cancelled
Invoice for outward supply lv t0/1001  LEOQO/10090 0 5
Invoice for outward supply KNP/552 KNP/830 339 10
Debit Note PUN/78 PUN/SS 21 2
Debit Note
Delivery Challan for job work
Invoice for imward supply from unregistered person
Refund Voucher

Field details for DOCS:
Worksheet

Field name Help Instructions
1 Name
2 Details of various documents issued by the taxpayer during the tax period
3 1. Nature of Document Select the applicable document type from the drop down.
4 docs 2. Sr. No From Enter the invoice/document series start number.
5 3. 5r.No To Enter the invoice/document series end number.
6 5.Total Number Enter the total no of documents in this particular series.
7 6.Cancelled No of documents cancelled in the particular series.

You need to fill up only those sections / sheets which are relevant. Others may be left blank. Do
, not change any sheet or field name in the Header or format of the Excel file. Save the excel sheet
after entering the data.
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Adding Multiple line item for single invoice in the excel sheet:

In case, you need to add multiple line item for single inwice inthe excel sheet, the excel row should have the
repeated inwice details which is common for multiple line items. For example: GSTIN/UIN, Inwice Number,
Inwoice Date and Place of Supply.

Once the excel sheet is imported, Returns Offline tool takes care of mapping the line item details with
respective inwoice.

Summary For B2B(4)

HELP

No. of Recipents No. of Invoices Total Invoice Value Total Taxable Value Total Cess

4 15 S10000.00 603000.00]  41456.00

GSTIN/UIN of Recipien! Invoice Number Invoice date  Invoice Value Place Of Supply  Reverse Charge Invoice Type E-Commerce GSTIN Rate Taxable Value  Cess Amount
O0SAETPPR08TRIZF  A/1003 10-Apr-17 100000.00 37-Andhra Pradesh N Regular 12.00 10000.00
05AETPPROSTRIZF | A/1003 10-Apr-17 100000.00 37-Andhra Pradesh N Regular 5.00 3500000
05AETPPR0S8TRIZF | A/1003 10-Apr-17 100000.00 37-Andhra Pradesh N Regular 18.00 12455.00
O05AETPPR08TRIZF  A/1003 10-Apr-17 100000.00 37-Andhra Pradesh N Regular 3.00 35000.00
O05AETPPS0S8TRIZF  A/1003 10-Apr-17 100000.00 37-Andhra Pradesh N Regular 28.00 10000.00

Option 2: Import Excel Workbook consisting of multiple sheets

To import the inwice data from the Excel workbook, perform the following steps:

1. Open the GSTR1_Excel Workbook_Template-V1.0.xIsx sheet available in downloaded zip folder from
the GST Portal.

Through Return Import — All sections in one Go, you can upload inwice data entered in the
respective worksheets for all sections at one go.

2. Enter relevant data from inwices and other documents in the relevant sheets of the Workbook, like
Business to Business supplies in b2b, business to consumer large (above INR 2.5 lakhs inwoice value)
for inter-state sales in b2cl etc.

The excel file should be in the same format as prescribed in the respective Return

Forms. (Sample provided below). In a case where you do not havwe data applicable for all
sections, those sections are to be left blank. Do not delete any worksheet.

GSTR1_Excel Workbook_Template-V'1.1.xsx - Excel 52 -
Insert  Pagelayout  Formulas  Data Review  View Q@ Tell mewhat you want to do... Khushboo Jain05 £ Share

o o mEET ©

o cut Times New Roma - |11~ Nrap Text Genera = 3. AutoSum p

ER Copy - = Fill =
Paste 7 B I U Merge & Center .o 5 | Conditional Formatas Cell  Insert Delete Format o) Sort & Find &
- Format Painter N Formatting - Table - Styles - - - £ Clear~ Filter - Select =

Clipboard [ Font Alignment Number Styles Cells Editing
B20 < I

il Summary For B2B(4)

2 No. of Recipients No. of Invoices Total Invoice Value

3 1 12 517000.00, 485000.00] 1256.00|
4 | GSTIN/UIN of Recipient  Invoice Number Invoice date Tnvoice Value Place Of Supply  Reverse Charge Invoice Type E-Commerce GSTIN Rate Taxable Value Cess Amount
5 0SABCDEI234EIZF 1000 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 12.00 45000.00 756.00
6 05ABCDEI234E1ZF Al001 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 5.00 40000.00

7 |0SABCDEI1234E1ZF 1000A 14-Jul-17 52000.00 36-Telengana N Regular 12.00 40000.00

8 05ABCDEI1234E1ZF A/1001 14-Jul-17 50000.00 31-Lakshdweep Y Regular 28.00 50000.00 6700.00
9 |05ABCDE1234E1ZF A/1002 14-Jul-17 50000.00 37-Andhra Pradesh Y Regular 0.25 40000.00

Designed and Developed by GSTN Page 40 of 135




GOODS AND SERVICES TAX 1\ETWORK

Returns Offline Tool (Last Updated on: 11/10/2017)

3. Click the IMPORT FILES button to import the GSTR1_Excel_Workbook_Template.xIsx file in the Returns

Offline tool.

3]

Goods and Services Tax Offline Tool

Select Section® B2B Invoices - 4A, 4B, 4C, 6B, 6C

IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Q

GSTR Returns - 0 R

19AAAWB0D477A1Z0

#Receiver GSTIN/UIN®  #Invoice No.® $Invoice Date® 4Total Invoice  #Place Of Supply  Supply Type® Invoice Type®  Reverse  E-Commerce GSTIN Actions
Value(Z)* 9 Charge

19AAAWBO0476A1Z0 V344 02-04-2017 4 24,444.00 19-West B¢ Intra-State v Regular v
19AAAWBO0476A1Z0 C234 03-04-2017 £4 25,555.00 19-West B¢V Intra-State v Regular v
19AAAWB0476A1Z0 A342 03-04-2017  £4 34,455.00 19-West Bev Intra-State v Regular v

=] Select v v Select -

DELETE
BACK
4. Click the IMPORT EXCEL button.
= GSTR Returns - 0 R

Goods and Services Tax Offline Tool

Return Import- All sections in One Go

IMPORT EXCEL

Return Import - One section at a time

Select Section

Select

19AAAWB0477A120

BACK VIEW SUMMARY
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5. Browse and select the GSTR1_Excel_Workbook toimport data from the excel workbook.

In case you have more than 19,000 inwice data, you need to upload the same in more than
one lot. Hence naming the workbook is important to ensure that you upload data correctly.

It is suggested that you name the Workbooks as per Month for ease of search and upload before
uploading the inwices. Else you may keep all Workbooks of a month in one sub-folder of GSTR-1 inwice
Folder on your computer.

Mame Date modified Type Size

. Section_wise_C5V files 28-Aug-17 1:33PM  File folder

1 G5T Offline Tool.exe 28-Aug-17 1:33PM  Application 14784 KB
GSTR1_Excel_Workbook_Template-V1.2.xlsx I 28-Aug-17 1:33 PM Microsoft Bxcel W... 5,026 KB
= Invoice UploadDownload Offline Teol_UserManual-V1.1.pdf 28-Aug-17 1:33 PM Adobe Acrobat D... 3,715KB
| Readme.bdt 28-Aug-17 1:33PM Text Document 3KE

6. Click Yes to proceed.

Z GSTR Returns. - 0 Bk

Warning

Are you sure you want to save data?

7. On successful import, a success message is displayed.

Success

Rabym Defals Sdded Succersfully
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8. Click the BACK button. Notice that the inwices present in the excel sheet are populated in the screen.

GSTR Returns

B
: Goods and Services Tax Offline Tool 19AAAWB0477A170
IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C v Q | search Invoices
D +Receiver GSTIN/UIN*  FInvoice No.* $Invoice Date® $Total Invoice  #Place Of Supply Supply Type® Invoice Type® Reverse E-Commerce GSTIN Actions
Value(Z) * - Charge
D 10AAAWB0476A1Z0 V344 02-04-2017 [ 24,444.00 19-West B¢V Intra-State v Regular v
1SAAAWB0476A1Z0 V342 30-04-2017 4 3%4,444.00 19-West B¢V Intra-State v Regular v
19AAAWB0476A1Z0 C234 03-04-2017 [ 25,555.00 19-West B¢v Intra-State v Regular v
19AAAWB0476A1Z0 A342 03-04-2017 B4 4,455.00 19-West B¢V Intra-State v Regular v
DD-MM-YYYY -] Select v v Select v H

DELETE

BACK

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

Errors are displayed, if the excel sheet contains erroneous data. Make sure only unique
' inwices have been entered in the excel sheet and date format is in dd-mmm-yyy format.

Make the corrections and upload the excel worksheet again.

= GSTR Returns. - o s

Warning

Non-duplicated Invoices have been Added. Following duplicated
invoices were updated.
3000

Following Invoices Contain Invalid Inputs. Please Check For Mandatory
Fields,Vvalidations And DateFormats(dd-mmm-yyyy)

B2B - Row: 12, 17,
B2CL - Row: 5, 6, 9, 10,
B2CS -Row: 5,7, 9
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Option 3: Copy and Paste from Excel Workbook

To copy and paste the inwice data from the Excel workbook, perform the following steps:

1. Open the excel sheet which has Inwice data in the desired format (based on the sample file).
Do not change any field in the Header or format of the Excel file.
The excelfileisin the same format as prescribed in the respective Return Forms. Changing fields
will lead to error when you upload the data on the GST Portal.

2. Press the Ctrl+C Keys (Shortcut key for copy) on the keyboard to copy the header part and the data from
the excel sheet.

Ensure that the header begins from row 1, column A (i.e., cell Al) along with first 3 rows the
inwices are selected together while copying it. You have to copy paste the inwices section

wise only.
Clipboard Ta Font lignment TumBer Styles Cells Editing
D9 = f || 50000
A B C D E F G H | J K
1 mn or B2B HELP
2 0.0 ecipien 0. O nvoice nvoice B X e e 0 e
3 1 12 51700000 483500000 1256.01
4 | GSTIN/UIN of Recipient  Invoice Number Invoice date Invoice Value Place Of Supply = Reverse Charge Invoice Type E-Commerce GSTIN Rate Taxable Value Cess Amoun
5 |0SABCDE1234E1ZF 1000 14-Jul-17 5000000 37-Andhra Pradesh N Regular 12.00 45000.00 T56.01
6 |0SABCDE1234E1ZF A1001 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 5.00 40000.00
7 |0SABCDEI1234E1ZF 1000A 14-Tul-17 52000.00 36-Telengana N Regular 12.00 40000.00
8 |0SABCDEI1234E1ZF A/1001 14-Jul-17 50000.00 31-Lakshdweep Y Regular 28.00 50000.00 6700.0
9 JOSABCDE1234E1ZF A/1002 14-Jul-17 SDDDD,DD.BT-Andhra Pradesh Y Regular 0.25 40000.00
10)03ABCDE1234E1ZF A/1003 14-Tul-17 10000.00 37-Andhra Pradesh N Regular 12.00 10000.00
11)05ABCDE1234E1ZF A/1003 14-Tul-17 10000.00 37-Andhra Pradesh N Regular 5.00 35000.00
12| 05SABCDE1234E1ZF 1/1005 14-Jul-17 50000.00 37-Andhra Pradesh N Regular 01ABCDEI1234E1CF 12.00 40000.00 500.0¢
13)03ABCDE1234E1ZF A-10010 14-Jul-17 26000.00 37-Andhra Pradesh N Regular 18.00 25000.00
14| 05ABCDE1234E1ZF 1-10010 15-Tul-17 48000.00 36-Telengana N Regular 0.00 40000.00
15| 05SABCDE1234E1ZF A-KNP/1000/06-17  15-Jul-17 45000.00 37-Andhra Pradesh N Regular 3.00 40000.00
16) 03 ABCDE1234E1ZF 06-17/LKO/1052 15-Jul-17 43000.00 37-Andhra Pradesh N Regular 05ABCDE1234E1CF 12.00 40000.00
17)05ABCDE1234E1ZF 06-17/LKO/1053 15-Tul-17 43000.00 37-Andhra Pradesh Y Regular 01ABCDEI1234E1CF 28.00 40000.00 S000.0
18

3. Click the IMPORT FILES button in the Returns Offline tool.

GSTR Returns

Goods and Services Tax Offline Tool

18AAAWB0477A1Z0 2017

IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Select Section® | E28 Invoices - 44, 4B, 4C, 68, 6C

*Receiver GSTIN/UIN® #Invoice No.*® #Invoice Date™

19AAAWB0476A1Z0 A342 03-04-2017 [

DELETE

v a

#Total Invoice

2Place Of Supply
Value(%) * o

%4,455.00

19-West B¢V

Select v

Supply Type®

Intra-State v

Invoice Type® Reverse E-Commerce GSTIN Actions
Charge

Regular b

Select v

BACK
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4. From the Select Section drop-down list, select the section for which you want to upload the inwices.
5. Click the COPY EXCEL button.

GSTR Returns

-
: Goods and Services Tax Offline Tool 19AAAWB0477A1Z0

g Large Data Using CSV Import

Return Import- All sections in One Go

IMPORT EXCEL

Return Import - One section at a time

Select Section

I B2B Invoices - 4A, 4B, 4C, 6B, 6C v I

IMPORT CSV
COPY EXCEL

BACK VIEW SUMMARY

6. A pop up window is displayed. In the Click here and press the Ctrl+V Keys to paste data from Excel

field, press the Ctrl+V Keys (Short Cut key for Paste) on the keyboard to paste the data copied from the
excel sheet.

= GSTR Returns - O BB

It

Copy & Paste Excel

Click here and Ctrl+V to paste data from Excel

Copy & Paste best works with lesser records, Using large number of records may send the application in
unresponding state.
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Confirmation message is displayed. Click the PROCEED button to add the inwices.

In-built validations inthe Returns Offline tool werifies the data copied by the taxpayer. Data that
, fails these validations can’t be processed further.

z GSTR Returns - O R

Warning

Are you sure you want to save data?

7. A success message is displayed.

Success

Ruturm Detals Added Sucosssfully

8. Click the BACK button. Notice that the inwices present in the excel sheet are populated in the screen.

GSTR Returns
Goods and Services Tax Offline Tool 19AAAWB0477A1Z0
IMPORT FILES DELETE ALL DATA VIEW SUMMARY
Select Section®| B2B Invoices - 4A, 48, 4C, 6B, 6C ~ Q | search Invoices
FReceiver GSTIN/UIN®  FInvoice No.* FInvoice Date* #Total Invoice  ¥Place Of Supply Supply Type® Invoice Type ® Reverse E-Commerce GSTIN Actions
Value(Z)* o Charge
19AAAWB0476A1Z0 V344 02-04-2017 M4 24,444.00 19-West Bev Intra-State v Regular ™
19AAAWB0476A1Z0 234 03-04-2017 A 25,555.00 19-West B v Intra-State v Regular v
19AAAWB0476A1Z0 A342 03-04-2017 @A 24,455.00 19-West Bt v Intra-State v Regular v
DD-MM-YYYY | Select ¥ v Select v n

DELETE

BACK
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The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

=

GSTR Returns

- 0
Goods and Services Tax Offline Tool 19AAAWB0477A1Z0 | 2017-18
IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Select Section®  B2B Invoices - 44, 4B, 4C, 6B, 6C 4 Q
D #Receiver GSTIN/UIN®  $Invoice No.* #Invoice Date® 4Total Invoice  #Place Of Supply  Supply Type® Invoice Type®  Reverse  E-Commerce GSTIN Actions
Value(Z) * O Charge
D 19AAAWB0476A1Z0 V344 02-04-2017 (4 74,444.00 19-West B¢V Intra-State v Regular v
19AAAWB0476A170 c234 03-04-2017 4 35,555.00 19-West B¢ Intra-State v Regular ™
19AAAWBO0476A1Z0 Az42 03-04-2017 (4 24,455.00 19-West B¢ Intra-State v Regular v
= Select v v Selact v

DELETE
BACK
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Option 4: Importthe CSV file

To import the inwice data from the CSV file to create GST compliant file (JSON), perform the following steps:

1. Use the CSV template downloaded as part of Returns Offline tool and create a CSV file for the applicable
section of the return.

The data in the CSV file should be in the same format as prescribed in the respective
Return forms. Format is available in the sample CSV file

2. Click the IMPORT FILES button to import the CSV file in the Returns Offline tool.

"

GSTR Returns. - O Bk

Goods and Services Tax Offline Tool 19AAAWB0477A1Z0 | 2017
IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Select Section® | B2B Invoices - 44, 4B, 4C, 6B, 6C v Q
*Receiver GSTIN/UIN * ZInvoice No.* #+Invoice Date * 2Total Invoice 2Place Of Supply Supply Type* Invoice Type ™ Reverse E-Commerce GSTIN Actions
value(¥) * = Charge

19AAAWBO0476A1Z0 V344 02-04-2017 4 74,444.00 19-West B« Intra-State v Regular “
19AAAWBO0476A1Z0 V342 30-04-2017  #4 74,444.00 19-West B« Intra-State v Regular “
19AAAWBO0476A1Z0 C234 03-04-2017 | B4 ¥5,555.00 19-West B« v Intra-State v Regular A
19AAAWB0476A1Z0 A342 03-04-2017 M 34,455.00 19-West B¢V Intra-State v Regular v

1] Select v v Selact v n

DELETE

BACK
.

3. From the Select Section drop-down list, select the appropriate section.
4. Under Return Import - One section at a time section, select the IMPORT CSV button.

= GSTR Returns - O IR

Goods and Services Tax Offline Tool 19AAAWB0477A1Z0

Saving Large Data Using Excel and CSV Import

Return Import- All sections in One Go

IMPORT EXCEL

Return Import - One section at a time

Select Section

| B2B Invoices - 4A, 4B, 4C, 6B, 6C v |

IMPORT CSV
COPY EXCEL

BACK VIEW SUMMARY
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5. Browse and select the applicable CSV file to import data from CSV.

Designed and Developed by GSTN

Warning

Are you sure you want to save data?

& Choose File to Upload
@ * P | « gst_offline_.. » Section_wise_CSV _files v Search Section_wise_C5V files 0O
Crganize - Mew folder Bz - m i
i Saved ( Mame Date modified Type Size
Searche .
ot Vid at.csv 24-Jul-17 10:41 &AM Microsoft Bxcel C...
; F' =0E atadj.csv 24-Jul-1710:41 AM  Microsoft Excel C...
avorte -
B Thic pC bib.csv 24-Jul-17 10:41 &AM Microsoft Bxcel C...
= [': . b2cl.csv 24-Jul-1710:41 AM  Microsoft Excel C..
eskto - i
; D F bdcs.csv 24-Jul-17 10:47 &AM Microsoft Bxcel C...
°| Docurn - )
Downl cdnr.csv 24-Jul-17 10:41 AM - Microsoft Excel C...
ownlc - .
- cdnur.csv 24-Jul-1710:41 AM - Microsoft Excel C...
| gst_o I .
oo EXpLCSV 24-Jul-17 10:41 &AM Microsoft Excel C...
, gst I .
S S- hsn.csv 24-Jul-1710:41 AM - Microsoft Excel C...
| T
._i.; gst_o
W Music
=| Picturer ,, ¢ »
File name; v| |Custom Files (*.csv) V|
| Open | | Cancel |
6. A confirmation message is displayed. Click the Yes button to save imported inwice details.
GSTR Returns o
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7. On successful import, a success message is displayed. A success message is displayed.

Success

Retum Defads Sdded Successfuly

8. Click the BACK button. Notice that the inwices present in the excel sheet are populated in the screen.

GSTR Returns

- a
Goods and Services Tax Offline Tool 19AAAWB0477A1Z0 | 2017-18

Select Section®  B2B Invoices - 44, 4B, 4C, 6B, 6C v Q
#Receiver GSTIN/UIN®  #Invoice No.* #Invoice Date® $Total Invoice  #Place OF Supply Supply Type® Invoice Type®  Reverse  E-Commerce GSTIN Actions
Value(¥)* 2 Charge

19AAAWB0476A1Z0 V344 02-04-2017 4 74,444.00 19-West BtV Intra-State ¥ Regular ¥
19AAAWB0476A1Z0 V342 30-04-2017 4 74,444.00 19-West B¢V Intra-State ¥ Regular ¥
19AAAWBO0476A1Z0 c234 03-04-2017 M4 25,555.00 19-West Bev Intra-State v Regular v
19AAAWB0476A1Z0 A342 03-04-2017 P4 74,455.00 19-West B¢V Intra-State ¥ Regular ¥

<] Select ~ ~ Select ~

BACK

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

GSTR Returns a

Goods and Services Tax Offline Tool 10AAAWB0477A1Z0 | 2017: April

IMPORT FILES DELETE ALL DATA VIEW SUMMARY

Select Section®  B2B Invoices - 44, 4B, 4C, 6B, 6C v Q
D #Receiver GSTIN/UIN®  #Invoice No.® #Invoice Date #Total Invoice  $Place Of Supply Supply Type® Invoice Type® Reverse E-Commerce GSTIN Actions
Value(%)* . Charge
D 19AAAWB0476A1Z0 V344 02-04-2017 4 24,444.00 19-West BV Intra-State Regular v
19AAAWB0476A1Z0 V342 30-04-2017 14 24,444.00 19-West BV Intra-State Regular v
19AAAWB0476A1Z0 234 03-04-2017 14 25,555.00 19-West B v Intra-State v Regular v
19AAAWB0476A120 A342 03-04-2017 B 24,455.00 19-West Bt v Intra-State v Regular v
(] Select v ~ Select v n

DELETE

BACK ‘
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inwices have been entered in the excel sheet and date format is in dd-mmm-yyy format. Make

l—_»-w\ Errors are displayed, if the excel sheet contains erroneous data. Make sure only unique

the corrections and upload the excel worksheet again.

