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Disclaimer  

 

This guide is prepared to deliver general academic information. It does not intend to provide any 

professional advice relating to any situation or content. Do not act on the basis of this guide without seeking 

professional advice on the related matter. Nothing is explicitly or implicitly guaranteed with respect to the 

information provided in the guide. Elearnmarkets aims at financial literacy and this guide is designed to 

promote the same. This information is updated as on 02.01.2017. Several amendments are issued from time 

to time and accordingly, the provisions mentioned herein may undergo changes.  





Note from the author 

The Income Tax Act, 1961 and the provisions have been in place for a long time, yet there are a few terms 

which are still difficult for the commoners to understand.  Among the other problems faced by the users, the 

most prominent one is with respect to clear understanding of important terms and their usage practically. For 

example: People know what a PAN Card is, but are either not aware as to how to apply for it or do not know 

as to how useful this document/ identity proof can be. Elearnmarkets is pleased to provide you with a 

comprehensive guide on the few important terms associated with income tax like - PAN Card, Form 26AS 

& Tax deducted at Source (TDS), Income  

 

Tax and associated topics to filing income tax return. It is inclined towards providing you with a detailed 

idea about the provisions as well the usage of these provisions practically. We have explained various topics 

along with diagrammatic representations, examples and case studies where required in this guide which will 

help you to navigate the guidelines.  

 

This guide will not only deal with the basic concepts that the users should understand but will also help the 

users to understand what documents/ information is required for filing the income tax return. We have 

compiled together information in terms of: applying for the PAN, obtaining Form 26AS, checklist of other 

miscellaneous information required and finally, steps for filing of income tax return. We hope that you will 

find this guide informative and it will solve all your queries with respect to the aforementioned topics. 

 

Shruti Gupta, 

Knowledge Associate 

(Elearnmarkets.com) 
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Chapter 1: Income Tax Return (ITR) 

 

1. Return of income/ Income tax return 

A return of income/ ITR is a form which is required to be submitted by the person to the Government giving 

details about the earned income and the taxes paid on that income. This information is required to be 

submitted through the online portal of Income tax department. Previously, the returns were accepted 

manually; however, currently return of income is to be submitted online only.Depending on the nature of 

income and status of a person, different forms are required to be filed; such forms can be easily downloaded 

from the one portal of income tax department www.incometaxindia.gov.in  

2. Forms  

As per the provisions of the Income Tax Act, 1961, the tax payers are required to submit the information 

about the return of income in the mode of a form, which can be downloaded from the online portal 

www.incometaxindia.gov.in. The types of available forms on the online portal are mentioned below: 

Name of the 

Form 

Purpose 

ITR – 1 

(SAHAJ) 

Applicable to an individual having salary or pension income or income from one 

house property (not a case of brought forward loss) or income from other sources 

(not being lottery winnings and income from race horses).  

 

ITR - 2 Applicable to an individual or a Hindu Undivided Family (HUF) having income 

from any source other than "Profits and gains of business or profession". 

 

ITR -  2A 
Applicable to an individual or HUF whose total income for the assessment year 

2016-17 does not include income from business or profession, capital gains. Further, 

an individual or HUF claiming foreign tax credit or having any asset (including 

financial interest in any entity) located outside India or having any signing authority 

in any account located outside India or having income from any source outside India 

cannot use this form for filing of return of income. 

 

ITR -  3 Applicable to an individual or a Hindu Undivided Family who is a partner in a 

firm and where income chargeable to tax under the head "Profits or gains of 

business or profession" does not include any income except the income by way of 

any interest, salary, bonus, commission or remuneration, by whatever name called, 

due to, or received by him from such firm. 

 

ITR - 4S 

(SUGAM) 

Applicable to individuals or Hindu Undivided Family or partnership firm (other 

than limited liability partnership firm) who have opted for the presumptive taxation 

scheme of section 44AD/44AE. 

 

ITR - 4 Applicable to an individual or a Hindu Undivided Family who is carrying on a 

proprietary business or profession. 