= GSTR Returns

Warning
Non-duplicated Invoices have been Added. Following duplicated
invoices were updated.

1000A,A-10010

Following Invoices Contain Invalid Inputs. Please Check For Mandatory
Fields,Validations And DateFormats(dd-mmm-yyyy)

B2B - Row: 12, 18, 19, 20

Designed and Developed by GSTN
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9. Click the VIEW SUMMARY button to generate the file containing the inwices uploaded here.

GSTR Returns - g

't-'f‘ Goods and Services Tax Offline Tool 19AAAWB0477A1Z0 | 2017-18 | April

IMPORT FILES DELETE ALL DATA VIEW SUMMARY
Select Section® B2B Invoices - 4A, 4B, 4C, 6B, 6C v Q
#Receiver GSTIN/UIN* #Invoice No.* #Invoice Date ® 2Total Invoice #Place Of Supply Supply Type® Invoice Type® Reverse E-Commerce GSTIN Actions
Value(Z) * O Charge
19AAAWBO476A1Z0 V344 02-04-2017 [} 34,444.00 19-West B¢V Intra-State v Regular v
19AAAWB0476A1Z0 V342 30-04-2017 ] 24,444.00 19-West B¢V Intra-State v Regular v
19AAAWBOD476A1Z0 C234 03-04-2017 5] 35,555.00 19-West B¢v Intra-State v Regular v
19AAAWBOD476A1Z0 A342 03-04-2017 =] 34,455.00 19-West B¢V Intra-State v Regular hd
] Select v v Select v n
DELETE
BACK
.

Summary is displayed. Number of invoices against relevant sections of the Return is displayed.
10. Once you have checked the summary, you are ready to generate the GST Compliant format of all inwices

imported in the Returns Offline tool to be uploaded on GST Portal. For this, click the GENERATE FILE
button.

Size of generated JSON file should not be greater than 5 MB.

GSTR Returns

Goods and Services Tax Offline Tool 19AAAWB0477A1Z0 | 2017-18

Summary
Section Name No. Of Invoices Total Central Tax Amount(Z) Total State/UT Tax Amount(Z) Total Integrated Tax Amount(Z) Total CESS
B2B Invoices - 4A, 4B, 4C, 6B, 6C 4 133.68 133.68 0.00 0.00
B2C(Small) Details - 7 5 0.00 0.00 64,800.57 20,756.00
Tax Liability(Advances Recieved) - 11A(1), 11A(2) 3 0.00 0.00 13,899.50 12,720.00

Adjustment of Advances - 11B(1), 11B(2) 3 0.00 0.00 9,900.00 4,500.00

HSN-wise Summary of Outward Supplies - 12 5 8,103.00 11,771.00 2,147.04 1,503.00

BACK GENERATE FILE
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11. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved your
computer for uploading the same on GST portal. Click the Save button.

Do you want to save this file. or find a program online to open
it?

Name: April_2017-18_GSTR1_19AAAWB0477A1Z0,json
| Type: Unknown File Type, 3.04 KB

From: localhost

Find

While files from the Intemet can be useful, some files can potentialhy
@ harm your computer. f you do not trust the source, do not find a
program to open this file or save this file. What 's the sk ?

Browse and select the path to save the .json file which needs to be uploaded in the GST Portal.

@ - 4 ,_i ¥ This PC » Downloads v Search Downloads

COrganize « Mew folder

] Pictures *  Mame Date modified Type

,_E Saved Games

,_E’ Searches

B Videos

Liﬂ Favorites.zip
18 This PC

,_E Desktop

,_E Documents

,_i Downloads

,_ﬁ Music

B Dirtoirac

. gst_offline_tool 24-Jul-17 10:41 AM  File folder

A

File name: | ypril_2016-17_GS5TR1_18AAAASDTT2A17 2. json

Save as type: | JSON File

Fasin.

= Hide Folders
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Notice that the file April_2016-17_GSTR1_18AAAAS0172A1Z2.json
April_2016-17_GSTR1_18AAAASO0172A1Z2 represents:

April: Tax period for which return is being prepared
2016-17: Financial Year

GSTR1: Return Form No

18AAAASO0100A1ZIl: GSTIN of the supplier

This file April_2016-17_GSTR1_18AAAAS0172A1Z2.json will be required to be uploaded on the
GST Portal.

For second lot of inwices uploaded with the Returns Offline tool for the same month, Tool will create json
with same name format without any additional information. So, the user must try to rename the file
manually every time.

Name -

ool 2d=Jul=17 Tk41 AM File folder
L Aprl_2016-17_G5TR1_12AAAASDT T2A1Z2. 50N 24-Jul-17 12:47 PM JSOM File

T gst_offline_toolzip 24-Jul-1

Date modified Type

Access the https://gst.gov.in/ URL. The GST Home page is displayed.

Login to the GST Portal with valid credentials.

Click the Services > Returns > Returns Dashboard command.

The File Returns page is displayed.

In the Financial Year drop-down list, select the financial year for which the return has to be uploaded. In this
example, you will select this as 2016-17.

In the Return Filing Period drop-down list, select the return filing period for which the return has to be
uploaded. In this example, you will select this as April.

Click the SEARCH button.

Acts & Rules ~

Services -~ Notifications & Circulars - Grievance

Dashboard - Returns @ English

File Returns

® Indicates Mandatory Fields

Financial Year+ Return Filing Period *

SEARCH

2016-17 T

April v
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20. Applicable returns of the selected tax period are displayed. In the Outward Supplies made by the Taxpayer
GSTRL1 tile, click the Prepare offline button.

Dashboard Services -

Notifications & Circulars -~

Acts & Rules ~

ashboard = Returns

File Returns

Financial Year*®

2017-18 hd

Outward supplies made by the

taxpayer
GSTR1

Return Filing Period *

July

Creation and Submission of
Addendum to GSTR1
GSTR1A

hd SEARCH

@ Englisl|

® Indicates Mandatory Fields

Inward supplies received by
taxpayer
GSTR2

Due Date - 15/08/2017

PREPARE OMLINE PREPARE OFFLINE

Due Date - 17/08/2017

PREPARE OMLINE PREPARE OFFLINE

Due Date - 10/08/2017

PREPARE OMLINE PREPARE OFFLINE

21. The Upload page is displayed. Click the Choose File button.

@ English

Dashbeard - Returns -~ GSTR

Offline Upload and Download for GSTR1

Download

O No offline transaction for the given return period

Invoice Upload

Choose File N0 file chosen

BACK

22. Browse and navigate the file (April_2016-17_GSTR1 18AAAAS0172A1Z2.json) to be uploaded from your
computer. Click the Open button.

¢ Open
@ = 7 b ThisPC ¢ Downloads v (0 | Search Downloads P
Organize Newfolder Ev 0 0
A . L]
o Favores Name Date Type Size Tags
I Desktop . OfflineUtility (1) BA020171222PM File folder
4 Downloads || April 2016-17 GSTR...  7/3/2017 11:36 AM JSON File 1K8
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23. Reference ID Number is generated displaying a message that the uploaded inwices are being processed.

Dashboard - Returns -~ GSTR @ English

Offline Upload and Download for GSTR1

Download

@Yyour JSON file is uploaded successfully. The GST Systems will validate the data uploaded by you for the following:'GSTIN of buyers’; ‘Duplicate
invoice’ ; ‘reference of credit/debit notes’; “tax amount calculated’; 'Date of transaction’It may take upto 15 minutes..

Invoice Upload
Choose File | No file chosen
Upload History
Date Time Reference id Status Error Report

24/07/2017 01:40:01 0Obsfeb2f-d303-463f-acc5-399175626164 In-Progress MA

BACK

appears under the relevant section on the Returns dashboard. After upload, a transaction ID is
generated, against which you can track your upload processing status. This happens as the GST
System will perform the following processing functions before adding the invoice in respective section
and enabling you to see the data populated in the relevant tables of GSTR-1.:
o Correctness of GSTIN of receivers (Valid GSTINs etc.)
o Duplicate entries of Invoice number for all returns filed by you in past months of the
Financial Year in which you are filing the data
e Other sanity checks on the data uploaded by you

|:-»¢\ There will a gap of few minutes between the time you upload the inwice data on the Portal and it

24. Go tothe B2B inwices in the GSTRL1 tile. Notice the B2B inwices are uploaded.

B2B Invoices - Summary

Uploaded by Receiver Modified by Receiver Rejected by Receiver

Pending Invoices (These will be added after validation)

Invoice Invoice Total Invoice  Total Taxable Integrated Central State/UT CESS Action Status Actions
No. Date Value (¥) Value (%) Tax (%) Tax (%) Tax (%) (%) Taken
Received but
CS234  20/07/2017 4,56,666.00 7,30,330.00 0.00 1,765.52 1,765.52  0.00 ADD pending
Received but
CV344 | 18/07/2017 4,43,333.00 6,38,887.00 0.00 11,169.41 11,169.41 0.00 ADD

pending

BACK ADD INVOICE

Similarly, you can add and upload inwices for other sections as well.
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6. Uploading Missing invoices and other details of GSTR2 using
Returns Offline Tool

Let us take an example where you need to add the details of Inward Supplies invoices in the
GSTR2 for the Financial Year 2017-18 and Return Filing Period as July on the GST Portal using
the Returns Offline tool.

To add the missing B2B invoices, credit/debit notes and other details in the GSTR2 on the GST
Portal using the Returns Offline tool, perform the following steps:

When you double click the Offline tool icon on your desktop, the Offline Tool Home Page will be
displayed. This page has following three tabs:

a) Upload new invoice/ other datafor return: The NEW button is used to Upload New Invoice/
other data. (Return will be prepared on the GST Portal based on the data uploaded using the tool.
One can upload invoice data as many times as one wants.)

b) Open Downloaded Return file from GST portal: The OPEN button is used to open pre-auto
populated Return file (like GSTR-1, 2,1A, 2A..etc) downloaded from GST Portal.

c) Open Downloaded Error File from GST portal: The OPEN button is used to open error file to

understand the errors occurred on the portal while uploading the JSON file to the portal and take
necessary action to rectify the invoices rejected by GST Portal.

Goods and Services Tax Offline Tool

Upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

Instructions

OPEN button: To open return file downloaded from GST
portal to accept, reject, modify and add missing invoice
details.

NEW button: To upload new invoice/other data for return.
Taxpayer can upload invoice data as many times as needed.

OPEN button: To open error file downloaded from GST
portal to correct the invoice data rejected by GST system.

1. To upload Missing inwice details for filing return, click the NEW button. The File Returns page is
displayed.

2. From the GST Statement/Returns drop-down list, select the GSTR2 option

3. In the GSTIN of receiver field, enter your GSTIN (Being a receiver when you are adding missing
inwice for GSTR2). Say for example your GSTIN is 18BAAAAS0800A1ZB, enter this data in GSTIN
field.

4, In the Financial Year drop-down list, select the financial year for which the return has to be prepared

and filed. In this example, we select as 2017-18.
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At any point of time, only two financial years will be available in the drop-down list. As 2017-18
is the first year of implementation, only one year is available as the selection in the drop-down
list.

5. From the Tax Period drop-down list, select the tax period for which return for which the return has to
be prepared. In this example, the tax period is selected as July.

6. Click the PROCEED button.

Goods and Services Tax Offline Tool

8

File Returns

*® indicates required fields

GST Statement/Returns ® GSTIN of Receiver® Financial Year®

| GS5TR2 hd | | | | 2017-18 ~

Tax Period*

I September ™ |

BACK PROCEED

Next step is to upload the missing inwice data. There are four options to upload the data in GSTR2 (Same
as GSTR1):

Option 1: Manual Entry of Inwice Data

Option 2: Import full Excel Workbook consisting of multiple sheets
Option 3: Copy and Paste from Excel Workbook

Option 4: Import the CSV file

Optionl: Manual entry of Invoice Data

To enter the inwice data manually in the Returns Offline tool directly, perform the following steps. Here, you
can enter details of only one inwice at a time.

1. From the Select Section drop-down list, select the applicable section where the inwice data needs to
be entered.

2. Enter the inwice details in each column like Supplier's GSTIN, Inwice No. etc.

3. Click the Plus icon (Highlighted in Red square under Actions column) on the right side in order to fill the

item level details for this invoice.

Enter the GSTIN in the correct format or else system will display an error message at the time
of entry itself.
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Goods and Services Tax Offline Tool GSTR2 | 1BAAAASO800A1ZB | 2017-18
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Sect\un'l B2B Invoices v | Q
® indicates required fields
*supplier's GSTIN * +Invoice No.* +Invoice Date * #Total Invoice *Place Of Supply * Supply Type® Invoice Type® Reverse Actions
Value(Z)* Charge

|| || ﬂll ||Se|ect Vll Vllse\ect Vl D n

BACK

4. The Add Items page is displayed. Enter the item level details and click the Save button at the right side
of the screen bottom in order to save the line items.

Add Items
Section : B2B Invoive No. : A10000
Rate Total Taxable Value Amount of Tax Eligibility for ITC Amount of ITC available
(%)* (n° H
Central Tax Amount State/UT Tax CESS Amount(%) Central Tax Amount State/UT Tax CESS Amount(Z)
(" Amount(%)* (€I Amount(%) *
0% 20.00 0.00 20.00 %0.00 Select 4 20.00 %0.00 20.00
0.25% 20.00 0.00 20.00 %0.00 Select 4 0.00 %0.00 20.00
3% 20.00 0.00 20.00 %0.00 Select A 20.00 %0.00 20.00
5% 20.00 0.00 20.00 %0.00 Select A 20.00 %0.00 20.00
12% 20.00 %0.00 20.00 0.00 Select b 0.00 #0.00 20.00
18% %0.00 0.00 20.00 ¥0.00 Select b4 0.00 ¥0.00 20.00
28% 20.00 20.00 20.00 %0.00 Select v 20.00 %0.00 20.00
BACK SAVE

5. Once the inwice details are saved, the Success message is displayed.

Ensure to sawe the data on a time to time basis to awid any loss of data.
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Success

Success! Returns details added.

6. Notice that the inwices added manually are populated in the screen.

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the inwice and click the DELETE button.

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section®| B2B Invoices v Q. | Search Invoices
* indicates required fields
+Supplier's GSTIN * %Invoice No.* #Invoice Date *® $Total Invoice %Place Of Supply * Supply Type * Invoice Type* Reverse Actions
Value(Z)* Charge
D 18AAAASO799A1ZL A10000 03-07-2017 £ ¥30,00,000. 18-Assam V¥ Intra-State v Regular v
DD-MM-YYYY ] Select v v Select v

DELETE

BACK
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Understanding the Excel Template

The multi excel sheet has eleven worksheets cowering different tables in GSTR2. When you first download
the excel sheet, there is a header in each sheet along with sample data. You need to delete the sample data
in each section and enter data of your business which you want to upload. You need to manually enter the
data in these sheets.

Goods and Services Tax @N

Invoice & other data upload for creation of GSTR 2

Introduction to Excel based template for data upload in Java offline tool

+ The Offline tool comes bundled with MS Excel Template and a java tool. This Excel workbook template has 11 data entry worksheets, 1 master sheet and 1 Help Instruction sheet i.e. total 13
worksheets The 11 data entry worksheets are named: b2b, b2bur. imps, impg_ cdnr, cdnur, at, atadj, exemp iter and hsnsum in which day-to-day business transaction required to be reported in GSTR 2
can be recorded or entered by the taxpayers. At desired interval the data entered in the MS-Excel worksheet can be uploaded on the GST Portal using the java offline tool which will import the data
from excel workbook and convert the same into a Json file which is understood by GST portal. (www.gst.gov.in)

+ It has been designed to enable taxpayers to prepare GSTR 2 in offline mode (without Internet). It can also be used to carry out bulk upload of invoice/other details to GST portal.

+ The appearance and functionalities of the Offline tool screens are similar to that of the returns filing screens on the GST Portal.

+ Approximately 19,000 line ftems can be uploaded in one go using the java tool. In case a taxpayer has more invoice data, he can use the tool multiple times to upload the invoice data.

Data can be uploaded/entered to the offline tool in four ways:

1. Importing the entire excel workbook to the java tool where data in all sections (worksheets) of the excel file will be imported in the tool in one go.
2. Line by line data entry by return preparer on the java offline tool

3. Copy from the excel worksheets from the top row including the summary and header and pasting it i the designated box in the import screen of the java offlime tool. Precaution: All the
1o o Laad Laaald Lo do b £ . Abora sl baoad Fo e o tanl

~nhimng

~

Help Instructions | b2b ‘ b2bur ‘ imps ‘ impg | cdnr | cdnur | at ‘ atad) ‘ exemp | iter | hsnsum | master I ® [l
Ready Page: 10of3 ﬁ El = I

Let us understand how to fill data in the different worksheets for GSTR2:

The details about each section are also given in Help Instructions tab of the excel sheet
GSTR2_Excel_Workbook_Template_V1.0.xlIsx.
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B2B (B2B Supplies)

Sample File for B2B:

1

k3l No. of Suppliers No. of Invoices Total Invoice Value Total Taxal Total Integrat Total Central Total TSta Total Cess Total Availec Total Avail Total Av; Total Ar
3 2 4 400009.00 378000.00 30000.00 2500.00 2500.00 700.00 30000.00 0.00 0.00 700.00
4 |GSTIN of Supplier ~ Invoice Invoice dat Invoice Value Place Of SupjRe Invoice T:Rate Taxable Val Integrated Tax Central Tax P: State/UT T Cess P Eligibility For Availed ITC I Availed ITC Availed I1 Availed I
5 |08AAACGI395DIZU 1001 12-Jul-17 100000.00 29-Karnataka N Regular  12.00 90000.00 10000.00 0.00 0.00 700.00 Inputs 10000.00 0.00 0.00 700.00
6 |08AAACGI395DI1ZU 1002 13-Jul-17 100001.00 29-Karnataka N Regular 12.00  90000.00 10000.00 0.00 0.00 Capital good 10000.00 0.00 0.00

7 |08AAACGI1395D1ZU 1002 13-Jul-17 100001.00 29-Karnataka N Regular 5.00  10000.00 5000.00 0.00 0.00 Capital good 5000.00 0.00 0.00

8 |03AAACGI335D1Z6 1004 15-Jul-17 100004.00 29-Karnataka Y Regular 5.00  94000.00 5000.00 0.00 0.00 Input service 5000.00 0.00 0.00

9 |08AAACGI355D1Z6 1005 16-Jul-17 100004.00 08-Rajasthan N Regular 5.00  94000.00 0.00 2500.00 2500.00 Ineligible 0.00 0.00 0.00

Field details for B2B:

Details of invoices of Taxable supplies received from other registered taxpayers

1. GSTIN of Supplier* Enter the GSTIN of the supplier . E.g. 0SAEJPP8087R1ZF. Check

2. Invoice number * Enter the Invoice number of invoices issued by registered supplier.

3. Invoice Date* Enter date of invoice in DD-MMM-YYYY. E.g. 24-May-2017.

4. Invoice value* Enter the total value indicated in the invoice of the received goods

3. Place of Supply(POS)* Select the code of the state from drop down list for the place of suppl

6. Reverse Charge* Please select Y or N , if the supplies/services are subject to tax as

7. Invoice Type* Select from the dropdown whether the supply is regular, or to a SEZ

8. Rate* Enter the combined (State tax + Central tax) or the integrated tax.
b2b B2E Supplies 9. Taxable Value* Enter the taxable value of the received goods or services for each

10. Integrated Tax Paid Enter Integrated Tax Paid

11. Central Tax Paid Enter Central Tax Paid ; not applicable if Integrated Tax is paid

12. State/UT Tax Enter State/UT Tax Paid ; not applicable if Integrated Tax is paid

13. Cess Paid Enter the total Cess amount paid.

14. Eligibility For ITC* Select from the dropdown input. input services, capital goods or

15. Availed ITC Integrated Tax Enter the Amount of ITC available for Integrated Tax paid

16. Availed ITC Central Tax Enter the Amount of ITC available for Central Tax paid

17. Availed ITC State/UT Tax Enter the Amount of ITC available for State/UT Tax paid

18. Availed ITC Cess Enter the Amount of ITC available for Cess paid

B2BUR (B2B Inward supplies from unregistered Supplier)

Sample File for B2BUR:

| Summary For Ur2H HELP
No. of Invoices (Of Total Invoice Value Total Taxa Total 1 Total Cer Total TSt Total Cess Paid Total Total Availe Total Avail Total 4

| 3 60000.00 56100.00 0.00 6450.00 6450.00 800.00 0.00 6450.00 5950.00 400.00

| Supplier Name Invoice NuInvoice dz Invoice Valu Place Of Supply Supply Typ Rate  Taxable Va Integra Central Ta State/UT T1Cess Paid Eligibility For T Availe Availed ITC ¢ Availed ITC Availed

Ramesh Traders 1006 12-Jul-17 10000.00 23-Karnataka Intra State.  12.00 9000.00 0.00 5000.00 5000.00 0.00 Inputs 5000.00 5000.00

| Shyam Paints 1007 13-Jul-17  20000.00 29-Karnataka IntraState.  5.00 19100.00 0.00 450.00 450.00 0.00 Input services 450.00 450.00

Bansal Hardware 1008 13-Jul-17 30000.00 23-Karnataka Intra State.  28.00  28000.00 1000.00  1000.00 800.00 Capital goods 1000.00 500.00 400.00

Field details for B2BUR:

Inward supplies received from an unregistered supplier

1. Supplier Name* Enter the name of supplier from whom supplies have been received

2. Invoice number*® Enter the Invoice mumber of invoices issued to Unregistered

3. Invoice Date® [Enter date of mvoice m DD-MMM-YYYY_ E g 24-May-2017.

4. Invoice value* Enter the total value indicated in the invoice of the received goods

5. Place of Supply(POS)* Select the code of the state from drop down list for the applicable

6. Supply Type* Select from drop down to declare the supply type as iter state or
BIBUR 7. Rate* Enter the combined (State tax + Central tax) or the integrated tax
T . 8. Taxable Value* Enter the taxable value of the received goods or services for each

b2bur Inward supplies from unregistered " 5

Supplier 9. Integrated Tax ]Taui Enter Integrated Tax .Pald i i _

10. Central Tax Paid Enter Central Tax Paid ; not applicable if Integrated Tax is paid

11. State/UT Tax Enter State/UT Tax Paid ; not applicable if Integrated Tax is paid

12. Cess Paid Enter the total Cess amount payable

13. Eligibility For ITC* Select from the dropdown input. input services, capital goods or

14. Availed ITC Integrated Tax Enter the Amount of ITC available for Integrated Tax paid

15. Availed ITC Central Tax Enter the Amount of ITC available for Central Tax paid

16. Availed ITC State/UT Tax Enter the Amount of ITC available for State/UT Tax paid

17. Availed ITC Cess Enter the Amount of ITC available for Cess paid
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IMPS (Import of Services)

Sample file for IMPS:
A B C D E F G H ] K

{8 Summary For IMPS (4C)

P8l No. of Invoices (Of Reg Recipient) Total Invoice Value Total Taxable ' Total Integrat Total Cess Paid Total Availed ITC Integr: Total Availed IT
3 4 110003.00 103800.00 520000 500.00 4200.00 500.00

4 Invoice Number of Reg Recipient |Invoice Date{lnvoice Value|Place Of Supply | Rate| Taxable Value|Integrated Tax | Cess Paid| Eligibility For ITC| Availed ITC Integrated Tax|Availed ITC Cesy
5 1010 14-Jul-17 20000.00|29-Karnataka  |18.00 18300.00 700.00 Input services 700.00

6 [1011 15-Jul-17 30000.00 29-Karnataka  12.00 28500.00 1500.00 Input services 1500.00

7 [1012 16-Jul-17 30001.00 29-Karnataka  28.00 28000.00 2000.00 500,00 Input services 2000.00 500.00

8 No13 17-Jul-17 30002.00 23-Karnataka ~ 5.00 25000.00 1000.00 Ineligible 0.00

Field Details for IMPS:

IMPS Import of Service
Import of Services 1. Invoice nmumber * Enter the Invoice number of mvoices for import of services. Ensure
o 2. Invoice Date* Enter date of mvoice m DD-MMM-YYYY. E g 24-May-2017.

3. Invoice value* Enter the total value indicated in the inveice of the received
4. Place of Supply(POS)* Select the code of the state from drop down list for the place of suppl
5. Rate* Enter the ntegrated tax rate _ as applicable.
6. Taxable Value* Enter the taxzble value of the received services for each rate line
7. Integrated Tax Paid* Enter Integrated Tax Paid
8. Cess Paid Enter the total Cess amount paid.
9. Eligibility For ITC* Select from the dropdown input services to declare the supplies as
10. Availed ITC Integrated Tax Enter the Amount of ITC available for Integrated Tax paid
11. Availed ITC Cess Enter the Amount of ITC available for Cess paid

IMPG (Import of Goods)

Sample File for IMPG:

1
2 No. of Bill of Entry Total Bill of Entry Value Total Taxable Total Integrated Total Cess Paid Total Availi Total Availed
£ 5 1000010.00 833000.00 117000.00 4000.00 67000.00 2000.00
4 |Port Code |Bi|l Of Entry |Bill Of Entry Date |Bill Of Entry Value  |Document type |GSTIN of SudRale |Taxable Vahe|Integrated Tax PaiCess Paid |Eligibility For ]TdAvailsd ITC|Availed ITC C¢g
5 [IN1234 1000001 15-Jul-17 200000.00 Imports 12.00 180000.00 20000.00 Inputs 20000.00
6 [IN1235 1000002 16-Jul-17 200001.00 Imports 5.00 190000.00 10000.00 Capital goods 10000.00
7 *1000003 17-Jul-17 200002.00 Imports 28.00  170000.00 30000.00 2000.00 Capital goods 10000.00 2000.00
8 1000004 18-Jul-17 200003.00 Imports 28.00 170000.00 30000.00 2000.00 Ineligible 0.00 0.00
£l 1000005 19-Jul-17 200004.00 Received from SEZ 29GDTPS3481 18.00 173000.00 27000.00 Capital goods 27000.00
Field Details for IMPG:
Import of Inputs/Capital goods from Overseas/SEZ
1. Port Code* Enter the six digit code of port through which goods were imported.
2. Bill Of Entry Number* Enter the 7 digit Bill of entry
3. Bill Of Entry Date* Enter Bill of Entry date m DD-MMM-YYYY. E g 24-May-2017_
4. Bill Of Entry Value* Enter the total value of Bill of Entry
5. Document type* Select from the drop down to declare supplies as imports or SEZ
Impg INPG 6. GSTIN Of Supplier* Enter the GSTIN of the supplier . E g 0SAEJPP8087R1ZF i case
Import of Goods 7. Rate* Enter the integrated tax rate, as applicable.
8. Taxable Value* Enter the taxable value of the received inputs/capital good for each
9. Integrated Tax Paid* Enter Integrated Tax Paid
10. Cess Paid Enter the total Cess amount paid.
11. Eligibility For ITC* Select from the dropdown input/capital goods to declare the
12. Availed ITC Integrated Tax Enter the Amount of ITC available for Integrated Tax paid
13. Availed ITC Cess Enter the Amount of ITC available for Cess paid
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CDNR (Credit/Debit Notes)

Sample File for CDNR:

A B T D E F G H J K L N o P Q R s T u
Ll Summary For CD} HELP
p3l No. of Supplier No. of Notes/Vouc No. of Invoices Total Note/Voucher Value otal Taxable Value Total Ini Total Ci Total TStal Cess Total Av Total A Total A Total A
3 1 2 2 50000.00 45600.00 2400.00 1000.00 1000.00 500.00 0.00 2400.00 700.00 700.00 500.00
4 |GSTIN of Supplier ~ Note/Reefund Voucl Invoici Invoice/Adv: Pre (nenr Reason For Is Supply Typ Note/Refir ~ Ratexable Value Integrate Central TState/UT ess Paid Eligibility Fc Availed T Availed Availed Availed T
5 |0SAAACGI3%5DI1ZU C1001 15-Jul-17 1001 12-Jul-17 N C 01-SalesRetulnter State  20000.00 12.00 17600.00 2400.00 0.00 0.00 Inputs 2400.00 0.00
6 0SAAACGI3%5DIZU C1005 16-Jul-17 1002 13-Jul-17 N D 03-DeficiencyInter State  30000.00  28.00 23000.00 1000.00 1000.00 500.00 Capital goods 700.00 700.00 500.00

Field details for CDNR:

Enter Credit/ Debit Notes/Refund vouchers issued by the registered supplier during the tax period but not

GSTIN of Supplier®

Enter the GSTIN of the supplier . E g 0SAEJPP80§TR1ZF.

Note/Refund Voucher Number*

Enter the credit/debit note number or the refund voucher number.

Note/ Refund Voucher date*

Enter credit/debit note/Refund voucher date in DD-MMM-YYYY.

Invoice/Advance Receipt Number*

Enter original invoice number Reported in B2B section of earlier

Invoice/Advance Receipt date*

Enter the origimal inveice/advance receipt date m DD-MMM-

Pre GST

Select whether the credit/debit note is related to pre-GST supplies.

Document Type*

In the document Type column. enter "D" if the note is Debit note,

Reason For Issuing document®

Select the applicable reason for issue of the document.

HERREREGE

Supply Type

Declare the type of supply as inter or intra. This would be validated w

10. Note/Refund Voucher value*

Amount should be with only up to 2 decimal digits.

Credit/ Debit Not.
redit/ Debit Note 11. Rate*

Enter the combined (State tax + Central tax) or the integrated tax.

12.Taxable value*

Enter the taxable value of the received goods or services for each

13. Integrated Tax Paid

Enter Integrated Tax Paid

14. Central Tax Paid

Enter Central Tax Paid ; not applicable if Integrated Tax is paid

15. State/UT Tax

Enter State/UT Tax Paid ; not applicable if Integrated Tax is paid

16. Cess Paid

Enter the total Cess amount.

17. Eligibility For ITC*

Select from the dropdown input. input services. capital goods or

18. Availed ITC Integrated Tax

o

Enter the Amount of ITC available for Integrated Tax paid

19. Availed ITC Central Tax

=]

Enter the Amount of ITC available for Central Tax paid

20. Availed ITC State/UT Tax

=

Enter the Amount of ITC available for State/UT Tax paid

2

. Availed ITC Cess

—

Enter the Amount of ITC available for Cess paid

CDNUR (Credit/ Debit Note for unregistered Persons)

Sample File for CDNUR:

Summary For CDNUR(6C)

No of Notes/Vouchers

Total Note/Refund Voucher Value

Total Taxa Total Inte Total Total Tofal Cess Total IT Total ( Total I'T Total

1

2

3 2 2 50000.00 40100.00 9900.00 0.00 0.00 500.00 9900.00 0.00 0.00 500.00
4 |Note/Voucher Number te/Voucher ¢ Invoice/Aze Paymen Pre G! Do Reason For Issuing docur Supply Type Note/Voucher  Ratexable Value Integrated Cenir State/ss Paid ITC Availed T Availed Availed 1 Availed
5 |C1003 15-Jul-17 'lDDS 12-Jul-17 N C 06-Finalization of Provisi Inter State 20000.00 12.00 17600.00 2400.00 0.00 0.00 InpL  2400.00

6 | C1004 16-Jul-17 'lDD? 13-Jul-17 N D 02-PostSale Discount  Intra State 30000.00 28.00 22500.00 7500.00 500.00 Capi 7500.00 500.00
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Field details for CDNR:

Credit/ Debit Note for unregistered
Persons

Credit/ Debit Notes/Refund vouchers issued to the unregistered supplier

1. Note/Voucher Number* Enter the credit/debit note number or the refund voucher number.

2. Note/ Voucher date* Enter credit’debit note/Refund voucher date in DD-MMM-YYYY.
3. Invoice/Advance Payment Voucher number* Enter original invoice number Reported in B2B section of earlier

4. Invoice/Advance Payment Voucher date* Enter the origimal mveice/advance receipt date m DD-MMM-

5. Pre GST Select whether the credit/debit note is related to pre-GST supplies.

6. Document Type* In the document Type column. enter "D" if the note is Debit note,

7. Reason For Issuing document* Select the applicable reason for issue of the document from the

8. Supply Type Declare the type of supply as inter or intra. This would be validated w
9. Note/Refund Voucher value* Amount should be up to 2 decimal digits.

10. Rate* Enter the combmed (State tax + Central tax) or the mtegrated tax rat
11.Taxable value Enter the taxable value of the received goods or services for each

12. Integrated Tax Paid

Enter Integrated Tax Paid

13. Central Tax Paid

Enter Central Tax Paid ; not applicable if Integrated Tax is paid

14. State/UT Tax

Enter State/UT Tax Paid ; not applicable if Integrated Tax is paid

15. Cess Paid

Enter the total Cess amount.

16. Eligibility For ITC*

&

Select from the dropdewn mput, mput services, capital goods or

17. Availed ITC Integrated Tax

-

Enter the Amount of ITC available for Integrated Tax paid

18. Availed ITC Central Tax

Enter the Amount of ITC available for Central Tax paid

19. Availed ITC State/UT Tax

Enter the Amount of ITC available for State/UT Tax paid

20. Availed ITC Cess

Enter the Amount of ITC available for Cess paid

AT (Tax liability on advances)

Sample File for AT:

A

Summary For Advance

Payment (10 A)

Place Of Supply
02-Himachal Pradesh
08-Rajasthan

[ T IR S 'S I N T

Eate

Total Advance Paid

75000.00 2300.00

Gross Advance Paid Cess Amount
28.00 30000.00 2300.00
5.00 A5000.00 0.00

Total Cess Amoun

Field details for CDNR:

at Tax liability on advances

Advance amount Paid for reverse charge supplies in the tax period

1. Place of Supply(POS)*

Select the code of the state from drop down list for the place of suppl

2. Rate*

Enter the combined (State tax + Central tax) or the integrated tax rat

3. Gross advance received®

Enter the amount of advance received excluding the tax portion.

4. Cess Amount

Enter the total Cess amount collected/payable.
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EXEMPT (Supplies from Composition taxable person, Nil Rated, Exempted, etc.)

Sample File for ATADJ:

Summary For Composition, Nil rated,
exempted and non G5T inward supplies
0}

Total Composition taxable person

Total Nil Rated Supplies Total Exempted Supplies Total Non-GST Supplies

HELP

62000.00 46000.00 26000.00

3 23000.00
Description Composition taxable person Nil Rated Supplies Exempted (other than nil Non-GST supplies
4 rated'non GST supply )
5 |Inter-State supplies 6000.00 34000.00 12000.00
& |Intra-State supplies 23000.00 56000.00 12000.00 14000.00
Field details for EXEMPT:
Details of received from ition taxable person and other Nil Rated, Exempted and Non GST Suppli
1. Description Indicates the type of supply.

Supplies from Composition taxable person, Nil

1. Composition Taxable person

Declare the value of supplies received from composition taxable person.

2.Nil rated li

Declare the value of supplies received under the "Nil rated” category for

exempt Rated, Exempted and Non GST suppli - -
received 3.Exempted Declare the value of supplies received under the "Exempted "category
(Other than Nil rated/non-GST for the tax period
supply)
4.Non GST Supplies Declare the value of supplies received under the "Non GST" category for
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ITCR (Input tax Credit Reversal/Reclaim)

Sample File for ITCR:

A B T D E F
Summary e
i Input Tax credit Reversal/Reclaim (11) —
2 Total ITC Integrated Tax Am Total Central Tax Amow Total ITC State/UT Tax Amount Total ITC Cess Amount
3 10000.00 20000.00 15000.00 5000.00
4 |Description for reversal of ITC To be added or reduced from output liability ITC Integrated Tax Amount ITC Central Tax Amount ITC State/UT Tax Amount ITC Cess Amount
5 |(a) Amount in terms of rule 37 (2} To be added 10000.00 20000.00 15000.00 5000.00
6 |(b) Amount in terms of rule 42 (1) (m) To be added 1
7 |(c) Amount in terms of rule 43(1) (h) To be added
8 |(d) Amount in terms of rule 42 (2)(a) To be added
2 |(e) Amount in terms of rule 42(2)(b) To be reduced
(f) On account of amount paid subsequent
10 |to reversal of ITC To be reduced
11 |(g) Any other liability {Specify)
Field details for EXEMPT:
ITC Integrated Tax Amount Enter the amount of ITC Integrated Tax amount as per applicable
) . ) ITC Central Tax Amount Enter the amount of ITC Central Tax amount as per applicable category
ter Input tax Credit Reversal/Reclaim "
ITC State/UT Tax Amount Enter the amount of I[TC State/UT Tax amount as per applicable
ITC Cess Amount Enter the amount of [TC Cess amount as per applicable category
HSNSUM (HSN Summary)
Sample File for HSNSUM:
A B & D E F G H J
|l Summary For HSN(13) HELP
2 No. of Total Value Total Taxable Value Total Integrated Tax Total Central Tax Total State/UT Tax Total Cess
3 1 621220.00 367988.00 127332.00 23991.00 26366.00 8299.00
4 HSN Description uQc Total Quantity Total Vahe Taxable Value Integrated Tax Amount Central Tax Amount State/UT Tax Amount Cess Amount
5 1234 MLT-MILILITRE 345.00 564564.00 343656.00 115466.00 22867.00 22132.00 7876.00
6 Butter KGS-KILOGRAMS 187.00 56656.00 22332.00 11866.00 1124.00 4234.00 423.00

Field details for HSNSUM:

HSN wise summary of goods /services received during the tax period
Enter the HSN Code for the received goods or Services. Mimimum digit

1. HSN* required to be mentioned in the tax invoice and consequently to be
reported is as follows.

. Enter the description of the received goods or Services. Description
2. Description™ becomes a mandatorv field if HSN code is not provided above.
3.UQC* Select the applicable Unit Quantity Code from the drop down.
i~ FISY Summary 4. Total Quantity* EDrllJ;l[t;tl'le total quantity of the received goods or Services- up to 2 decimal

_ N Enter the mvoice value of the goods or services-up to 2 decimal Digits.

5. Total Value®

6. Taxable Value* Entfn’ the t.ot.al taxable value of the received goods or services-up to 2
decitmal Digits.

7. Integrated Tax Amount Enter the total Integrated tax amount payable.

8. Central Tax Amount Enter the total Central tax amount payable

9, State/UT Tax Amount Enter the total State/UT tax amount payable

10. Cess Amount Enter the total Cess amount pavable

Designed and Developed by GSTN Page 67 of 135




@(( V
GOODS AND SERVICES TAX 1ETWORK

Returns Offline Tool (Last Updated on: 11/10/2017)

Option 2: Import Excel Workbook consisting of multiple sheets

To import the invoice data from the Excel workbook, perform the following steps:

1. Open the GSTR2_Excel Workbook_Template V1.0.xIsx sheet available in downloaded zip folder
from the GST Portal.

Through Return Import — All sections in one Go, you can upload invice data entered in the
respective worksheets for all sections at one go.

2. Enter relevant data from inwices and other documents in the relevant sheets of the Workbook, like
Business to Business supplies in b2b, b2bur, imps, etc.

The excel file should be in the same format as prescribed in the respective Return
Forms. (Sample provided below). In a case where you do not have data applicable for all
sections, those sections are to be left blank. Do not delete any worksheet.

A B C D E FoG H | J K L M N 0 P Q R
0 Summary For B2B(3 | HELP
bl No. of Suppliers  No. of Invoices  Tofal Invoice Value Total Taxal Total Integrat Total Central Total TSta Total Cess Total Availec Total Avail Total Av: Total A
3 2 4 400009.00 378000.00 30000.00 2300.00  2500.00 700.00 30000.00 0.00  0.00 700.00
4 (GSTIN of Supplier  Tnvoice Tnvoice dat Invoice Value Place Of SupjReInvoice TrRate  Taxable Val Integrated Tax Central Tax P; State/UT T Cess P Eligibilty For Availed ITC It Avadled ITC Availed T1 Availed T
5 (BAAACGII®SDIZU 1001 12-Jul-17 - 100000.00 29-Karnataka N Regular 1200  90000.00 10000.00 0.00 0.00 700.00 Inputs 10000.00 0.00  0.00 700.00
6 0BAAACGI39SDIZU 1002 13-Jul-17 10000100 29-Karnataka N Regular 1200  90000.00  10000.00 0.00 0.00 Capital good ~ 10000.00 000 0.0
7 (BAAACGIISDIZUM002  13Juk17 10000100 29-Karnataka N Regular 500 10000.00 5000.00 0.00 0.00 Capital good ~ 5000.00 000 000
8 (8AAACGIISSDIZ6 004 15-ul17  100004.00 29-Karnataka¥ Regular 500 9400000 5000.00 0.00 0.00 Input service ~ 5000.00 000 0.0
9 |08AAACGI3SSDIZE 005 16-Jul17  100004.00 08-Rajasthan N Regular  3.00  34000.00 0.00 230000 2500.00 Ineligible 0.00 0.0 000
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3. Click the IMPORT FILES button to import the GSTR2_Excel_Workbook_Template_V1.0.xlsx file in
the Returns Offline tool.

Goods and Services Tax Offline Tool GSTR2 | 18AAAASO800A1ZB | 2017-1
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section® B2B Invoices v Q
*® indicates required fields
+Supplier's GSTIN ® #Invoice No.*® #Invoice Date® #Total Invoice #Place Of Supply ® Supply Type * Invoice Type ® Reverse Actions
Value(¥)* Charge
D 18AAAASO799A17L A10000 03-07-2017 =] ¥30,00,000. 18-Assam WV Intra-State v Regular b
=] Select v v Select v

DELETE
BACK

4. Click the IMPORT EXCEL button.

Goods and Services Tax Offline Tool

18AAAASOB00A1ZB

Import Data Using Excel and CSV Import

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

Select ~

BACK VIEW SUMMARY

Designed and Developed by GSTN Page 69 of 135



<>

i

90008 A0 SERVICES INX NETWOR Returns Offline Tool (Last Updated on: 11/10/2017)

5. Browse and select the GSTR2_Excel_Workbook_Template_V1.0.xIsx to import data from the
excel workbook.

It is suggested that you name the Workbooks as per Month for ease of search and upload before
uploading the inwoices. Else you may keep all Workbooks of a month in one sub-folder of GSTR2 inwice

Folder on your computer.