 

ITR - 5 This Form can be used by a person being a firm, LLP, AOP, BOI, artificial 

juridical person referred to in section 2(31)(vii), co-operative society and local 

http://www.incometaxindia.gov.in/
http://www.incometaxindia.gov.in/
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authority. However, a person who is required to file the return of income under 

section 139(4A) or 139(4B) or 139(4C) or 139(4D) or section 139(4E) or section 

139(4F) shall not use this form (i.e., trusts, political parties, institutions, colleges, 

investment fund etc.) 

 

ITR - 6 Applicable to a company, other than a company claiming exemption under section 

11 (exemption under section 11 can be claimed by charitable/religious trust). 

 

ITR - 7 Applicable to a person including companies who are required to furnish return 

under section 139(4A) or section 139(4B) or section 139(4C) or section 139(4D) 

or section 139(4E) or section 139(4F) (i.e., trusts, political parties, institutions, 

colleges, investment fund, etc.). 

 

ITR-V It is the acknowledgement of filing the return of income. 

 

[Source: Income tax India website (last visited 27.12.2016)] 

 

The return of income can either be filed by the offline mode in a paper form or it can be filed online using 

the electronic mode. This filing method will be discussed separately later in the upcoming chapters of this 

guide.  

 

3. Who should mandatorily file return of income online? 

The tax payers in the following table shall file the return of income in the forms as prescribed below only 

through the online mode.  

1. Any tax payer filing either ITR-1 or ITR-2 or ITR-2A having a refund balance in the income tax 

return or having a total income of more than Rs. 5,00,000/-  with or without Digital Signature 

Certificate (DSC) or e-verification mode.  

 

2.  All companies to file their income tax return electronically using the DSC. 

3. Firm or an individual or an HUF whose books of accounts are required to be audited under the 

provisions of section 44AB of the Act, 1961 using the DSC. 

 

4. Resident assessee having any assets including financial interest in any entity outside India with or 

without DSC or e-verification mode. 

 

5. Assesses claiming relief under the provisions of section 90, 90A or 91 with or without DSC or e-

verification mode. 

 

6. A tax payer filing under ITR-5 shall file online with or without DSC. 

 

7. A taxpayer who is required to furnish a report of audit under sections 10(23C)(iv), 10(23C)(v), 

10(23C)(vi), 10(23C)via), 10A, 10AA, 12A(1)(b), 44AB, 44DA, 50B, 80-IA, 80-IB, 80-IC, 80-ID, 

80JJAA, 80LA, 92E, 115JB or 115VW or to give a notice under section 11(2)(a) shall furnish the 

return electronically. 

 

8. Tax payers filing returns of income under ITR 3 or ITR 4 or ITR-7 shall file the return of income 

electronically using the following modes. 

(i) by furnishing the return electronically under digital signature; 

(ii) by transmitting the data in the return electronically under electronic verification code; 

http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
http://incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20filing%20the%20return%20of%20income
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(iii) by transmitting the data in the return electronically and thereafter submitting the 

verification of the return in Return Form ITR-V; 

 

 

With respect to the above points 7 & 8, kindly note that in case where the books of accounts are required to 

be audited under the provisions of section 44B of the Act, 1961 or the return  of income filed by the political 

parties, they need to mandatorily file the form using the DSC while e-filing.  

 

While filing any of these forms, the tax payer need not require attaching any documents along. However, 

they need to maintain all the relevant documents from where the information is drawn in the ITR for future 

reference purposes. 

 

4. Why should you submit the return of income? 

 

It is mandatory for all those who have taxable income to file the respective ITR as mentioned above. In case 

you do not have any taxable income, you are not restricted from filing ITR. Instead you may file a NIL 

return as well.  

 

Many of us are sceptical that filing the ITR may put us in trouble or we may receive several queries from the 

income tax department on our income. However, this is not a situation to worry about. It is always 

recommended to file the return of income to assure your/ the tax payer’s credit worthiness before the banks 

and financial institutions to cushion your financial needs as well. 