Home Share View
O * . ¢ ThisPC » Downloads » gst_offline_tool + gst_offline_tool v &
¢ Favorites MName ’ Date medified Type Size
B Desktop | Section_wise_CSV_files 9/7/2017 11:20 AM File folder
5| Recent places £ GST Offline Tool.exe /6/2017 3:47 PM Application 14,796 KB
] GSTR1_Excel_ Workbook_Template-¥1.2.xlsx 8/31/2017 8:36 PM Microsoft Excel W... 5,019 KB
1M This PC GSTRZ_Excel_Workbook_Template V1.0.xlsx 9/5/2017 5:29 PM Microsoft Excel W... 3,102 KBI
1 Desktop = Invoice UploadDownload Offline Teol_UserManualV1.1.pdf 8/31/2017 10:58 AM  Adobe Acrobat D... 2,678 KB
| Documents || Readme.txt 8/31/2017 10:58 AM  Text Document 3KB
& Downloads
W Music
= Pictures
g Videos
G 0SDisk (C:)
o DATA (D)
i" MNetwork
6. Click YES to proceed.
- a X

2 GSTR Returns

Warning

Are you sure you want to save data?

7. On successfulimport, a SUCCESS message is displayed.

Success

Fiptum Chefals Added Suscersuly
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8. Click the BACK button. Notice that the inwices present in the excel sheet are populated in the

screen.
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invoices v Q | Search Invoices
® indicates required fields
D +Supplier's GSTIN * #Invoice No.* #+Invoice Date® %Total Invoice +Place Of Supply * Supply Type * Invoice Type * Reverse Actions
Value(3)* Charge
D 12GDDPS5160PDZR 1005 12-07-2017 -] ¥1,00,004.0 08-Rajastha v Inter-State v Regular e
12GDDPS5160PDZR 1003 12-07-2017 =) ¥1,00,001.0 31-Lakshad v Inter-State v Regular W
12GDDPS5160PDZR 1002 12-07-2017 =) ¥1,00,001.0 03-Punjab Vv Inter-State v Regular W
12GDDPS5160PDZR 1001 12-07-2017 =) ¥1,00,000.0 21-Odisha Vv Inter-State v Regular W
DD-MM-YYY =] Select v 4 Select A n
DELETE

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

Errors are displayed, if the excel sheet contains erroneous data. Make sure only unique
inwices have been entered in the excel sheet and date format is in dd-mmm-yyy format.
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Warning

All unique invoices have been imported.

Incase of duplicate invoices, the existing invoice is updated with the
duplicate invoice. The list of updated duplicate invoices is as mentioned
below:

1001, 1002, 1004, 1005

Make the corrections and upload the excel worksheet again.
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Option 3: Copy and Paste from Excel Workbook

To copy and paste the inwice data from the Excel workbook, perform the following steps:

1. Open the excel sheet which has Missing Inwice data in the desired format (based on the sample
file).

Do not change any field in the Header or format of the Excel file.

The excelfileisin the same format as prescribed in the respective Return Forms. Changing fields

will lead to error when you upload the data on the GST Portal.

2. Press the Ctrl+C Keys (Shortcut key for copy) on the keyboard to copy the header part and the data
from the excel sheet.

Ensure that the header begins from row 1, column A (i.e., cell Al) along with first 3 rows the
inwices are selected together while copying it. You have to copy paste the inwices section

wise only.
118 - fe
5
il Summary For B2B(3)
P3 No. of Suppliers No. of Inveoices  Total Invoice Value Total Taxal Total Integ Total Cei Total T! Total Cess Total Ava Total Av, Total Avi Total Av.
3 2 a4 400009.00 378000.00  30000.00 2500.00 2500.00 700.00 30000.00 0.00 0.00 700.00]
4 |GSTIN of Supplier Invoice I Invoice dat Invoice Vah Place Of Supply Rev Invoice 'Rate Taxable VahIntegrated T Central T: State/UT Cess P Eligibility Fe Availed IT' Availed IT Availed IT Availed TTC Cess
5 |0SAAACGI3®SDIZU 1001 12-Jul-17 100000.00 29-Karnataka N Regular 12.00 90000.00  10000.00 0.00 0.00 700.00 Inputs 10000.00 0.00 0.00 700.00|
6 J0SAAACGI3®SDIZU 1002 13-Jul-17 100001.00 29-Karnataka N Regular 12.00 90000.00  10000.00 0.00 0.00 Capitalgoo  10000.00 0.00 0.00
7 |08AAACG1395DIZU 1002 13-Jul-17 100001.00 29-Karnataka N Regular 5.00 10000.00 5000.00 0.00 0.00 Capitalgoo  5000.00 0.00 0.00
8 |08AAACG1355D1Z6 1004 15-Jul-17 100004.00 29-Karnataka Y Regular 5.00 94000.00 5000.00 0.00 0.00 Input servic  5000.00 0.00 0.00
g |08AAACG1355DIZ6 1005 16-Jul-17 100004.00 08-Rajasthan N Regular 5.00 94000.00 0.00 2500.00 2500.00 Ineligible 0.00 0.00 0.00
10
11

3. Click the IMPORT FILES button in the Returns Offline tool.

Goods and Services Tax Offline Tool GSTR2 | 1BAAAASOB00A1ZB | 2017-18
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section® | B2B Invoices v Q
*® indicates required fields
+Supplier's GSTIN ® #Invoice No.*® #Invoice Date® #Total Invoice #Place Of Supply ® Supply Type * Invoice Type ® Reverse Actions
Value(Z¥)* Charge
D 18AAAASO799A17ZL A10000 03-07-2017 =] ¥30,00,000. 18-Assam Vv Intra-State v Regular 4
=] Select v v Select v

DELETE
BACK

4. From the Select Section drop-down list, select the section for which you want to upload the inwoices.
5. Click the COPY EXCEL button.
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Goods and Services Tax Offline Tool

GSTR2 18AAAASOB00,

Import Data Using Excel and CSV Import

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

| B28B Invoices

IMPORT CSV

COPY EXCEL

BACK VIEW SUMMARY

6. A pop up window is displayed. In the Click here and press the Ctrl+V Keys to paste data from

Excel field, press the Ctrl+V Keys (Short Cut key for Paste) on the keyboard to paste the data copied
from the excel sheet.

B

Copy & Paste Excel

Click here and Ctrl+V to paste data from Excel

Copy & Paste best works with lesser records, Using large number of records may send the application in
unresponding state.
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7. Confirmation message is displayed. Click the PROCEED button to add the inwices.

In-built validations inthe Returns Offline tool verifies the data copied by the taxpayer. Data that
, fails these validations can’t be processed further.

Warning

Are you sure you want to save data?

8. A Success message is displayed.

2 GSTR Returns - 0 B

Success

Return Details Added Successfully
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9. Click the BACK button. Notice that the inwices present in the excel sheet are populated in the

screen.
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invoices v Q | Search Invoices
® indicates required fields
#Supplier's GSTIN * #Invoice No. * *Invoice Date® #Total Invoice *Place Of Supply * Supply Type ® Invoice Type® Reverse Actions
Value(3)* Charge
12GDDPS5160PDZR 1005 12-07-2017 =) ¥1,00,004.0 08-Rajastha Vv Inter-State v Regular W
12GDDPS5160PDZR 1003 12-07-2017 -] ¥1,00,001.0 31-Lakshadi v Inter-State v Regular W
12GDDPS5160PDZR 1002 12-07-2017 -] ¥1,00,001.0 03-Punjab v Inter-State v Regular e
12GDDPS5160PDZR 1001 12-07-2017 -] ¥1,00,000.0 21-Odisha v Inter-State v Regular e
DD-MM-YYY' =] Select v ~ Select ~
DELETE

The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the inwoice and click the DELETE button.

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invoices v Q | Search Invoices
® indicates required fields
D +Supplier's GSTIN* #+Invoice No.* +Invoice Date® 2Total Invoice +Place Of Supply * Supply Type * Invoice Type® Reverse Actions
Value(Z)* Charge
D 12GDDPS5160PDZR 1005 12-07-2017 -] ¥1,00,004.0 08-Rajastha v Inter-State v Regular e
12GDDPS5160PDZR 1003 12-07-2017 =) ¥1,00,001.0 31-Lakshad v Inter-State v Regular W
12GDDPS5160PDZR 1002 12-07-2017 =) ¥1,00,001.0 03-Punjab Vv Inter-State v Regular W
12GDDPS5160PDZR 1001 12-07-2017 -] ¥1,00,000.0 21-0Odisha W Inter-State v Regular W
DD-MM-YYYY =] Select v 4 Select A
DELETE
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Option 4: Importthe CSV file

To import the inwice data from the CSV file to create GST compliant file (JSON), perform the following steps:

1. Use the CSV template downloaded as part of Returns Offline tool and create a CSV file for the
applicable section of the return.

The data in the CSV file should be in the same format as prescribed in the respective
Return forms. Format is available in the sample CSV file

2. Click the IMPORT FILES button to import the CSV file in the Returns Offline tool.

Goods and Services Tax Offline Tool 18AAAAS0B00A1ZB

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section® | B2B Invoices v Q
*® indicates required fields
+Supplier's GSTIN ® #Invoice No.*® #Invoice Date® #Total Invoice #Place Of Supply ® Supply Type * Invoice Type ® Reverse Actions
Value(¥)* Charge
D 18AAAASO799A17L A10000 03-07-2017 =] 2¥30,00,000. 18-Assam V' Intra-State v Regular A
=] Select v v Select v

DELETE

BACK

3. From the Select Section drop-down list, select the appropriate section.
4. Under Return Import - One section at a time section, select the IMPORT CSV button.

X Goods and Services Tax Offline Tool GSTR2 | 18AAAASDS800A1ZB | 2017-18

Import Data Using Excel and CSV Import

Import Returns - All sections in one Go

IMPORT EXCEL

Import Returns - One section at a time

Select Section

| B2B Invoices v I

IMPORT CSV

COPY EXCEL

BACK VIEW SUMMARY
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5. Browse and select the applicable CSV file toimport data from CSV.

= Choose File to Upload EX
@ * T .« gst_offline_tool » gst_offline_tool » Section_wise_CSV_files » GSTRZ v O Search G5TR2 2
Organize * Mew felder = - [ @
¢ Favorites MName Date modified Type Size
B Desktop | at.csv 9/5/2017 5:43 PM Microsoft Excel C... 1KB
5] Recent places atadj.csv 9/5/2017 5:44 PM Microsoft Excel C... 1KB
b2b.csv 9/5/2017 5:34 PM Microsoft Excel C... 1KB
1% This PC b2bur.csv 9/5/20175:35PM  Microsoft Excel C.. 1KE
e Desktop cdnr.csv 9/5/2017 5:40 PM Microsoft Excel C... 1KE
| Documents cdnur.csv 9/3/2017 3:42 PM Microsoft Excel C.., 1KB
& Downloads EXEMP.CSV 9/3/2017 3:45 PM Microsoft Excel C.., 1KB
l[f Music hsnsum.csv 9/5/2017 547 PM Microsoft Excel C... 1KB
=| Pictures impg.csv 9/5/2017 339 PM Microsoft Excel C... 1KB
g Videos imps.csv 9/5/2017 3:36 PM Microsoft Excel C... 1KB
& QSDisk () iter.csy 9/5/2017 5:46 PM Microsoft Excel C... 1KB
Go DATA (D))
“! Metwork
w
File name: v| |Custom Files (*.csv) v|
| Open | | Cancel |

6. A confirmation message is displayed. Click YES to savwe imported inwoice details.
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7. On successful import, a SUCCESS message is displayed. A success message is displayed.

GSTR Returns

Success

Return Details Added Successfully

8. Click the BACK button. Notice that the inwices present in the excel sheet are populated in the

screen.

Select Section® | B2B Invoices

#Supplier's GSTIN ®

08AAACG1395D12ZU

08AAACG1395D12ZU

08AAACG1395D12ZU

D8AAACG1395D17U

D8AAACG1395D17U

#Invoice No.*

1005

1004

1003

1002

1001

#Invoice Date ®

16-07-2017

15-07-2017

13-07-2017

13-07-2017

12-07-2017

DD-MM-YYYY

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Q | Search Invoices

+Total Invoice

Value(Z) *

¥1,00,004.0

¥1,00,004.0

¥1,00,001.0

¥1,00,001.0

¥1,00,000.0

#Place Of Supply ®

08-Rajastha v

29-Karnatak v

29-Karnatak v

29-Karnatak v

29-Karnatak v

Select v

Supply Type®

Intra-State v

Inter-State v

Inter-State v

Inter-State v

Inter-State v

Invoice Type ®

Regular v
Regular v
Regular v
Regular v
Regular v
Select v

*® indicates required fields

Reverse
Charge

Actions

DSOS 0D
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The EDIT button allows to edit the data. The Delete button allows deleting a record that has been added
erroneously. To delete the data, select the checkbox for the invoice and click the DELETE button.

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invoices v Q. | Search Invoices
*® indicates required fields
I:l 2+Supplier's GSTIN® %Invoice No.* #Invoice Date® 4Total Invoice %+Place Of Supply® Supply Type ® Invoice Type® Reverse Actions
Value(Z)* Charge
D 08AAACG1395D1ZU 1005 16-07-2017 -] ¥1,00,004.0 08-Rajastha v Intra-State v Regular v
08AAACG1395D1ZU 1004 15-07-2017 -] ¥1,00,004.0 29-Karnatak v Inter-State v Regular v
08AAACG1395D1ZU 1003 13-07-2017 -] ¥1,00,001.0 29-Karnatak v Inter-State v Regular v
08AAACG1395D1ZU 1002 13-07-2017 -] ¥1,00,001.0 29-Karnatak v Inter-State v Regular v
08AAACG1395D1ZU 1001 12-07-2017 | £ ¥1,00,000.0 29-Karnatak v Inter-State v Regular ~
DD-MM-YYYY -] Select hd e Select v
DELETE

Errors are displayed, if the excel sheet contains erroneous data. Make sure only unique
inwices have been entered in the excel sheet and date format is in dd-mmm-yyy format. Make
the corrections and upload the excel worksheet again.

Warning

All unique invoices have been imported.

Incase of duplicate invoices, the existing invoice is updated with the
duplicate invoice. The list of updated duplicate invoices is as mentioned
below:

1001, 1002, 1004, 1005
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9. Click the VIEW SUMMARY button to generate the file containing the inwices uploaded here.

Select Section®

+Supplier's GSTIN *

08AAACG1395D1ZU

08AAACG1395D1ZU

08AAACG1395D1ZU

08AAACG1395D1ZU

08AAACG1395D1ZU

DELETE

B2B Invoices

+Invoice No.*

1005

1004

1003

1002

1001

+Invoice Date *

16-07-2017 B8

15-07-2017 B8

13-07-2017 B8

13-07-2017 B8

12-07-2017 B8

Q

=Total Invoice

Value(%)*

¥1,00,004.0

¥1,00,004.0

¥1,00,001.0

¥1,00,001.0

¥1,00,000.0

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

+Place Of Supply *

08-Rajastha v

29-Karnatak v

29-Karnatak v

29-Karnatak v

29-Karnatak v

Select v

Supply Type ®

Intra-State v Regular ~
Inter-State v Regular ~
Inter-State v Regular ~
Inter-State v Regular ~
Inter-State v Regular ~

v Select v

Invoice Type®

Reverse
Charge

® indicates required fields

Actions

o [ O IO I |

Summary is displayed. Number of invoices against relevant sections of the Return is displayed.

10. Once you havwe checked the GSTR2 summary, you are ready to generate the GST Compliant format
of all invoices imported in the Returns Offline tool to be uploaded on GST Portal. For this, click the

GENERATE F

ILE button.

Size of generated JSON file should not be greater than 5 MB.

Goods and Services Tax Offline Tool

Summary
Section No. Of
Name Invoices
B2B
h 5
Invoices

Total Central Tax
Amount(Z)

2,500.00

Total State/UT Tax
Amount(Z)

2,500.00

18AAAASOB00A1ZB

Total Integrated Tax Total CESS Total Tax available as ITC
Amount(Z) (€3]
Total Total Total
Central Tax State/UT Integrated
Amount(Z) Tax Tax
Amount(¥) Amount(T)
26,800.00 700.00 0.00 0.00 0.00

Note: Summary doesn’t capture section *Nil Rated Invoices’ as no Tax/ITC is applicable for it; however generated file would consist of data saved in the section

BACK GENERATE FILE

Total CESS

0.00
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11. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved
your computer for uploading the same on GST portal. Click the Save button.

Do you want to save this file, or find a program online to open
it?

Type: Unknown File Type, 1.10 KB
From: localhost

] Mame: ..ns_10102017_RZ_18AAAAS0B00A41ZE_offline json

harm your computer. f you do not trust the source, do not find a

@ While files from the Intemet can be useful, some files can potertially
program to open this file or save this file. What s the sk ?

12. Browse and select the path to save the. json file which needs to be uploaded in the GST Portal.

@ = A4 L v ThisPC » Downloads » Misc » Misc v Search Misc

Organize « Mew folder

'S .
Y-\{ Favorites Date modified

% Desktop Mo iterns match your search,
| Recent places

.j, Downloads

1M This PC
._E Desktop o | =

File name: | returns_10102017_R2_13AAAASDEDDATZE offline,json

Save as type: | JSON File

|~ Hide Folders
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13. Notice that the file Returns_10102017_R2_18AAAAS0800A1ZB.json
Returns_10102017_R2_18AAAAS0800A1ZB represents:
Returns_10102017: Returns file generated date

R2: Return Form No GSTR2
18AAAASO800A1ZB: GSTIN of the receiver

This file Returns_10102017_R2_ 18AAAAS0800A1ZB.json will be required to be uploaded on the
GST Portal.

14. Access the https://gst.gov.in/ URL. The GST Home page is displayed.

15. Login to the GST Portal with valid credentials.
16. Click the Services > Returns > Returns Dashboard command.
17. The File Returns page is displayed.

18. In the Financial Year drop-down list, selectthe financial year for which the return has to be uploaded.
In this example, you will select this as 2017-18.

19. In the Return Filing Period drop-down list, select the return filing period for which the return has to
be uploaded. In this example, you will select this as July.

20. Click the SEARCH button.

Dashboard Services ~ Notifications & Circulars ~ Acts & Rules ~ Search Taxpayer ~

Dashboard = Returns @ English
File Returns

*® Indicates Mandatory Fields
Financial Year® Return Filing Period*

| 2017-18 '| | July '| SEARCH

21. Applicable returns of the selected tax period are displayed. In the Inward Suppliesreceived by the
Taxpayer GSTR2 tile, click the PREPARE OFFLINE button.

Goods and Services Tax & AS TaxPayer 311 Ltd ~

Dashboard Services ~ Motifications & Circulars ~ Acts & Rules ~ Search Taxpayer ~

Dashboard Returns @ English
File Returns

® Indicates Mandatory Fields

Financial Year* Return Filing Period *

2017-18 v July v SEARCH
Details of outward supplies of goods Details of auto drafted supplies of Inward supplies received by
or services goods or services taxpayer
GSTR1 GSTR1A GSTR2
Due Date - 05/09/2017 Due Date - 17/08/2017 Due Date - 10/09/2017

PREPARE ONLINE PREPARE OFFLINE PREPARE ONLINE PREPARE OFFLINE PREPARE ONLINE PREPARE OFFLINE
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22. The Upload page is displayed. Click the Choose File button.

Dashboard - Returns - GSTR @ English

Offline Upload and Download for GSTR2

Download

O No offline transaction for the given return period

In case uploaded data (invoice data or other record) fails validation, an Error File will be creat:

Invoice Upload

Choose File |No file chosen

BACK

23. Browse and navigate the file (Returns_10102017_R2_18AAAAS0800A1ZB.json) to be uploaded
from your computer. Click the Open button.

(© + 4 | » ThisPC » Downloads » Offline w ¢ | Search Offline

Organize * Mew folder

. Date modified

18 This PC

_H Desktop Mo items match your search.

|| Decuments

j Downloads

_lb Music

E Pictures

_ﬁ Videos

G 0OSDisk (C:) v <

File name; | returns_10102017_R2_18AAAAS080041ZB_offlinejson

Save as type: | JSON File

(= Hide Folders
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24. Reference ID is generated displaying a message that the uploaded inwices are In-Progress.

Dashboard - Returns - GSTR @ English

Offline Upload and Download for GSTR2

Download

@Your JSON file has been uploaded successfully. The GST Systems will now validate uploaded data for the following:'GSTIN of buyers'; 'Duplicate
Invoices' ; 'Reference of Credit/Debit notes' ; 'Tax amount calculated' ; 'Date of transaction’ etc. It may take up to 15 minutes to do validation.
Please come back after 15 minutes.

In case uploaded data (invoice data or other record) fails validation, an Error File will be created on the online portal for only those re:
Invoice Upload
No file chosen
Upload History
Date Time Reference id Status Error Report

08/09/2017 10:43:32 0c6b3356-ca38-4e86-886d-be3aeffdbaof In-Progress NA

appears under the relevant section on the Returns dashboard. After upload, a transaction ID is
generated, against which you can track your upload processing status. This happens as the GST
System will perform the following processing functions before adding the inwice in respective section
and enabling you to see the data populated in the relevant tables of GSTR-2:
e Correctness of GSTIN of Suppliers (Valid GSTINs etc.)
e Duplicate entries of Inwoice number for all returns filed by you in past months of the
Financial Year in which you are filing the data
e Other sanity checks on the data uploaded by you

[*H\ There will a gap of few minutes between the time you upload the invoice data on the Portal and it
4

25. Go tothe B2B inwices in the GSTR2 tile. Notice the B2B inwices are uploaded.

Dashboard © Returns - GSTR-2 - B2B @ English

B2B Invoice Summary

Uploaded by Supplier

Processed Invoices

Invoice Invoice Total Invoice Value Total Taxable Value Integrated Tax Central Tax State/UT tax CESS Actions
No. Date (%) %) (9] (%) (%) (%)

1002 10/07/2017 20,00,000.00 22,222.00 0.00 28.89 28.89 0.00

BACK ADD MISSING INVOICE DETAILS

Similarly, you can add and upload invoices for other sections as well.
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7. Deleting the Data

To Delete the data from Offline tool, we have three options. These options are available for
GSTR1, GSTR2 and GSTR2A.

1. Delete single Record
2. Delete All data
3. Clear Section Data

7.3.1 Delete Single Record
1. To delete single record, Select the checkbox against the record and click delete.

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Select Section®  B2BE Invoices v Q. | Search Invoices
® indicates required fields
*Supplier's GSTIN * #Invoice No.* #Invoice Date® ZTotal Invoice #Place Of Supply ® Supply Type * Invoice Type® Reverse Actions
Value(Z)* Charge
18AAAASOB00A1ZB 234234 11-07-2017 & 32,34,234.0 18-Assam Vv Intra-State v Regular hd
DD-MM-YYYY =2 Select v v Select v

DELETE

BACK

2. Warning will be displayed on the screen. Click YES to proceed.

Warning

Are you sure to delete selected rows.
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7.3.2 Delete All Data

1. You can delete all the data uploaded to Offline tool with DELETE ALL DATA.
2. Click DELETE ALL DATA on the top.

Select Section® | B2B Invoices
+Supplier's GSTIN*
12GDDPS5160PDZR
12GDDPS5160PDZR
12GDDPS5160PDZR

12GDDPS5160PDZR

DELETE

+Invoice No.*

1005

1003

1002

1001

+Invoice Date *

~

12-07-2017 | 8

12-07-2017 | £

12-07-2017 | 8

12-07-2017 | 3

DD-MM-YYYY =]

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY

Q, | Search Invoices

+Total Invoice *Place Of Supply
Value(%)*

¥1,00,004.0 08-Rajastha v
¥1,00,001.0 31-Lakshad\ v
¥1,00,001.0 03-Punjab Vv
¥1,00,000.0 21-Odisha Vv

Select hd

Supply Type *

Inter-State v

Inter-State v

Inter-State v

Inter-State v

*® indicates required fields

Invoice Type * Reverse Actions

Regular

Regular

Regular

Regular

Select

Charge

v

Sl (€] €] ] ]%
o [ I I |

3.Warning message will be displayed on the screen. Click YES to proceed.

Designed and Developed by GSTN
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4, Data in all the sections will be deleted.

= GSTR Returns - THE

Success

Return File Deleted

7.4.1 Clear Section data

1. Data can be deleted section wise.
2. Select the section for which you wish to delete the data

and Services Ta 18AAAASO793A1ZR
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section® | B2B Invoices ~ Q | Search Invoices
*® indicates required fields
#5upplier's GSTIN * #Invoice No.* #Invoice Date ® %Total Invoice #Place Of Supply ® Supply Type ® Invoice Type * Reverse Actions
Value(3) * Charge
12GDDPS5160PDZR 1005 12-07-2017 & ¥1,00,004.0 08-Rajastha v Inter-State v Regular v
12GDDPS5160PDZR 1003 12-07-2017 ] ¥1,00,001.0 31-Lakshad v Inter-State v Regular v
12GDDPS5160PDZR 1002 12-07-2017 ] ¥1,00,001.0 03-Punjab Vv Inter-State v Regular b
12GDDPS5160PDZR 1001 12-07-2017 ] ¥1,00,000.0 21-Odisha v Inter-State v Regular v
DD-MM-YYY) & Select v v Select v
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3. Click CLEAR SECTION DATA.

Goods and Services Tax Offline Tool 18AAAASO793A1ZR
IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA VIEW SUMMARY
Select Section® | B2B Invoices v Q | Search Invoices
*® indicates required fields
#5upplier's GSTIN * #Invoice No.* #Invoice Date ® %Total Invoice #Place Of Supply ® Supply Type ® Invoice Type * Reverse Actions
value(z)* Charge
12GDDPS5160PDZR 1005 12-07-2017 & ¥1,00,004.0 08-Rajastha v Inter-State v Regular v
12GDDPS5160PDZR 1003 12-07-2017 ] ¥1,00,001.0 31-Lakshad\ v Inter-State Vv Regular v
12GDDPS5160PDZR 1002 12-07-2017 ] ¥1,00,001.0 03-Punjab Vv Inter-State v Regular b
12GDDPS5160PDZR 1001 12-07-2017 ] ¥1,00,000.0 21-Odisha Vv Inter-State v Regular v
DD-MM-YYYY & Select v v Select v

4 Warning message will appear on screen. Click YES to proceed.

Warning

Are you sure, you want to continue?

Data will be deleted for the selected section.
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8. Open Downloaded Error File — GSTR1

In case data uploaded through JSON on the portal (invoice data or other record) fails validation as defined
in the portal, an Error File will be created on the online portal for only those records which failed. The error
file will be available in a hyperlink as given in the below screen on the upload off line page in the portal.
Initially the Status of the error file will be shown as In-Progress.

Dashboard © Returns  GSTR @ Eng
Offline Upload and Download for GSTR1
Download
©Your JSON file has been uploaded successfully. The GST Systems will now validate uploaded data for the following:'GSTIN of buyers’; ‘Duplicate x
Invoices’ ; "Reference of Credit/Debit notes” ; Tax amount caicufated”’ | ‘Date of transaction” etc, It may take up to 15 minutes to do validation,
Please come back after 15 minutes.
t the JSON file on the GST portal. The JSON file will be validated again and will be taken in by the system if found OK.
Invoice Upload
. Choose Fike | No file chosen
Uplcad History
Date Time Reference id Status Error Report
28/08/2017 05:50:20 fcb4bbAC-8a86-4d1C-9¢53-bb7a72074c6! I In-Progress l NA
14/08/2017 03:08:37 2d678568-0af7-4737-80e¢-582¢0058905 Processed with Error Download érror reporn
04/08/2017 02:34:32 04342¢be-e195-466D-9343-5007¢93ec7dC Processed with Error Download error report
1

After some time, the Status will be changed to Processed or Processed with Error. In case of the error, the
Error Report column will display a link to Generate error report.

Offline Upload and Download for GSTR1

Download

&our 50N file has been uploaded successfully. The GST Systems will now validate uploaded data for the following:"GSTIN of buyers'; 'Duplicate

Invoices' ; "Reference of Credit/Debit notes' ; "Tax amount calculated’ ; "Date of transaction” etc. It may take up to 15 minutes to do validation,
Please come back after 15 minutes.

X

equired correction, please prepare JSON file fellowing the same process as that for regular invoice data upload and submit the JSOM file on the GST portal.

Invoice Upload
_Choose File | No file chosen
Upload History
Date Time Reference id Error Report
14/08/2017 03:08:37 20E7da68-eal7-4737-aeec- 58300058509 Processed with Ermor I Generale emor report I
D4f08/2017 D2:34:32 04a42che-g195-466b-9343-5007c83ecTdc Processed with Error Cownload error report
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Once the error report is generated, the Error Report column will display a link to Download error report.

Returns

GSTR

Q@ Englisi

£ JSON file has been uploade

1 data for
‘Date of transaction’ etc

the follow

%3 'GSTIN of buyers’; ‘Duplicate

of Credit t notes’ ; Tax amount calculated It may take up to 1

0 g0 validation

Piecase come bac

ter 15 minutes

2 the JSON file on the GST portal. The JSON file will be validated again and will be taken in by the system if found OK
Invoice Upload

Choose File  No file chosen

Upload History

Date

Time

Reference d Status Error Report
28/08/2017 05:50:20 fcb4bbAC-8a86-4dfc-9c53-bb7a72074c6! In-Progress NA
14/08/2017 03:08:37 2067d368-€317-4737-seec- 583060058909 Processed with Error l ) t I
04/08/2017 02:34:32 04342che-€195-466b-9343-5007¢93ec7dc Processed with Error ! eport

The error file can be downloaded from the link and viewed in the Offline tool to correct the same. After making
required corrections, a JSON file needs to be prepared following the same process as that for regular invoice

data upload and submit the JSON file on the GST portal. The JSON file will be validated again and will be
taken in by the system after the due validations.

Let us take an example where error file is already generated and you need to open it using the Returns Offline
tool.

To open error file using the Returns Offline tool, perform the following steps:

1. When you double click the Offline tool icon on your desktop, the Offine Tool Home Page will be
displayed.
2. In the Open Downloaded Error file from GST portal tab, click the OPEN button.

= GSTR Returns - 00

Goods and Services Tax Offline Tool

'3

Upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal
OPEN OPEN

NEW

Instructions

OPEN button: To open return file downloaded from GST
portal to accept, reject, modify and add missing invoice
details.

NEW button: To upload new invoice/other data for
return. Taxpayer can upload invoice data as many times
as needed.

OPEN button: To open error file downloaded from GST
portal to correct the invoice data rejected by GST
system.

Qverview

The Offline Tool version 1.1 has been designed to enable taxpayers to upload invoice data and other data by collating that in the tool in offline mode (without
internet).
The Offline Tool version 1.1 i i to (B2B), to C inter-state for amount exceeding Rs 2.5 Lakhs (B2CL), Business to Consumer
less than Rs 2.5 Lakhs (B2CS), Exports, Credit/ Debit Note (CDNR) and Credit/ Debit Note for unregistered Persons (CDNUR), Advances, Advance Adjustments and
HSN.
Main features of Offline Tool:Data entry of invoice data and other data in the tool as required under GST Law under various categories like Business to Business (b2b), Business to
Consumer Large Inter-state (b2cl), Business to Consumer Small (b2cs), Experts, Imports, Credit/Debit Note etc. into the teol.
2. The tool has functionality to check duplicate records in file created for the lot.
3. Taxpayer can input data of invoices by entering the details manually or use Excel Workbook (*.xIsx/xls) with separated worksheets for each section of return for inputting invoice
data and impert the same into the tool. ¥
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3. Browse and select the downloaded error file in zip format and click the OPEN button.

= Choose File to Upload

T ;¥ Offline Manual w | Search Offline Manual 2

Crganize - Mew folder == - |j fﬁ

D Registe » Mame * [a
@ CHo200

; 5-Jul

J 11-Jul

; 18th Jul

J CHO284

| Mew fo

1 return s 24072017_R1_18AAAASD496A1ZR_errorReport_e39ddfa23ecd639b5732785.zip 25

@ Commla

1) Elearnir

oV

KPls

M5C

Offline M

‘l. returns ¢ »

eeo0

File name: | returns_24072017_R1_18AAAAS0496417F_erm v | | Custom Files (".zip) v

Open Cancel

4. Details of the file which have you have downloaded from the GST Portal is displayed. Click the PROCEED
button.

4]

GSTR Returns - O R

Goods and Services Tax Offline Tool

Select the details of file which you have downloaded from GST portal

GST Statement/Returns ® GSTIN® Financial Year*®

GSTR1 b 18AAAASO496A1ZR 2017-18 4
Tax Period ®

June ™

BACK PROCEED

5. The sections where there are errors are only populated in the select section dropdown list.
From the Select Section drop-down list, select the desired section and proceed to rectify the erred out
inwice/other data.
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6. Notice that the error message is displayed against each Inwice number. Read each error message
carefully and then click the EDIT button to edit the inwices and make the required corrections in the

invoices/details.

GSTR Returns

Goods and Services Tax Offline Tool

18AAAASD496A1ZR 2017-1

VIEW SUMMARY

Select Section®| B2B Invoices v Q

#Invoice No.* #Invoice Date® 4Total Invoice #Place Of Supply Supply Type*®
.

Value(¥)*
06-17/LKO/ 15-07-2017 | B ¥43,000.00 37-Andhra v Inter-State v Regular
1-10010 15-07-2017 | B ¥48,000.00 36-Telang: v Inter-State v Regular

Invoice Type

E-Commerce GSTIN Error Actions

Message

Reverse
Charge

The
ETIN is
invalid.
Please
enter a

valid

ETIN.

v 01AABCES507R1C4

Date is
Invalid.
Date of
invoice
cannot
exceed
- the
current

tax
period
and be

older
than 18
months

7. After you have modified the inwoices, click the SAVE button.

Note: You can click the Delete button to delete the inwice.

GSTR Returns

Goods and Services Tax Offline Tool

18AAAASO496A1ZR 2017-1

VIEW SUMMARY

Select Section®| B2B Invoices v Q

#Invoice No. * #Invoice Date® +Total Invoice +Place Of Supply Supply Type®
-

Value(¥)*
06-17/LKO/ 15-07-2017 | B4 ¥43,000.00 37-Andhra v Inter-State v Regular
1-10010 15-07-2017 | B ¥48,000.00 36-Telang: v Inter-State v Regular

Invoice Type

Actions

E-Commerce GSTIN Error

Message

Reverse
Charge

The
ETIN is
invalid.
Please
enter a

valid

ETIN.

v

D1AABCE5507R1D3

Date is
Invalid.
Date of
invoice
cannot
exceed
- the n
current
tax
period
and be
older
than 18
months.
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8. To modify the details or records at rate level, click onthe ‘ +’ button and navigate to the rate level records.
Do the necessary corrections and click the UPDATE button.

e Goods and Services Tax Offline Tool

GSTR Returns

1BAAAASO496A1ZR

Add Items

Section : B2B

Rate (%) *

0

0.25

Invoive No. : 06-17/LKO/1053

Total Taxable Value(%)*

%0.00

¥0.00

F0.00

%0.00

%0.00

%0.00

%40,000.00

Integrated Tax(%) Amount(Z)*

%0.00

¥0.00

¥0.00

¥0.00

¥0.00

%0.00

¥11,200.00

CESS(%) Amount(%)

¥0.00
%0.00
%0.00
30.00
20.00
20.00

¥5,000.00

BACK UPDATE

9. A success message is displayed. The status of the error message is changed to Modified (M).
Similarly, you can modify the other inwice data from other sections.

. Goods and Services Tax Offline Tool

GSTR Returns

- a

GSTR1 18AAAASD496A1ZR 2017-18

Select Section®

+Invoice No.*

06-17/LKO/

1-10010

i/00c

VIEW SUMMARY

+Invoice Date®

15-07-2017

15-07-2017

07

B2B Invoices

Q1

+Total Invoice
Value(%)*

| $43,000.00

i 348,000.00

£ Zoo.000.00

+Place Of Supply
-

37-Andhra v

36-Telang: v

Aodbr

Supply Type*® Invoice Type

Inter-State v Regular hd

Inter-State v Regular A

Lotor ciot Dogular

Reverse
Charge

E-Commerce GSTIN Error

Actions
Message

01AABCES507R1D3 M n

Date is
Invalid.
Date of
invoice
cannot
exceed
the
current
tax
period
and be
older
than 18
months.

The
ETIN is
invalid.

QIAARCEECNTRICA =] u
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10. Once all the corrections are done, click the VIEW SUMMARY button.

GSTR Returns
K8 Goods and Services Tax Offline Tool GSTR1 | 1BAAAAS0496A1ZR

VIEW SUMMARY

Select Section® | B2B Invoices v Q
#Receiver GSTIN/UIN * #Invoice No. * $Invoice Date ® +Total Invoice  *Place Of Supply Supply Type*® Invoice Type Reverse E-Commerce GSTIN

Value(¥)* = Charge
19AAAWB0478A1Z7 06-17/LKO/ 15-07-2017 s ¥43,000.00 37-Andhra v Inter-State v Regular v 01AABCE5507R1D3
19AAAWB0478A1ZZ 1-10010 28-06-2017 | B4 ¥48,000.00 36-Telange v Inter-State v Regular ™
19AAAWB0478A1Z7 1/1005 14-07-2017 s ¥50,000.00 37-Andhra v Inter-State v Regular ~ 01AABCE5507R1C4
11. The Summary page is displayed, click the GENERATE FILE button.
= GSTR Returns - 0 B

Goods and Services Tax Offline Tool 18AAAASD496A1ZR | 2017-18

Summary
Section Name No. Of Invoices Total Central Tax Amount(Z) Total State/UT Tax Amount(Z) Total Integrated Tax Amount(3) Total CESS
B2B Invoices 5 0.00 0.00 21,700.00 5,000.00
B2C(Large) Invoices 5 0.00 0.00 143,910.00 124,536.00
B2C(Small) Details 3 0.00 0.00 97,000.55 0.00
Credit/Debit Notes 1 0.00 0.00 8,400.00 20,756.00
Credit/Debit Notes Unregistered 5 0.00 0.00 11,875.00 5,410.00
Exports Invoices [ 0.00 0.00 21,095.09 0.00

12. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved inyour
computer for uploading the same on GST portal. Click the Save button.

File Download u

Do you want to save this file. or find a program online to open
it?

Name: April_2017-18_GSTR1_19AAAWBO4TTA1Z0 json
Type: Unknown File Type, 3.04 KB
From: localhost

= " | While files from the Intemet can be useful, some files can potentially
d harm your computer. if you do not trust the source, do not find a
= program to open this file or save this file. What's the rsk?
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13. Browse and select the path to save the .json file which needs to be uploaded in the GST Portal.

@ - 4 Liv ¥ This PC » Downloads v Search Downloads

Organize = Mew folder

] Pictures A Name Date modified

Lﬁ Saved Games

LE’ Searches

B Videos

I_i[‘] Favorites.zip
1M This PC

LE Desktop

LE Documents

Li Downloads

LD Music

[B Dictiirac

j gst_offline_tool 24-Jul-17 10:41 AM  File folder

File name: |

Save as type: | JSON File

i

i\~ Hide Folders

14. Login to the GST Portal with your credential and upload the JSON file as discussed in the above section.

Designed and Developed by GSTN Page 96 of 135



<>

H

000 A0 SERVICES IUX NETWAORK Returns Offline Tool (Last Updated on: 11/10/2017)

9. Open Downloaded Error File — GSTR2

In case data uploaded through JSON on the portal (Invoice data or other record) fails validation as defined
in the portal, an Error File will be created on the online portal for only those records which failed. The error
file will be available in a hyperlink as given in the below screen on the upload off line page in the portal.
Initially the Status of the error file will be shown as In-Progress.

Dashboard - Returns - GSTR @ English

Offline Upload and Download for GSTR2

Download

@Your JSON file has been uploaded successfully. The GST Systems will now validate uploaded data for the following:'GSTIN of buyers'; 'Duplicate
Invoices' ; 'Reference of Credit/Debit notes' ; 'Tax amount calculated® ; 'Date of transaction® etc. It may take up to 15 minutes to do validation.
Please come back after 15 minutes.

In case uploaded data (invoice data or other record) fails validation, an Error File will be created on the online portal for only these re:
Invoice Upload
No file chosen
Uplead Histery

Date Time Reference id Status Error Report

08/09/2017 10:43:32 0c6b3356-ca38-4e86-886d-be3aeffdbaof In-Progress NA

After some time, the Status will be changed to Processed or Processed with Error. In case of the error, the
Error Report column will display a link to Generate error report

Attach Screen Generate error report

Once the error report is generated, the Error Report column will display a link to Download error report

Dashboard - Returns - GSTR @ English

Offline Upload and Download for GSTR2

Download

= uploaded data (invoice data or other record) fails validation, an Error File will be created on the online portal for only those records which fail. Please dowr
Invoice Upload
Choose File | No file chosen
Upload History

Date Time Reference id Status Error Report

08/09/2017 02:18:02 4a36c7c5-4ela-4d73-baed-ef907130e547 Processed with Error Download error report

Once you click Download error report, Upload page ‘Error report generation requested’ message is
displayed.
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Dashboard © Returns - GSTR @ English

Offline Upload and Download for GSTR2

Download

In case uploaded data (invoice data or other record) fails validation, an Error File will be create
Invoice Upload
Choose File | No file chosen
Upload History

Date Time Reference id Status Error Report

08/09/2017 10:40:52 a7bd6541-7147-4f70-b52f-e820e80d996C Processed with Error Error report generation requested

Once the error report is generated, it can be downloaded from Upload page. The downloaded file will be in
zip format.

To open downloaded return file from GST Portal using the Returns Offline tool, perform the following steps:

1. When you double click the Offline tool icon on your desktop, the Offine Tool Home Page will be
displayed.
2. In the Open Downloaded Error file from GST portal tab, click the OPEN button.

Goods and Services Tax Offline Tool

Upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

NEW OPEN

3. Browse and select the downloaded return file in zip format and click the OPEN button.

= Choose File to Upload “
@O -~ 4 J\ » ThisPC » Downloads » Misc w | & Search Misc y-]
Organize « Mew folder SE E (7]
= Mame - Date modified Type Size
18 This PC ) . _ . )
L Misc 9/8/2017 10:27 AM File folder

m Desktop

| _i‘. returns_08092017_R2_18A4AAAS503114A1ZD... Compressed (zipp...

ol Documents

4 Downloads
ol Music
=| Pictures
B Videos
S OSDisk (C:)
S= DATA (D)

W € >

File name: | returns_02092017_R2_18AAAAS0311A1ZD_offline_6f1e081c500c ~ | | Custorn Files (*.zip) ~

e
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4. Details of the file which have you have downloaded from the GST Portal is displayed. Click the PROCEED
button.