 

Filing the ITR prevents you from any penal provisions under the Act, 1961. Filing of the ITR is a very 

simple procedure which requires the information to be submitted as it is with you. E-filing is a much faster 

process than the manual filing, as e-filing can be done from any place. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this chapter, we have learned as to what is the return of income/ ITR, several forms that are available 

depending upon the status of a person to file the return of income, who should e-file the ITR, and why is 

it important to file the ITR. After understanding the meaning and the need of income tax filing, In the 

next chapter, we will learn as to what is required to get the filing process started. 
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Chapter 2: PAN Card 

 
 

Now the question arises as to why are we discussing about PAN, while discussing about the return of 

income.  

 

As mentioned above, e-filing is the easiest and most convenient way to file the return of income. So in this 

guide our major focus will be on e-filing/ online filing of the return of income.  Before filing the return of 

income online, the tax payer needs to register themselves on the website 

https://incometaxindiaefiling.gov.in/ by clicking on the tab “New to e-filing – Register yourself” which you 

will find on the extreme right hand side of the income tax website screen.  When you click on the tab 

register, you will see a window asking for your status details, as to whether you are an individual or HUF or 

a company etc. Check the respective box and then proceed. 

 

You will see that the first thing that is asked to register is your PAN details, as shown below. For example, 

suppose the tax payer is an individual. The details required will be: 

 

 
 

If you see the screenshot, you need to enter the PAN card details as the first basic detail. In three steps you 

will be able to register yourself and then you can easily login with your user id as the PAN number and the 

password as generated by you in the registration process. And then you can proceed with the e-filing 

process, as discussed later in the other chapter of this guide. 

 

PAN is a unique ten-digit alphanumeric 

number allotted by the Income Tax 

Department.  

 

https://incometaxindiaefiling.gov.in/
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PAN is not only used while filing the return of income, it is always relevant at various Government places 

and statutory form filing procedures. 

 

Let us quickly discuss know in details about PAN Card. 

 

1. What does the ten-digit number signifies? 

Let us understand this with the help of an example. Suppose the PAN of an individual is ACKPA2569S (as 

shown in the above picture). 

 

 
 

 

 
 

Similarly, the other alphabets will denote the following: 

o C – Company  

o P – Person 

o H — HUF (Hindu Undivided Family) 

o F — Firm 

o A — Association of Persons (AOP) 

o T — AOP (Trust) 

o B — Body of Individuals (BOI) 

o L — Local Authority 

o J — Artificial Juridical Person 

o G — Government 

 

The first three characters of a PAN signify 

a part of an alphabetical series which runs 

from AAA to ZZZ. In this example the PAN 

holder is a part of the series ACK.  

 

The fourth character signifies the status 

of the PAN Card holder. Status herein 

means as to whether the PAN Card 

holder is an individual or a company etc. 

In this case, the letter is P, which means 

the holder is a person.  
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The tenth character is again an alphabet which is generated automatically by applying a formula to the 

preceding nine characters.  

 

2. Benefits of PAN Card 

PAN Card serves as an important identity proof; it helps in linking all the information of a PAN Card holder 

to the transactions carried on by him. The transactions include filling of TDS return, filing of income tax 

return, depositing cash in bank above a certain limit, investing, borrowings etc. Once you quote PAN in any 

of the above transactions, or anywhere else which mandatorily requires PAN, the details of all such 

transactions will get pegged with the PAN and the statutory authorities will be able to track all such 

transactions, by simply entering the PAN of the card holder. 

 

3. Who must have a PAN? 

Every person with a total income 

exceeding the maximum 

exemption limit as per the 

Every person carrying 

on business or 

profession whose 

Every person entering into specified 

financial transaction where quoting of 

The fifth character signifies the following: 

 

 In case the PAN Card holder is an 

individual, the fifth character is the 

initial of the card holder’s surname.  

 In case the PAN Card holder is a non-

individual, the fifth character is the 

initial of the card holder’s name. 

 

The next four digits, as shown below, in 

a PAN Card signify numbers. 
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income tax slab  

 

turnover exceeds Rs. 5 

lakh in any year.  

 

PAN is mandatory  

 

To claim set off for the tax 

deducted at source  

 

Service tax payers  

 

Importer/ Exporter  

 

 

Rule 114B of the Income Tax Act, 1961 provides the list of transactions wherein quoting PAN is mandatory. 