Goods and Services Tax Offline Tool

Select the details of file which you have downloaded from GST portal

GST Statement/Returns ® GSTIN® Financial Year®

GSTR2 A4 12GDDPS5160PUZA 2017-18 A4
Tax Period®

August v

BACK PROCEED

5. The sections where there are errors are only populated in the select section dropdown list. From the
Select Section drop-down list, select the desired section and proceed to rectify the erred out
invice/other data.

6. Notice that the error message is displayed against each Inwice number. Read each error message
carefully and then click the EDIT button to edit the inwices and make the required corrections in the

invoices/details.

Goods and Services Tax Offline Tool

VIEW SUMMARY

Select Section®  B2B Invoices v Q
#Supplier's GSTIN® #Invoice No. * $Invoice Date® #Total Invoice  $Place Of Supply® Supply Type*® Invoice Type® Reverse Error Message Actions
value(z)* Charge
Invoice No.(s) WB-
10AAAWBO497A1ZW WB-100 16-08-2017 =] 220,000.00 30-Goa ™ Inter-State v Regular ~ 100 already exist in
GSTR2
Invoice No.(s) WB-
19AAAWB0497A1ZW WB-102 18-08-2017 =] ¥50,000.00 12-Arunach ¥ Inter-State v Regular w 102 already exist in
GSTR2
Invoice No.(s) WB-
19AAAWBO497ALZW WB-103 21-08-2017 -] 210,000.00 19-West Be ¥ Intra-State v Regular v 103 already exist in
GSTR2
Invoice No.(s) Wb-
19AAAWB0497A1ZW Whb-104 25-08-2017 B 230,000.00 19-West Be vV Intra-State v Regular W 104 already exist in
GSTR2

DELETE

BACK

7. After you have modified the inwices, click the SAVE button.

Note: You can click the Delete button to delete the inwoice.
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VIEW SUMMARY

Select Section® | B2B Invoices hd Q

#Supplier's GSTIN * #Invoice No.* 2$Invoice Date® 2Total Invoice 2place Of Supply * Supply Type® Invoice Type® Reverse Error Message Actions
value(z)* Charge

Invoice No.(s) WB-
16-08-2017 =] %20,000.00 30-Goa N Inter-State v Regular b4 100 already exist in
GSTR2

19AAAWB0497A1ZV

Invoice Mo.(s) WB-
19AAAWB0497A1ZW WB-102 18-08-2017 =] ¥50,000.00 12-Arunach. ¥ Inter-State v Regular v 102 already exist in
GSTR2

Invoice Mo.(s) WB-
19AAAWB0497A1ZW WB-103 21-08-2017 <] ¥10,000.00 19-West Be v Intra-State v Regular hd 103 already exist in
GSTR2

Invoice No.(s) Wb-
19AAAWB0497A17ZW Whb-104 25-08-2017 [=] Z30,000.00 19-West Be v Intra-State v Regular v 104 already exist in
GSTR2

DELETE

8. To modify the details or records at rate lewel, click onthe ‘+’ button and navigate to the rate level records.
Do the necessary corrections and click the UPDATE button.

Add Items
Section : B2B Invoive No. : WB-102
Rate (%) * Total Taxable Value(Z)* Amount of Tax Eligibility for ITTC* Amount of ITC available
Integrated Tax Amount(Z)* CESS Amount(Z) Integrated Tax Amount(Z) " CESS Amount(Z)
0% 70.00 70.00 70.00 Select v 70.00 70.00
0.25% 70.00 70.00 70.00 Select v 70.00 70.00
3% 20.00 70.00 70.00 Select w2 20.00 70.00
5% ¥1,000.00 250.00 310.00 Input Services v 250.00 710.00
12% 20.00 70.00 70.00 Select v %0.00 70.00
18% 20.00 70.00 70.00 Select v %0.00 70.00
28% 20.00 70.00 70.00 Select v %0.00 70.00

9. A success message is displayed. The status of the error message is changed to Modified (M).
Similarly, you can modify the other inwice data from other sections.

Goods and Services Tax Offline Tool 12GDDPS5160P31Y

VIEW SUMMARY
Select Section® B2B Invoices v Q| Search Invoices
2Supplier's GSTIN® #Invoice No.* #Invoice Date ® #Total Invoice  #Place Of Supply® Supply Type * Invoice Type®™ Reverse Error Message Actions
value(z)* Charge
19AAAWB0497A1ZW WB-100 16-08-2017 ] 220,000.00 30-Goa v Inter-State v Regular v E
Invoice No.(s) WB-
19AAAWB0497A1ZW WB-102 18-08-2017 ] 350,000.00 12-Arunach v Inter-State v Regular v 102 already exist in
GSTR2
Invoice No.(s) WB-
19AAAWB0497A1ZW WB-103 21-08-2017 <] 210,000.00 19-West Be v Intra-State v Regular v 103 already exist in .
GSTR2
Inveice No.(s) Wb~
19AAAWB0497A1ZW Wh-104 25-08-2017 =] 230,000.00 19-West Be v Intra-State v Regular v 104 already exist in .
GSTR2
DELETE
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10. Once all the corrections are done, click the VIEW SUMMARY button.

Select Section* | B2B Invoices v Q
#Supplier's GSTIN® #Invoice No.* #Invoice Date * #Total Invoice #Place Of Supply * Supply Type® Invoice Type® Reverse Error Message Actions
Value(z)* Charge
19AAAWB0497A1ZW WB-10 18-08-2017 -] Z50,000.00 12-Arunach: ¥ Inter-State v Regular v M
19AAAWB0497A1ZW WB-100 16-08-2017 =] Z20,000.00 30-Goa v Inter-State v Regular v M
19AAAWB0497A1ZW WB-1035 21-08-2017 =] Z10,000.00 19-West Ber v Intra-State v Regular ™ M
19AAAWB0497A1ZW Whb-1044 25-08-2017 =] Z30,000.00 19-West Ber v Intra-State v Regular v M

11. The Summary page is displayed, click the GENERATE FILE button.

i
Goods and Services Tax Offline Tool 12GDDPS5160P31Y

Summary
Section Name  No. Of Invoices  Total Central Tax Amount(Z)  Total State/UT Tax Amount(Z)  Total Integrated Tax Amount(Z)  Total CESS(Z) Total Tax available as ITC
Total Total Total Total CESS
Central Tax  State/UT  Integrated (€3]
Amount(Z) Tax Tax
Amount(Z) Amount(Z)
B2B Invoices 4 275.00 275.00 100.00 10.00 0.00 0.00 50.00 10.00

BACK GENERATE FILE

12. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved inyour
computer for uploading the same on GST portal. Click the Save button.

File Download EN

Do you want to sawve this file. or find a program online to open
it?

Mame: ..ns_10102017_R2Z_12GDDPS5160P31Y_offline.json
Type: Unknown File Type, 942 bytes
From: localhost

Find I Save I | Cancel |

harm your computer. f you do net trust the source, do not find a

|a| While files from the Intemet can be useful, some files can potentialhy
L
= program to open this file or save this file. YWhat s the sk ?
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13. Browse and select the path to save the .json file which needs to be uploaded in the GST Portal.

At L. » ThisPC » Downloads » Misc » Misc v O Search Misc

Organize = Mew folder
A
1% This PC
I_E Desktop Me iterns match your search.
,_E Documents
j Downloads
j Music
,_E'I Pictures
B Videos

o 0SDisk (C)

= F = lreturns 10102017 _R2_12GDDPS5160P31Y_offline.json

Save as type: |JSON File

(= Hide Folders

14. Login to the GST Portal with your credential and upload the JSON file as discussed in the above section.
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10. Open Downloaded Return File — GSTR-1

The GSTR-1 return file can be downloaded from GST portal and viewed in the Offline tool to modify, add or
delete inwice details uploaded earlier by you on GST Portal. After making required changes, a JSON file
needs to be prepared following the same process as that for regular invoice data upload and submit the JSON
file on the GST portal. The JSON file will be validated again and will be taken in by the system after the due
validations.

1. Login to the GST Portal with valid credentials.
2. Click the Services > Returns > Returns Dashboard command.

Notifications & Circulars ~ Acts & Rules ~ Downloads ~

Registration Ledgers Payments User Services
Returns Dashboard Track Return Status

The File Returns page is displayed.

3. In the Financial Year drop-down list, select the financial year for which the GSTR-1 return has to be
downloaded.

4. In the Return Filing Period drop-down list, select the return filing period for which the GSTR-1 return
has to be downloaded.

5. Click the SEARCH button.

Dashboard - Returns @ English

File Returns

® Indicates Mandatory Fields

Financial Year® Return Filing Period*®

2017-18 '| | July 'l SEARCH

6. Applicable returns of the selected tax period are displayed. In the Details of outward supplies of goods
or services GSTRL tile, click the PREPARE OFFLINE button.

Details of outward supplies of goods

or services
GSTR1

Due Date - 10/08/2017

PREPARE ONLINE PREPARE OFFLINE
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7. The Offline Upload and Download for GSTR1 page is displayed. Click the DOWNLOAD tab.

Dashboard - Returns - GSTR @ English

Offline Upload and Download for GSTR1

Download

8. Click the GENERATE FILE button.

Dashboard © Returns = GSTR @ English

Offline Upload and Download for GSTR1

Upload

Invoice Download

GENERATE FILE
BACK

A message is displayed that the request has been accepted and will take 20 minutes to generate the file.

Dashboard Returns - GSTR @ English

Offline Upload and Download for GSTR1
Upload

Your request for generation has been accepted kindly wait for 20 min. brs

Invoice Download

GENERATE FILE
BACK

9. Click the Click here to download link. Return file is downloaded in the zip format.

Offline Upload and Download for GSTR1

Upload

Your file has been generated as on date: 21/07/2017 time: 11:27:26 to download click on the download link below. Incase to generate lastest file
click on generate file again..

Invoice Download

GENERATE FILE

| Click here to download |

BACK
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Let us take an example where GSTR-1 return file is already downloaded from the GST Portal and you need
to open it using the Returns Offline tool.

To open downloaded return file from GST Portal using the Returns Offline tool, perform the following steps:
10. When you double click the Offline tool icon on your desktop, the Offine Tool Home Page will be

displayed.
11. In the Open Downloaded Return file from GST portal tab, click the OPEN button.

"

GSTR Returns - g

Goods and Services Tax Offline Tool

Upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal
NEW OPEN OPEN

Instructions

NEW button: To upload new invoice/other data for OPEN button: To open return file downloaded from GST OPEN button: To open error file downloaded from GST
return. Taxpayer can upload inveice data as many times portal to accept, reject, modify and add missing invoice portal to correct the invoice data rejected by GST
as needed details system.

Overview

The oOffline Tool version 1.1 has been designed to enable taxpayers to upload invoice data and other data by collating that in the tool in offline mode (without

internet).
The Offline Tool version 1.1 i i to i (B2B), il to C inter-state for amount exceeding Rs 2.5 Lakhs (B2CL), Business to Consumer
less than Rs 2.5 Lakhs (B2CS), Exports, Credit/ Debit Note (CDNR) and Credit/ Debit Note for unregistered Persons (CDNUR), Advances, Advance Adjustments and
HSN.

Main features of Offline Tool:Data entry of inveoice data and other data in the tool as required under GST Law under various categories like Business to Business (b2b), Business to
Consumer Large Inter-state (b2cl), Business to Consumer Small (b2cs), Exports, Imports, Credit/Debit Note etc. into the tool.

2. The tool has functionality to check duplicate records in file created for the lot.

3. Taxpayer can input data of invoices by entering the details manually or use Excel Workbook (*.xIsx/xIs) with separated worksheets for each section of return for inputting invoice
data and import the same into the tool.

12. Browse and select the downloaded return file in zip format and click the OPEN button.

= Choose File to Upload “
T & » ThisPC » Downloads v O Search Downloads yel
Organize = New folder = - [ @

& Downl Marne Date modified Type Size

o+ Favorid
@ Links
o Music
= Picturs
# Saved
' Search
& Videos
1) Favorit
1M This PC
e Desktc

i returns_23072017_R1_02SUPHPOOD1ATZ ... 04-Aug-173:28PM  Compressed (zipp...

| Docun
4 Downl
‘1. retur , ¢ 3

File name: | fline_6d46c9d35f5e46el8bi0bef23199a80e.zip v | | Custom Files (*zip) ~
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13. Details of the file which have you have downloaded from the GST Portal is displayed. Click the PROCEED
button.

4]

GSTR Returns - O B

Goods and Services Tax Offline Tool

Select the details of file which you have downloaded from GST portal

GST Statement/Returns ® GSTIN® Financial Year®

GSTR1 hd 02SUPHPOO01A1Z1 2017-18 v
Tax Period*®

July v

BACK PROCEED

14. The Summary page is displayed. Select the link for the desired Section Name to modify, add or delete
inwice details.

= GSTR Returns - 0 B

Goods and Services Tax Offline Tool GSTR1 | 02SUPHPOOO1A1ZI | 2017-18

summary
Section Name No. Of Invoices Total Central Tax Amount(¥) Total State/UT Tax Amount(¥) Total Integrated Tax Amount(T) Total CESS
B2B Invoices - 4A, 4B, 4C, 6B, 6C 2 0.00 0.00 400.00 1,000.00
B2C(Large) Invoices - 5A, 5B 1 0.00 0.00 0.00 0.00
B2C(Small) Details - 7 4 10.00 10.00 50.00 30.00
Credit/Debit Notes(Registered) - 9B 1 0.00 0.00 845.22 789.52
Credit/Debit Notes(Unregistered) - 98 2 0.00 0.00 2,500.00 0.00
Exports Invoices - 6A 2 0.00 0.00 1,666.66 0.00
Tax Liability(Advances Recieved) - 11A(1), 11A(2) 1 0.00 0.00 9,400.00 500.00
Adjustment of Advances - 11B(1), 11B(2) 1 0.00 0.00 9,400.00 500.00
HSN-wise Summary of Qutward Supplies - 12 1 78.52 12.90 14.52 500.00

Once section details are displayed, you can:
e Modify Inwices Details
e Add Inwices Details
e Delete Inwices Details

Accept, Reject or Modify inwices uploaded by Receiver will be available at later point in time.
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10.1.1 Modify Invoices Details

i Click the EDIT button to edit the inwices and make the required corrections in the inwices/details
uploaded/added earlier by you in GST Portal.

Flnvoioe Mo, ™ Shwwoics Dute ™ =Totsl Invodoe  SPlace O Supply Supply Type™ Tervodoe Trpe ™ Reverse E-Commerce GSTIN Hutw Agtions
Walue{r)" = Charge
SO0B400 24-11-2016 @ 17,379,248 OG-Haryan v Driler-SEate w Regulsr v DIAABCESSOTRICA ] @
S008401 24-11-2016 A 7,319,248 Mi-Haryan Driter-SEabe Regular e OLAABCESSOTRICA
[ ] Select b ot Sebect b n
L

ii. To modify the details or records at rate level, click on the’ +’ button and navigate to the rate level records.

Note: You can make the changes at field level and click the SAVE button to save the inwice details.

GSTR Retums

Select Section®  B2B Inwoices - A, 48, &0, 6B, 6T w Q

Elnenkon Mo, * Sbmenice Date® STotsl Invodon  BPlace OF Supply Supply Type*® Involce Type®  Reverse E-Commeroe GSTIN St Actions.

Walue{ T) "

Tharge

SO08800 A 11-201¢ . L ALt 6-Harypn ™ Eriter- SEate Riegular e IAABCESSOTRICA U nn

S008401 24-11-2016 - IS 248 O6-Harysn briter- SEate W Riegulir b OIAABCESSOTRICA u
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iii. Do the necessary corrections and click the UPDATE button.

GSTR Returns

Goods and Services Tax Offline Tool
Add Items
Section : B2B Invoice No. : 5008400
Rate (%) * Total Taxable Value(3)* Integrated Tax Amount(%) * CESS Amount(3)
0% 0.00 0.00 %0.00
0.25% 0.00 0.00 %0.00
3% #0.00 0.00 %0.00
5% #10,000.00 #200.00 #500.00
12% 0.00 0.00 %0.00
18% 30.00 0.00 %0.00
28% 30.00 30.00 30.00
Note: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written. System will calculate them on its own.

iv. A success message is displayed. The status is changed to Modified (M).
Similarly, you can modify invoice and other returns data from other sections.

GSTR Returns

Goods and Services Tax Offline Tool 025UPHPO001A1ZI
IMPORT FILES VIEW SUMMARY

Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C 4 Q

Uploaded By Taxpayer

¥ +Invoice No.* +Invoice Date® #Total Invoice #Place Of Supply Supply Type ® Invoice Type ® Reverse E-Commerce GSTIN Status Actions
Value(%)* = Charge
5008400 24-11-2016 :: ] ¥7,29,248.1 06-Haryan v Inter-State v Regular A 01AABCES507R1C4 M
5008401 24-11-2016 | B4 ¥7,29,248.1 06-Haryan v Inter-State v Regular v 01AABCES5507R1C4
DD-MM-Y" =] Select v v Select v
< >

DELETE
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10.1.2 Add Invoices Details

Enter the inwice details. Click the ADD button.

GSTR Returns

Goods and Services Tax Offline Tool GSTR1 | 02SUPHPO001A1ZI | 2017-18

IMPORT FILES VIEW SUMMARY

Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C v Q

Uploaded By Taxpayer

Status Actions

|’ #Invoice No.* ZInvoice Date ® #Total Invoice +Place Of Supply Supply Type* Invoice Type*® Reverse E-Commerce GSTIN
Value(%)* o Charge
5008400 24-11-2016 | ¥7,29,248.1 06-Haryan. v Inter-State Vv Regular ™ 01AABCE5507R1C4 D
5008401 24-11-2016 | B4 37,29,248.1 06-Haryan. v Inter-State v Regular 4 01AABCES507R1C4
DD-MM- | Select N4 v Select v

<

DELETE

Add the necessary details and click the SAVE button.

GSTR Returns

Goods and Services Tax Offline Tool GSTR1 | 02SUPHPO001A1ZI | 2017-18

Add Items
Section : B2B Invoice No. : S008701
Rate (%) * Total Taxable Value(¥)* Integrated Tax Amount(%) * CESS Amount(Z)
0% ¥444.00 0.00 0.00
0.25% #55,323.00 #138.31 0.00
3% ¥3,333.00 #99.99 0.00
5% ¥44,444.00 ¥2,222.20 0.00
12% | #0.00 20.00
18% 0.00 0.00 0.00
28% F0.00 F0.00 0.00
Note: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written. System will calculate them on its own.

A success message is displayed and inwice details are added.
Similarly, you can add the invice and other returns data from other sections.

Note: You can also click the IMPORT FILES button to import the invoice data using the Excel and CSV

import as discussed abowe.
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= GSTR Returns - 0 B

Goods and Services Tax Offline Tool

IMPORT FILES VIEW SUMMARY

Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C v Q

ch I

0

Uploaded By Taxpayer

+Receiver GSTIN/UIN * #Invoice No.* #Invoice Date® +Total Invoice +Place Of Supply Supply Type® Invoice Type® Reverse E-Commerce GSTIN
value(Z)* . Charge
01AABCE2207R1Z5 5008400 24-11-2016 B 27,29,248.1 06-Haryan Vv Inter-State v Regular ™ 01AABCE5507R1C4
01AABCE2207R1Z5 5008401 24-11-2016 B4 27,29,248.1 06-Haryan v Inter-State v Regular b 01AABCE5507R1C4
01AABCE2207R1Z5 5008701 31-07-2017 BA 344,55,555 06-Haryan v Inter-State v Regular v
DD-MM-YYYY :::] Select g ~ Select ~
< >

DELETE
v

10.1.3 Delete Invoices Details

Select the checkbox for the inwice to be deleted. Click the DELETE button.

GSTR Returns

IMPORT FILES VIEW SUMMARY

Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C A4 Q

Uploaded By Taxpayer

2Receiver GSTIN/UIN * #Invoice No.* 2Invoice Date® 4Total Invoice “+Place Of Supply Supply Type * Invoice Type*® Reverse E-Commerce GSTIN
value(Z)* O Charge
01AABCE2207R1Z5 5008400 24-11-2016 B 37,25,248.1 06-Haryan. v Inter-State v Regular v 01AABCE5507R1C4
01AABCE2207R1Z5 5008401 24-11-2016 B8 ¥7,25,248.1 06-Haryan. v Inter-State v Regular v 01AABCES507R1C4
DD-MM-YYYY ] Select v v Select v
< >

DELETE
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ii. A success message is displayed. The status is changed to Deleted (D).
Similarly, you can delete the other invoice and other returns data from other sections.