This rule has also undergone few changes which are incorporated below. 

Amongst the several areas where PAN number is essential, following are the six most important areas 

wherein PAN is required. 

 

• Opening of a bank account except basic savings account  

• Application for issue of debit or credit card  

• Application for demat account  

• Purchase/ Sale 

• Payment in excess of Rs. 50,000/- for purchase of mutual fund units, acquiring bonds, deposit 

of cash in a single day with bank  

• Sale or purchase of securities other than shares exceeding Rs. 1 lac/transaction  

• Sale or purchase of shares of company not listed in a recognized  

     stock exchange for exceeding Rs. 1 Lac  

 

4. Steps to apply for a PAN: 

In case you do not have a PAN card and you are willing to file an ITR. Go through the following process to 

apply for the same. You can either apply for the PAN Card online or through one of the facilitation centres 

registered with National Securities Depository Limited (NSDL). 

 

Step 1: For making an application for a PAN Card, you need to first download a form from the link: 

https://www.tin-nsdl.com/ 

 

 In case you are a resident of India, download Form 49A. 

 In case of individuals not being citizens of India, download Form 49AA. 

 

Step 2: After downloading the form, go through it thoroughly. You will require two recent passport size 

coloured photograph and the prescribed documents as an identity proof. 

The initials POI used in the form means Proof of Identity and POA means Proof of Address. 

 

Step 3: Once you have filled the application form, submit it to nearest PAN facilitation centre along with the 

required fee. You can find our nearest PAN facilitation centre here - https://www.tin-nsdl.com/tin-

facilities.php 

 

Step 4: When you submit the filled application form, you must mention the designation and code of the 

concerned Assessing Officer of the Income Tax department in the form downloaded by you. In case of any 

confusion, consult the facilitation centre which will help you with the details required. 

 

https://www.tin-nsdl.com/
https://www.tin-nsdl.com/tin-facilities.php
https://www.tin-nsdl.com/tin-facilities.php
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Step 5: After completing all the above steps and having applied to the facilitation centre, you can also check 

the status of the PAN Card application by clicking on the link below: 

https://tin.tin.nsdl.com/pantan/StatusTrack.html 

 

5. Do you want to change/ rectify your PAN Card details? 

In case you already have a PAN Card, but you want to rectify the details such as change in address, name 

etc. Follow the procedure mentioned below: 

 

Step 1: Click on the link https://www.tin-nsdl.com/download/pan/PAN-CR-FORM.pdf and download the 

form.  

 

Step 2: For the changes/ correction in the PAN Card fill the appropriate details in the form downloaded 

above by selecting the boxes on the left side. In case of application for re-issuance of PAN without any 

changes, fill the required details without filling the boxes on the left side. 

 

There is a barrage of service provider and service receivers. Huge amount of money flows in the economy. 

Amidst several transactions, PAN provides an assurance of the user’s identity and helps the service 

providers to have trust and confidence in their customers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Having a PAN Card is the first step towards filling your income tax return. Earlier in this guide, we 

have also discussed about the various documents that are required to be kept for future references. In the 

next chapters, we will first discuss about such documents and then learn the process of e-filing of the 

return of income. 

 

https://tin.tin.nsdl.com/pantan/StatusTrack.html
https://www.tin-nsdl.com/download/pan/PAN-CR-FORM.pdf
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Chapter 3: Form 26AS 

While filing our return of income, we come across several fields which require following information from 

the assessee such as - Tax deducted at Source (TDS), Tax Collected at Source (TCS), Self Assessment Tax 

or Advance Tax paid, Refund received, High Value Transactions. How easy would it be if we can get a track 

of all such information at one place? Well, Form 26 AS provides you all such information in the form of a 

consolidated statement. We often fail to remember about the innumerable TDS deductions made during the 

financial year. We may have paid advance tax and failed to take it into consideration while making payment 

for regular tax. Due to the miscalculation, we end up paying incorrect amount of taxes. Among other 

information, miscalculation of total TDS amount is the most common mistake of all. An assessee may have 

had large volume of transaction on which tax had been deducted at source and may not remember all.  