= GSTR Returns - O IR
Goods and Services Tax Offline Tool
ort additional data
IMPORT FILES VIEW SUMMARY
Select Section®  B2B Invoices - 4A, 4B, 4C, 6B, 6C v Q | Search Invoices
Uploaded By Taxpayer
K +Invoice No.* +Invoice Date ™ #+Total Invoice +Place Of Supply Supply Type ® Invoice Type® Reverse E-Commerce GSTIN Status Actions
Value(%)* = Charge
5008400 24-11-2016 | B ¥7,29,248.1 06-Haryan V Inter-State v Regular ¥ 01AABCES507R1C4 E
5008401 24-11-2016 B ¥7,29,248.1 06-Haryan v Inter-State v Regular 4 01AABCE5507R1C4 n
DD-MM-YYYY | ) Select v hd Select v
< >
DELETE

You can select the checkbox as shown in the screenshot below to select all inwices to delete
’ at one go. Click the DELETE button to delete all invoices.

a

= GSTR Returns -
Goods and Services Tax Offline Tool 02SUPHPD001A1ZI | 2017-18
IMPORT FILES VIEW SUMMARY
Select Section® | B2B Invoices - 4A, 4B, 4C, 6B, 6C v Q, | Search Invoices
Uploaded By Taxpayer
#Receiver GSTIN/UIN * #Invoice No.* #Invoice Date® #Total Invoice *Place Of Supply Supply Type® Invoice Type® Reverse E-Commerce GSTIN
value(Z) * = Charge
01AABCE2207R1Z5 5008400 24-11-2016 | B4 37,25,248.1 06-Haryan v Inter-State v Regular v 01AABCES507R1C4
01AABCE2207R1Z5 5008401 24-11-2016 B 27,29,248.1 06-Haryan v Inter-State v Regular 4 01AABCE5507R1C4
DD-MM-vyyy | B Select w v Select v
< >
DELETE
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15. Once all the corrections are done, click the VIEW SUMMARY button.

GSTR Returns

Goods and Services Tax Offline Tool

IMPORT FILES VIEW SUMMARY

B2B Invoices - 4A, 4B, 4C, 6B, 6C v ‘ Q

Select Section®

02SUPHPO001A1ZT

#Receiver GSTIN/UIN* #Invoice No. * #1Invoice Date * #Total Invoice  #Place Of Supply Supply Type* Invoice Type * Reverse E-Commerce GSTIN
Value(Z)* - Charge
01AABCE2207R1Z5 5008400 24-11-2016 B ¥7,29,248.1 06-Haryan. v Inter-State v Regular v 01AABCE5507R1C4
01AABCE2207R1Z5 5008401 24-11-2016 M 27,29,248.1 06-Haryan. v Inter-State v Regular v 01AABCES507R1C4
DD-MM-Y B Select v d Select v
< >
16. The Summary page is displayed, click the GENERATE FILE button.
GSTR Returs - g

Goods and Services Tax Offline Tool

summary

Section Name No. Of Invoices  Total Central Tax Amount(Z)

B2B Invoices - 4A, 4B, 4C, 6B, 6C 2 0.00

B2C(Large) Invoices - 5A, 5B 1 0.00

B2C(Small) Details - 7 4 10.00

Credit/Debit Notes(Registered) - 9B 1 0.00

Credit/Debit Notes(Unregistered) - 9B 2 0.00

Exports Invoices - 6A 2 0.00

Tax Liability(Advances Recieved) - 11A(1), 11A(2) 1 0.00

Adjustment of Advances - 11B(1), 11B(2) 1 0.00

HSN-wise Summary of Outward Supplies - 12 1 78.52

Total State/UT Tax Amount(Z)

Total Integrated Tax Amount(Z¥) = Total CESS
500,206.10 1,000.00
0.00 0.00
50.00 30.00
845.22 789.52
2,500.00 0.00
1,666.66 0.00
9,400.00 500.00
9,400.00 500.00
14.52 500.00

‘GENERATE FILE

File Download

Do you want to save this file. or find a program online to open
it?

Name: July_2017-18_GSTR1_025UPHPOO0TA1Zljson
Type: Unknown File Type, 3.37 KB
From: localhost

Find I Save I | Cancel |

While files from the Intemet can be useful, some files can potentially
harm your computer. if you do not trust the source, do not find a
program to open this file or save this file. What's the risk?

Designed and Developed by GSTN

17. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be saved inyour
computer for uploading the same on GST portal. Click the Save button.
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18. Browse and select the path to save the .json file which needs to be uploaded in the GST Portal.

@ - 4 H » gst_offline_tool v Search gst_offline_tool

Organize = Mew folder b=

@ gst_offline_tool ~ Mame
H gst_offline_to
I_i[] returns_2307:
Li[; returns_2307:

@ KPls
@ MsC

@ Offline Manual
I_i[; returns_2407:
@ Offline Utility_t
. 1_Download 1

L3 Letall MFF

M gst_offline_tool

v £

File name: | Juby_2017-18_G5TR1_025UPHPOO ATZ] json

Save as type: | JSON File

P

. Hide Folders

19. Login to the GST Portal with your credential and upload the JSON file as discussed in the above section.
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11. Open Downloaded Return File — GSTR2A

The GSTR2A return file can be downloaded from GST portal and viewed in the Offline tool. The downloaded
file can be opened in Offline tool to view inwices and credit/debit notes uploaded by your supplier in his
GSTR-1. You would not be able to take any action on the data populated as GSTR-2A is view only return.

1. Login to the GST Portal with valid credentials.
2. Click the Services > Returns > Returns Dashboard command.

Notifications & Circulars ~ Acts & Rules ~ Downloads ~

Registration Ledgers Payments User Services
Returns Dashboard Track Return Status

The File Returns page is displayed.
3. In the Financial Year drop-down list, select the financial year for which the GSTR2A return has to be

downloaded.
4. In the Return Filing Period drop-down list, select the return filing period for which the GSTR2A return

has to be downloaded.
5. Click the SEARCH button.

Services ~ Notifications & Circulars ~ Acts & Rules ~ Grievance

Dashboard © Returns @ English

File Returns

® Indicates Mandatory Fields

Financial Year* Return Filing Period *

2016-17 v April v SEARCH

6. Applicable returns of the selected tax period are displayed. In the Auto Drafted details GSTR2A tile,
click the DOWNLOAD button.

Auto Drafted details
GSTR2A

VIEW DOWNLOAD
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7. The Invoice Download page is displayed. Click the GENERATE FILE button. Return file is downloaded
in the zip format.

Dashboard - Returns - GSTR @ English

Offline Download for GSTR2A

Invoice Download

GENERATE FILE
BACK

A message is displayed that the request has been accepted and will take 20 minutes to generate the file.

Dashboard - Returns - GSTR @ English
Offline Download for GSTR2A

Your request for generation has been accepted kindly wait for 20 min.

Invoice Download

GENERATE FILE
BACK

Let us take an example where GSTR2A return file is already downloaded from the GST Portal and you need
to open it using the Returns Offline tool.

To open downloaded return file from GST Portal using the Returns Offline tool, perform the following steps:

8. When you double click the Offline tool icon on your desktop, the Offine Tool Home Page will be
displayed.
9. In the Open Downloaded Return file from GST portal tab, click the OPEN button.
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10.

11.

Designed and Developed by GSTN

&= GSTR Returns -

Goods and Services Tax Offline Tool

Upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

NEW OPEN OPEN

Instructions

NEW button: To upload new invoice/other data for OPEN button: To open return file downloaded from GST OPEN button: To open error file downloaded from GST
return. Taxpayer can upload inveice data as many times portal to accept, reject, modify and add missing invoice portal to correct the invoice data rejected by GST
as needed. details. system.

Overview

The Offline Tool version 1.1 has been designed to enable taxpayers to upload invoice data and other data by collating that in the tool in offline mode (without

internet).
The Offline Tool version 1.1 i i to i (B2B), i to C inter-state for amount exceeding Rs 2.5 Lakhs (B2CL), Business to Consumer
less than Rs 2.5 Lakhs (B2CS), Exports, Credit/ Debit Note (CDNR) and Credit/ Debit Note for unregistered Persons (CDNUR), Advances, Advance Adjustments and
HSN.

Main features of Offline Tool:Data entry of invoice data and other data in the tool as required under GST Law under various categories like Business to Business (b2b), Business to
Consumer Large Inter-state (b2cl), Business to Consumer Small (b2cs), Exports, Imports, Credit/Debit Note etc. into the tool.

2. The tool has functionality to check duplicate records in file created for the lot.

3. Taxpayer can input data of invoices by entering the details manually or use Excel Workbook (*.xlsx/x|s) with separated worksheets for each section of return for inputting invoice
data and import the same into the tool.

Browse and select the downloaded return file in zip format and click the OPEN button.

= Choose File to Upload
i‘(':' = T & v ThisPC » Downloads v O Search Downloads 0
Organize - Mew folder == - [ @
& Downl ~ Mame Date modified Type Size
L+ Favortd

& Links

1) returns_23072017_R2A_02SUPHPOOD1ATZ... 03-Aug-17232PM  Compressed (zipp...

o Music
=| Picture
# Saved
+ Search
g Videos
1) Favorit
1M This PC
jm Desktc
- Docun

4 Downl
J Music , .

File name: | returns_23072017_R24_02SUPHPOO01ATZI_off v | | Custom Files (*.zip)

Open

Cancel

Details of the file which have you have downloaded from the GST Portal is displayed. Click the PROCEED
button.
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4]

GSTR Returns - 0 B

Goods and Services Tax Offline Tool

Select the details of file which you have downloaded from GST portal

GST Statement/Returns ® GSTIN® Financial Year*®

GSTR2A 4 02SUPHP0OO01A1ZI 2017-18 v
Tax Period®

July v

BACK PROCEED

12. The Summary page is displayed. Select the link for the desired Section Name to view the details.

= GSTR Returns - O B

Goods and Services Tax Offline Tool 02SUPHPOO01A1ZI | 2017-1

Summary
Section Name No. Of Invoices Total Central Tax Amount(¥) Total State/UT Tax Amount(¥) Total Integrated Tax Amount(Z) Total CESS
B2B Invoices 2 0.00 0.00 400.00 1,000.00
Credit/Debit Notes 1 0.00 0.00 845.22 789.52

BACK

13. The details for the section selected is displayed. To view the details or records at rate lewel, click the’ +
button and navigate to the rate lewvel records.

= GSTR Returns - 0 IR

g Goods and Services Tax Offline Tool 02SUPHPO001A1ZI

Select Section®  B28 Invoices v Q
IN/UIN® #Invoice No. ® %Invoice Date ® +Total Invoice +Place Of Supply Supply Type*® Invoice Type® Reverse E-Commerce GSTIN Actions
value(z) * O Charge
17R1Z5 S008400 24-11-2016  B& 37,29,248.1 06-Haryan v Inter-State v Regular v 01AABCES507R1C4
17R1Z5 5008401 24-11-2016 ] 27,29,248.1 06-Haryan v Inter-State v Regular 4 01AABCE5507R1C4
< >
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14. The rate level details are displayed. Click the BACK button to go back to the previous page.

GSTR Returns

& Goods and Services Tax Offline Tool

Add Items
Section : B2B Invoice Ne. : 008400
Rate (%) * Total Taxable Value(Z) * Integrated Tax Amount(%) *
0% %0.00 %0.00
0.25% 20.00 20.00
3% %0.00 %0.00
5% ¥10,000.00 ¥500.00
12% %0.00 %0.00
18% %0.00 %0.00
28% 0.00 %0.00
Note: Under Rate column, combined rate (State GST + Central GST) or IGST needs to be written. System will calculate them on its own

x

CESS Amount(3)

%0.00

20.00

%0.00

¥500.00

¥0.00

¥0.00

20.00

15. Similarly, you can view details for other sections as well.

"

GSTR Returns

@ Goods and Services Tax Offline Tool

VIEW SUMMARY

Select Section® | B2B Invoices v Q
IN/UIN®  SInvoice No.* +Invoice Date ® =+Total Invoice  +Place Of Supply Supply Type®
Vvalue(z)* =
17R1Z5 S008400 24-11-2016  B& 37,29,248.1 06-Haryan v Inter-State v
17R1Z5 5008401 24-11-2016 ] 27,29,248.1 06-Haryan v Inter-State v
<

02SUPHPO001A1ZI

Invoice Type*® Reverse E-Commerce GSTIN Actions
Charge

Regular v 01AABCES507R1C4

Regular v 01AABCES507R1C4

Designed and Developed by GSTN
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12. Open Downloaded Return File — GSTR2

The GSTR2 return file can be downloaded from GST portal. The downloaded file can be opened in Offiine
tool to view records uploaded by your supplier or uploaded by you as recipient. The details uploaded by
recipient can be either Submitted status or Saved Status. The inwices will have “SUBMITTED” status when
the counterparty supplier has submitted its GSTR-1 while Inwices will have “SAVED” status when the
counterparty supplier has only uploaded the inwice details but NOT submitted its GSTR-1. The checkbox
corresponding to submitted inwices would be enabled to take action

For “SUBMITTED” records you can perform the actions of Accept/Reject/Modify/ Pending. It is mandatory to
take action on all “SUBMITTED” inwices.

1. Login to the GST Portal with valid credentials.
2. Click the Services > Returns > Returns Dashboard command.

Motifications & Circulars ~ Acts & Rules ~ Downloads ~

Registration Ledgers Payments User Services
Returns Dashboard Track Return Status

The File Returns page is displayed.

3. In the Financial Year drop-down list, select the financial year for which the GSTR2 return has to be
downloaded.

4. In the Return Filing Period drop-down list, select the return filing period for which the GSTR2 return has
to be downloaded.

5. Click the SEARCH hbutton.

Dashboard - Returns @ English

File Returns

® Indicates Mandatory Fields

Financial Year* Return Filing Period *

2017-18 '| | July A | SEARCH

6. Applicable returns of the selected tax period are displayed. In the Inward Suppliesreceived by taxpayer
GSTR2 tile, click the PREPARE OFFLINE button.

Inward supplies received by
taxpayer

GSTR2

Due Date - 10/09/2017

PREPARE ONLINE PREPARE OFFLINE
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7. The Invoice Download page is displayed. Click the GENERATE FILE button. Return file is downloaded
in the zip format.

GST Law ~ Search Taxpayer ~

Offline Upload and Download for GSTR2

Upload

Brief instructions for downloading and preparing GSTR-2 using Offline tool

You can generate the JSON file for GSTR 2 with the information, whether uploaded by you or auto-populated, by clicking on "Generate File".

The download link is generally available in around twenty minutes after clicking on "Generate File”. The number of files may be more than one if the
JSON file size is more than 5 MB.

You can download the JSON file by clicking on the link as will appear once the file is generated.

The downloaded file can be opened in the offline teol for preparing your GSTR 2.

You may also expoert this data to an excel file to prepare the GSTR 2.

The autc-populated invoice details will have the status of "SUBMITTED"” or "SAVED".

Invoices will have "SUBMITTED" status when the counterparty supplier has submitted its GSTR-1.

When the status is "SUBMITTED", the actions of Accept/Reject/Modify/ Pending would be available.

Invoices will have “"SAVED" status when the counterparty supplier has only uploaded the invoice details but NOT submitted its GSTR-1.

When the status is SAVED, the actions of Accept/Reject/Modify/Keep Pending would NOT be available. Such "SAVED" invoices can only be added by
the taxpayer as missing invoices in its GSTR 2.

Action has to be mandaterily taken on all "SUBMITTED" invoices.

Invoices available with "SUBMITTED" status CANNOT be added by the taxpayer in his GSTR 2 as missing invoices.

Only ADD action should be taken against the Invoices available with "SAVED" status.

Download data for GSTR2

GENERATE FILE

Dashboard © Returns - GSTR @ English

A message is displayed that the request has been accepted and will take 20 minutes to generate the file.

Offline Upload and Download for GSTR2

Upload

Your request for generation has been accepted kindly wait for 20 min.

Brief instructions for downloading and preparing GSTR-2 using Offline tool

You can generate the JSON file for GSTR 2 with the information, whether uploaded by you or auto-populated, by clicking on "Generate File".

The download link is generally available in around twenty minutes after clicking cn "Generate File”. The number cf files may be more than one if the
JSON file size is more than 5 MB.

You can download the JSON file by clicking on the link as will appear once the file is generated.

The downloaded file can be opened in the offline tool for preparing your GSTR 2.

You may also export this data to an excel file to prepare the GSTR 2.

The auto-populated invoice details will have the status of "SUBMITTED"” or "SAVED".

Invoices will have "SUBMITTED" status when the counterparty supplier has submitted its GSTR-1.

When the status is "SUBMITTED", the actions of Accept/Reject/Modify/ Pending would be available.

Invoices will have "SAVED" status when the counterparty supplier has only uploaded the invoice details but NOT submitted its GSTR-1.

When the status is SAVED, the actions of Accept/Reject/Modify/Keep Pending would NOT be available. Such "SAVED” invoices can only be added by
the taxpayer as missing invoices in its GSTR 2.

Action has to be mandatorily taken on all "SUBMITTED" invoices.

Invoices available with "SUBMITTED" status CANNOT be added by the taxpayer in his GSTR 2 as missing invoices.

Only ADD action should be taken against the Invoices available with "SAVED" status.

Download data for GSTR2

GENERATE FILE

Dashboard - Returns - GSTR @ English

Let us take an example where GSTR2 return file is already downloaded from the GST Portal and you need
to open it using the Returns Offline tool.

To open downloaded return file from GST Portal using the Returns Offline tool, perform the following steps:
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8. When you double click the Offline tool icon on your desktop, the Offine Tool Home Page will be

displayed.
9. In the Open Downloaded Return file from GST portal tab, click the OPEN button.

"

GSTR Returns - 80

ds and Services Tax Offline Tool

Upload new invoice/other data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

Instructions

NEW button: To upload new invoice/other data for OPEN button: To open return file downloaded from GST OPEN button: To open error file downloaded from GST
return. Taxpayer can upload inveice data as many times portal to accept, reject, modify and add missing invoice portal to correct the invoice data rejected by GST
as needed details system.

Overview

The Offline Tool version 1.1 has been designed to enable taxpayers to upload invoice data and other data by collating that in the tool in offline mode (without

internet).
The Offline Tool version 1.1 i i to i (B2B), il to Ci inter-state for amount exceeding Rs 2.5 Lakhs (B2CL), Business to Consumer
less than Rs 2.5 Lakhs (B2CS), Exports, Credit/ Debit Note (CDNR) and Credit/ Debit Note for unregistered Persons (CDNUR), Advances, Advance Adjustments and

HSN.
Main features of Offline Tool:Data entry of invoice data and other data in the tool as required under GST Law under various categories like Business to Business (b2b), Business to
Cconsumer Large Inter-state (b2cl), Business to Consumer Small (b2cs), Exports, Imports, Credit/Debit Note etc. into the teol.
2. The tool has functionality to check duplicate records in file created for the lot.

3. Taxpayer can input data of invoices by entering the details manually or use Excel Workbook (*.xIsx/xIs) with separated worksheets for each section of return for inputting invoice
data and import the same into the tool

10. Browse and select the downloaded return file in zip format and click the OPEN button.

£

Choose File to Upload

+ , r ThisPC v Downloads ¢ Misc » Misc v O Search Misc

Organize * Mew folder

2 MName
1M This PC P
1) return s_19092017_R2_12ALYPDES2EP1ZG_offlinezip
i Desktop
| Documents
4. Downloads
o Music
=| Pictures
& Videos
o 0SDisk (C:)

& DATA (D)

File name: “ v| Custom Files (*.zip)

Cancel

Designed and Developed by GSTN Page 121 of 135




0003 N0 VIS UK NETHOR Returns Offline Tool (Last Updated on: 11/10/2017)

11. Details of the file which have you have downloaded from the GST Portal is display ed. Click the PROCEED
button.

Goods and Services Tax Offline Tool

Select the details of file which you have downloaded from GST portal

GST Statement/Returns® GSTIN® Financial Year*

GSTR2 v 12ALYPDE528P1ZG 2017-18 W
Tax Period*

July v

BACK PROCEED

12. The Summary page is displayed. Select the link for the desired Section Name to view the details.

A Goods and Services Tax Offline Tool 12ALYPD6528P1ZG

Summary
Section Name No. Of Total Central Tax Total State/UT Tax Total Integrated Total CESS(T) Total Tax available as ITC
Invoices Amount(T) Amount(T) Tax Amount(T)

Total Total Total Integrated Tax Total CESS(X)

Central State/UT Amount(Z)
Tax Tax

Amount Amount
() )

B2B Invoices 237 51,980,346,239.57 51,980,345,764.57 65,203,208,041.48 110,972,240,340.87 0.00 0.00 34,54,54,01,937.57 58,33,02,97,028.45
BéB_LR 1 1,501.88 11.36 0.00 671.21 318.60 318.60 0.00 0.00
Invoices

Cra::;?_emt 6 19,609.45 21,011.45 15,401.00 39,212.00 9.45 11.45 7,700.00 8,411.00

]
Credit/Debit
Notes 1 -37,661.29 -42.13 0.00 -789.52 0.00 0.00 0.00 0.00
Unregister
Import Of

Goods/Capital 1 0.00 0.00 318.60 318.60 0.00 0.00 246.04 0.00

Goods
Import Of 1 0.00 0.00 123.02 0.00 0.00 0.00 50.00 0.00
Services

Once section details are displayed, you can:
e Modify Inwices Details
e Accept Inwices Details
e Reject Inwices Details
e Keep Pending Inwices

12.1.1 Modify Invoices Detalls

1. The details for the section selected is displayed. To view and edit the details or records at rate level, click
the edit button and navigate to the rate lewvel records. You can modify Total Inwice value, Taxable value
and rates. Modification of ITC eligibility and details doesn’t account as Modification.
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Goods and Services Tax Offline Tool

+Supplier's GSTIN *

04ALYPDE528P1ZD

04ALYPD6528P17D

04ALYPD6528P1ZD

04ALYPD6528P17D

04ALYPD6528P1ZD

04ALYPD6528P1ZD

04ALYPD6528P17D

04ALYPD6528P1ZD

B2B Invoices

CLEAR SECTION DATA VIEW SUMMARY

Select Section®

Uploaded By Supplier

#Invoice No.*

123123

12345

123456

1234567

12345678

Normal112

Normal113

Normall14

+Invoice Date ®

04-07-2017 P4

15-07-2017 | B

15-07-2017 | B

15-07-2017 | B

15-07-2017 | B

28-07-2017 B

28-07-2017 B

28-07-2017 | B

&« < 2 3 4 5 6 7

+Total Invoice

Value(%)*

¥12,12,31,2

¥1,00,000.C

¥10,000.00

¥5,00,000.0

¥10,00,000

%¥50,111.00

250,112.00

250,113.00

+Place Of Supply
.

12-Arunad v

12-Arunacl v

04-Chandi¢ ¥

37-Andhra v

04-Chandi¢ v

34-Pondick v

34-Pondick v

34-Pondick v

10

Supply Type®

Inter-State v

Inter-State v

Intra-State v

Inter-State v

Intra-State v

Inter-State v

Inter-State v

Inter-State v

12ALYPDE528P1ZC

Invoice Type® Reverse
Charge

Regular ~

Regular ~

Regular ™

Regular N

Regular ~

Regular ™

Regular N

Regular ~

Status Actions
S -
R -
"
R -
R -
O - |
R -
R -

v

2. The rate level details are displayed. Modify and Click UPDATE button.

Goods and Services Tax Offline Tool

Section :

0%

3%

5%

12%

18%

28%

Rate (%) *

Add Items

B2B

0.25%

Total Taxable Value(¥)*

Integrated Tax Amount(%)*

%0.00

¥100.00

¥100.00

¥100.00

¥100.00

¥100.00

¥100.00

Invoive No. : INV3

Amount of Tax

¥0.00

¥2.00

¥3.00

¥5.00

¥6.00

¥6.00

¥6.00

CESS Amount(T)

20.00

¥1.00

¥1.00

¥5.00

¥5.00

¥5.00

¥5.00

Ineligible v
Inputs v
Inputs v
Inputs ~
Inputs v
Inputs v
Inputs ~

Amount of ITC available

Integrated Tax Amount(%)*

¥0.00

¥2.00

¥3.00

¥5.00

¥6.00

¥6.00

¥6.00

CESS Amount(3)

20.00
¥1.00
¥1.00
¥5.00
¥5.00
¥5.00

¥4.00

UPDATE

Designed and Developed by GSTN
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3. On successful update, a SUCCESS message is displayed.

Success

Invoice updated successfully

12.1.2 Accept the Invoices
1. To accept the inwice, selectthe checkbox against the inwice and click ACCEPT. You can werify and
edit the system calculated ITC details. By default, the system marks B2B inwices as inputs with ITC
equal to tax paid for ITC eligible inwoices.

5o0ds and Services Tax Offline Tool 5 12ALYPD6528P1ZG | 2017-18

CLEAR SECTION DATA VIEW SUMMARY

Select Section®  B2B Invoices M Q | Search Invoices
+Supplier's GSTIN * #Invoice No. ® $Invoice Date * #Total Invoice #Place Of Supply Supply Type * Invoice Type * Reverse Status Actions
Value(Z)* © Charge
D 0D4ALYPDE528P1ZD 123123 04-07-2017 | B 12,12,31,: 12-Arunacl v Inter-State v Regular v N
0D4ALYPDE528P1ZD 12345 15-07-2017 | M ¥1,00,000.C 12-Arunacl v Inter-State v Regular v N
04ALYPD6528P1ZD 123456 15-07-2017 ] %10,000.00 04-Chandi¢ v Intra-State v Regular g N
04ALYPD6528P17ZD 1234567 15-07-2017 | B ¥5,00,000.( 37-Andhra v Inter-State v Regular v N
04ALYPD6528P17ZD 12345678 15-07-2017 | B ¥10,00,000 04-Chandi¢ v Intra-State v Regular v N
04ALYPD6528P1ZD Normal112 28-07-2017 ] ¥50,111.00 34-Pondich v Inter-State v Regular g N
04ALYPD6528P17ZD Normal113 28-07-2017 | B 250,112.00 34-Pondick v Inter-State v Regular v N
04ALYPD6528P17ZD Normal114 28-07-2017 | B 250,113.00 34-Pondick v Inter-State v Regular v N
< >

ACCEPT REJECT PENDING
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2. A Pop up will appear, click YES to proceed.

Warning

Are you sure you want to accept selected invoice/s

3. Once the inwice is accepted successfully, inwice status will be changed from “N” to “A”

Goods and Services Tax Offline Tool

CLEAR SECTION DATA VIEW SUMMARY

Select Section®  B2B Invoices

v Q | Search Invoices
Uploaded By Suppl
$Supplier's GSTIN * #Invoice No.* #Invoice Date ® $Total Invoice ~ +Place Of Supply Supply Type ® Invoice Type® Reverse Status
value(Z)* O
04ALYPD6528P17D

Actions
123123

Charge
04-07-2017 | B4 ¥12,12,31,: 12-Arunacl ¥ Inter-State v Regular hd

a
04ALYPDE528P1ZD 12345 15-07-2017 | EA %1,00,000.( N u

12-Arunacl v Inter-State v Regular v
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12.1.3 Reject the Invoices

1. To Reject the inwice, select the checkbox against the inwice and click REJECT.

Goods and Services Tax Offline

LEAR SECTION VIEW SUMMARY

Select Section®  B2B Invoices

Uploaded By Supplier

SInvoice No.*

+Supplier's GSTIN * #Invoice Date®

ACCEPT REJECT PENDING

04ALYPDE528P1ZD 123123 04-07-2017 | B
04ALYPDE528P1ZD 12345 15-07-2017 | B
04ALYPDE528P1ZD 123456 15-07-2017 | B
04ALYPDE528P1ZD 1234567 15-07-2017 | B
04ALYPDE528P1ZD 12345678 15-07-2017 | B
04ALYPD6528P17ZD Normal112 28-07-2017 | M
04ALYPD6528P17ZD Normal113 28-07-2017 | M
04ALYPD6528P17ZD Normal114 28-07-2017 | M

+Total Invoice
Value(¥)*

¥12,12,31,:

¥1,00,000.(

310,000.00

¥5,00,000.(

¥10,00,000

%50,111.00

%50,112.00

%50,113.00

*Place [:f Supply
12-Arunacl v
12-Arunacl v
04-Chandi( v
37-Andhra v
04-Chandi( v
34-Pondick v
34-Pondick v

34-Pondick v

Supply Type®

Inter-State Vv

Inter-State Vv

Intra-State Vv

Inter-State v

Intra-State v

Inter-State v

Inter-State v

Inter-State v

Invoice Type®

Regular v

Regular v

Regular v

Regular v

Regular v

Regular v

Regular v

Regular v

Reverse Actions

Charge

Status

v

BACK
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2. A Pop up will appear, click YES to proceed.

Warning

Are you sure you want te reject selected inveoice/s

3. Once the inwice is rejected successfully, invice status will be changed from “N” to “R”".

Goods and Services Tax Offline Tool 12ALYPD6528
CLEAR SECTION DATA VIEW SUMMARY
Select Section®  B2B Invoices v Q. | Search Invoices
Uploaded By Supplier
sSupplier's GSTIN® $Invoice No. * $Invoice Date® +Total Invoice  $Place Of Supply Supply Type* Invoice Type * Reverse Status Actions
value()* C Charge
04ALYPDE528P1ZD 123123 04-07-2017 | B 212,12,31,: 12-Arunacl v Inter-State ¥ Regular v A n
04ALYPD6528P17ZD 12345 15-07-2017 | B ¥1,00,000.( 12-Arunacl v Inter-State v Regular v El n
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4. Once action is taken on all the invoices (Accept, Reject or Modify), click the VIEW
SUMMARY button.

Goods and Services Tax Offline Tool

CLEAR SECTIH VIEW SUMMARY

Select Section®  B2B Invoices v Q | Search Invoices
Uploaded By Supplier
#Supplier's GSTIN * #Invoice No.* #Invoice Date® #Total Invoice 4Place Of Supply Supply Type * Invoice Type * Reverse Status Actions
value(z)* o Charge
04ALYPD6528P17D 123123 04-07-2017 | ¥12,12,31,. 12-Arunacl v Inter-State v Regular hd A n
04ALYPD6528P17D 12345 15-07-2017 | ¥1,00,000.C 12-Arunacl v Inter-State v Regular hd R n

5. The Summary page is displayed, clickthe GENERATE FILE button.

Summary
Section Name No. Of Total Central Tax Total State/UT Tax Total Integrated Tax Total CESS Total Tax available as ITC
Invoices Amount(3) Amount(3) Amount(Z) )
Total Total Total  Total CESS
Central Tax State/UT Integrated ()
Amount(3) Tax Tax
Amount(3) Amount(3)
B2B Invoices 5 4,700.00 4,700.00 16,023.00 5,700.00  4,700.00  4,700.00 0.00 5,000.00
B2BUR Invoices 10 850.00 850.00 5,727.50 1,610.00 100.00 100.00 550.00 10.00
Credit/Debit Notes 5 24.00 24.00 60,114.00 56.00 24.00 2400 60,054.00  56.00
B 4 348.33 348.33 -645.33 300.00 0.00 0.00 0.00 0.00
Unregister
Import Of Goods/Capital 4 0.00 0.00 3,898.54 655.00 0.00 0.00 745.00 256.00
Goods
Import OF Services 8 0.00 0.00 19,618.11 6,913.00 0.00 0.00 480.00 450.00
Tax L‘ab':;\ig?dva”ces 7 120.00 120.00 30,540.00 5,100.00 0.00 0.00 0.00 0.00
,
HSN/SAC Summary of 5 24,341.75 26,716.45 127,782.12 5,011.98 0.00 0.00 0.00 0.00
Inward Supplies
ITC Reversal 7 320,000.00 315,000.00 310,000.00 305,000.00 0.00 0.00 0.00 0.00
Adjustment of Advances 3 0.00 0.00 16,070.00 1,500.00 0.00 0.00 0.00 0.00

EXPORT TO EXCEL GENERATE FILE
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6. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be
saved in your computer for uploading the same on GST portal. Click the Save button.

Do you want to save this file. or find a program online to open
it?

Mame: ..ns_10102017_R2_12ALYPDES28P1ZG_offline.json
Type: Unknown File Type, 3.32 KB
From: localhost

Find | |

harm your computer. K you do not trust the sounce, do not find a

@ While files from the Intemet can be useful, some files can potentially
program to open this file or save this file. YWhat 's the sk ?

7. Browse and select the path to save the .json file which needs to be uploaded in the GST
Portal.

0 » ThisPC » Downloads » Misc » Misc v O Search Misc

Organize « Mew folder
s
1M This PC
i Desktop Mo iterns match your search.
| Documents
& Downloads
W Music
=] Pictures
8 Videos
& 0SDisk (C)

L SR lreturns 10102017 R2_12ALYPDB528P12G_offline.json

Save as type: |JSDN File

= Hide Folders
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8. Login to the GST Portal with your credential and upload the JSON file as discussed in the
above section.

12.1.4 Keep Pending Invoices

1. To Keep the inwices Pending, selectthe checkbox against the inwice and click PENDING.

Goods and Services Tax Offline Tool 12ALYPD6528P1ZG | 201

Select Section®  B2B Invoices v Q
+Supplier's GSTIN ® #Invoice No. ® #Invoice Date ® +Total Invoice *Place Of Supply Supply Type* Invoice Type * Reverse Status Actions
Value(%)* s Charge
04ALYPD6528P1ZD 123123 04-07-2017 ] #12,12,31,. 12-Arunacl v Inter-State v Regular A4 A
04ALYPD6528P1ZD 12345 15-07-2017 | B4 ¥1,00,000.¢ 12-Arunacl v Inter-State v Regular b R
04ALYPD6528P1Z2D 123456 15-07-2017 =] ¥10,000.00 04-Chandi¢ v Intra-State v Regular ~ N
04ALYPD6528P1ZD 1234567 15-07-2017 | B4 ¥5,00,000.( 37-Andhra v Inter-State v Regular Al N
04ALYPD6528P1ZD 12345678 15-07-2017 | M %10,00,000 04-Chandi¢ v Intra-State v Regular hd N
04ALYPD6528P1ZD Normal112 28-07-2017 ] ¥50,111.00 34-Pondict v Inter-State v Regular A4 N
04ALYPD6528P1ZD Normal11l3 28-07-2017 M 3¥50,112.00 34-Pondick v Inter-State v Regular hd N
04ALYPD6528P1ZD Normal114 28-07-2017 ] ¥50,113.00 34-Pondich v Inter-State v Regular hd N
< >
« < 2 3 4 5 6 7 10 > »
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2. A Pop up will appear, click YES to proceed.

Warning

Are you sure you want to mark selected invoice/s as Pending

3. Once the inwoice is accepted successfully, inwice status will be changed from “N” to “P”.

Goods and Services Tax Offline Tool 12ALYPD6528P12G | 201

CLEAR SECTION DATA VIEW SUMMARY

Select Section®  B2B Invoices v Q@ | Search Invoices
Uploaded By Suppl
SSupplier’'s GSTIN * %Invoice No.* +Invoice Date * $+Total Invoice +Place Of Supply Supply Type® Invoice Type * Reverse Status Actions
Value(Z)* O Charge
04ALYPD6528P17D 123123 04-07-2017 HA ¥12,12,31,. 12-Arunacl ¥ Inter-State v Regular v A n
04ALYPD6528P1ZD 12345 15-07-2017 B4 1,00,000.C 12-Arunacl v Inter-State v Regular v R

04ALYPD6528P1ZD 123456 15-07-2017 @ 210,000.00 04-Chandi( v Intra-State v Regular v

04ALYPDE528P1ZD 1234567 15-07-2017 4 %5,00,000.( 37-Andhra v Inter-State v Regular v
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4. Once action is taken on all the invoices (Accept, Reject or Modify), click the VIEW
SUMMARY button.

Goods and Services Tax Offline Tool

Select Section® | B2B Invoices v Q | searchInv
Uploaded By Supplier
+Supplier's GSTIN * #Invoice No.* #Invoice Date ® +Total Invoice  *Place Of Supply Supply Type * Invoice Type® Reverse Status Actions
Value(z)* C Charge
04ALYPD6528P1ZD 123123 04-07-2017 M 312,12,31,: 12-Arunacl v Inter-State v Regular v A
04ALYPD6528P1ZD 12345 15-07-2017 B ¥1,00,000.( 12-Arunacl v Inter-State v Regular v R
04ALYPD6528P1ZD 123456 15-07-2017 £ ¥10,000.00 04-Chandi¢ v Intra-State v Regular v P
04ALYPD6528P1ZD 1234567 15-07-2017 B ¥5,00,000.( 37-Andhra v Inter-State v Regular v P

5. The Summary page is displayed, clickthe GENERATE FILE button.

Summary
Section Name No. Of Total Central Tax Total State/UT Tax Total Integrated Tax Total CESS Total Tax available as ITC
Invoices Amount(3) Amount(3) Amount(3) )
Total Total Total Total CESS
Central Tax State/UT Integrated (%)
Amount(3) Tax Tax
Amount(3) Amount(3Z)
B2B Invoices 5 4,700.00 4,700.00 16,023.00 5,700.00 4,700.00 4,700.00 0.00 5,000.00
B2ZBUR Invoices 10 850.00 850.00 5,727.50 1,610.00 100.00 100.00 550.00 10.00
Credit/Debit Notes 5 24.00 24.00 60,114.00 56.00 24.00 24.00 60,054.00 56.00
edIUDEIt — 4 348.33 348.33 -645.33 300.00 0.00 0.00 0.00 0.00
Unregister
Import OF Goods/Capital 4 0.00 0.00 3,898.54 655.00 0.00 0.00 745.00 256.00
Goods
Import Of Services 8 0.00 0.00 15,618.11 6,513.00 0.00 0.00 480.00 450.00
Tax L‘ab':?i'g?dva”ces 7 120.00 120.00 30,540.00 5,100.00 0.00 0.00 0.00 0.00
i
HSN/SAC Ssummary of 5 24,341.75 26,716.45 127,782.12 9,011.98 0.00 0.00 0.00 0.00
Inward Supplies
ITC Reversal 7 320,000.00 315,000.00 310,000.00 305,000.00 0.00 0.00 0.00 0.00
Adjustment of Advances 3 0.00 0.00 16,070.00 1,500.00 0.00 0.00 0.00 0.00

EXPORT TO EXCEL GENERATE FILE
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6. The GST Compliant file generated by the Returns Offline tool (JSON format) will have to be
saved in your computer for uploading the same on GST portal. Click the Save button.

Do you want to save this file. or find a program online to open
it?

Mame: ..ns_10102017_R2_12ALYPDES28P1ZG_offline.json
Type: Unknown File Type, 3.32 KB
From: localhost

nd | | | |

harm your computer. K you do not trust the sounce, do not find a

@ While files from the Intemet can be useful, some files can potentially
program to open this file or save this file. YWhat 's the sk ?

7. Browse and select the path to save the .json file which needs to be uploaded in the GST
Portal.

0 » ThisPC » Downloads » Misc » Misc v O Search Misc

Organize « Mew folder
s
1M This PC
i Desktop Mo iterns match your search.
| Documents
4. Downloads
W Music
=] Pictures
8 Videos
& 0SDisk (C)

L SR lreturns 10102017 R2_12ALYPDB528P12G_offline.json

Save as type: |JSDN. File

‘* Hide Folders

8. Login to the GST Portal with your credential and upload the JSON file as discussed in the
above section.
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13. Troubleshooting Common Errors Encountered

Offline tool validates the uploaded data while saving and displays errors if any based on the validations
implemented in the Returns Offline tool. Some of the validations and error messages are explained and
shown in the screenshots below.

1. Please ensure you are entering the date in correct format. Expected formats are dd-mm-yyyy. If you are
facing errors in selecting dates in given format, then you can refer the below word document to change
the format of date.

2. Inwice value should be greater than INR 2,50,000 in case of B2CL (interstate supply to Unregistered
person}. In case inwice value is less than INR 2, 50,000, then an error is displayed. In such cases, enter
the amount more than INR 2, 50,000 in case of B2CL.

= GSTR Returns - g
2. Goods and Services Tax Offline Tool 19AAAWB0477A1Z0 | 2017-18
IMPORT FILES DELETE ALL DATA VIEW SUMMARY
Select Section®  B2C(Large) Invoices - 5A, 5B hd Q
#Invoice No.* #Invoice Date® #Total Invoice Value(Z)* #Place Of Supply * Supply Type ® E-Commerce GSTIN Actions
| 72,334.00 |
2344 ‘ ‘ 03-04-2017 | =) ‘ Invoice value should be greater than | 35-Andaman and Nicobar Is v | | Inter-State v

#2,50,000/-

BACK

3. Wrong input of GSTIN or Duplicate Inwice Number.

Returns Offline tool may not be able to validate the GSTIN whether the same is active or inactive on the
day of data entry but an error is displayed in case the same is not in the standard
format.

Similarly, if an inwice is uploaded twice in the same tax period in the Tool, then the earlier details get
overwritten. Howewer, if the same inwice is existing in the earlier tax period then the Tool may not be
able to identify the duplication and error message will be populated only when the return is uploaded to
the GST Portal.

GSTR Returns

Goods and Services Tax Offline Tool

IMPORT FILES DELETE ALL DATA VIEW SUMMARY
Select Section® | B2B Invoices - 4A, 4B, 4C, 68, 6C v Q
#Receiver GSTIN/UIN®  #Invaice No.* #Invoice Date ® #Total Invoice  #Place Of Supply Supply Type™ Invoice Type®  Reverse  E-Commerce GSTIN Actions
Vvalue()* - Charge
19AAAWB0476A1Z0 V344 02-04-2017 74,444.00 19-West Bt v Intra-State v Regular v
1SAAAWB0476A1Z0 V342 30-04-2017 M 74,444.00 19-West Bi ¥ Intra-State v Regular Vv
19AAAWB0476A1Z0 C234 03-04-2017 @4 25,555.00 19-West Bi v Intra-State v Regular v
1SAAAWB0476A1Z0 A342 03-04-2017 @4 74,455.00 19-West Bi ¥ Intra-State v Regular Vv
L9AAAWBO0477A1Z0 A342|
Receiver GSTIN Can't Be  Duplicate invoice L] 19-West Bc v Inter-State v Select ~ n
Same As Supplier GSTIN  number
DELETE
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4.

Following invoices contain invalid inputs.Invoice dates can not be
future dates and previous year dates. Please Check for Invoice dates

B2B: 1000

If anything is entered other than numeric value in the HSN/SAC of Supply field, then the Tool displays an

If excel or csv files contain future dates or if the format of the data is not correct, then the Tool displays

an error.

Warning

6. Some other general mistakes done by Users in filling the details resulting in errors are:

Date of inwice is after the date of Tax Period

Receiver GSTIN is same as of Supplier. This may arise if the taxpayers enters the details of self-
inwices of purchases/inward supplies from unregistered persons. These need to be reported in
GSTR 2.

No Inwice exists against corresponding Credit/debit note in case of Supplies to Registered
Taxpayers or Interstate Large Customers

Shipping bill date is prior to date of inwoice.

Selection of wrong section while importing csv or copy excel feature.

While entering multi rate in b2b, b2cl, cdnr, cdnur, exp sections using excel or csv, other than rate,
taxable value and cess all entry should be repeated in consecutive row.

For inwoice type SEZ supplier with/without payment and Deemed Exp, E-Com GSTIN is not allowed.
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