TDS is a factual amount, based on the payments/income received by you from various sources of income 

and is not an estimated figure. Whether you have numerous TDS transactions or a few of them, an assessee 

can get the entire information in Form 26AS. 

 

Let us discuss what is TDS and how can as assessee obtain Form 26AS. 

 

1. What is TDS? 

TDS stands for Tax deducted at Source. “At Source” means at the point of origin or issue. Herein it means 

that tax is deducted at the origin of income. 

Example 1: Mr. X is a salaried person working in ABC Limited. His income is taxable as per the respective 

tax slab under the provisions of the Income Tax Act, 1961. Herein, ABC limited will pay salary to Mr X 

after deducting the tax amount (as calculated under the respective slab for the financial year) and pay the 

balance amount. Thus, salary refers to the source of income and the amount deducted refers as the TDS 

amount. In this case ABC Limited is the Deductor (one who deducts TDS) and Mr. X is the Deductee (on 

whose behalf TDS is deposited). 

 

Now the question arises that when we already pay our tax at the end of the financial year, then why to bear 

the extra burden of TDS? 

 

Hereby note that TDS is not an additional tax that you need to pay. TDS amount can be claimed by the 

Deductee at the time of calculating self assessment tax. 

 

In case of above example, ABC Ltd. (Deductor) will be required to deposit the TDS amount with the 

Government. After this, the Deductor will submit TDS return on quarterly basis with the NSDL.The 

underlying purpose of depositing the TDS return is to inform the Government about the total amount of 

payments made, nature of payments, Deductee details etc. On the basis of the TDS returns submitted, the 

deductee can avail the claim at the later stage. You will see that TDS is deducted on several sources of 

income i.e. interest income, dividend income, royalty income, income from professional services etc. Now 

in case you have multiple deductions during the year, it becomes very difficult to trace the total amount of 

TDS paid. Hence, you end up calculating wrong tax amount. 

 

To cross check as well as to prevent any miscalculation with respect to the total unclaimed TDS amount, 

you need to simply download Form 26AS.  

 

2. How to access Form 26AS? 



Step 1: Form 26AS is a form that you are required to download by logging into TDS Reconciliation 

Analysis and Correction Enabling System of the Income Tax Department (TRACES) (Link: 

https://www.tdscpc.gov.in/app/login.xhtml ). 

 

 
 

Step 2: Click on this link https://www.tdscpc.gov.in/app/login.xhtml to view the form. In case you already 

have an account with TRACES, you would have been allotted the user id and password with which you can 

proceed, in case not, you can click “Register as new user” and proceed. 

 

Step 3: Once you proceed with new user registration, a pop up will appear wherein you can select the option 

as taxpayer and proceed, following window will appear on the screen, under which you mandatorily require 

PAN. 

 

Once you complete the four steps mentioned therein, you will get a user id and password. You can login 

with such details along with the PAN number and get Form 26 AS.  

 

 
 

 

https://www.tdscpc.gov.in/app/login.xhtml
https://www.tdscpc.gov.in/app/login.xhtml
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3. Structure of Form 26AS 

Form 26 AS is divided into three parts: 

 

PART A PART B PART C 

Details of tax deducted at 

source (TDS) 

 

Contains name of the 

deductor, TAN number, 

amount of tax deducted. 

 

Details of tax collected by 

the seller on the goods sold.  

 

Contains all the details 

related to seller and tax 

collected.  

 

Direct tax paid by the assessee 

 

Contains details of advance tax paid, self-

assessment tax, challan details  

 

 

You can view the details online or download the details in Portable Document Format (PDF) as well. For 

opening the PDF, you will have to enter the password, as instructed therein. 

Note: Regularly check your e-mails received from TRACES/ Income tax so as to keep a track of any 

information/ changes received from the department. 

 

The credit of TDS is given on the basis of the TDS return submitted and the credit of that deducted amount 

is shown in Form 26AS.  

 

Example 2: Mr Y maintains a Fixed deposit of Rs. 20,00,000 with Axis bank @8 % p.a. The quarterly 

interest paid by the bank is Rs. 36,000/- [40,000 – 10% (40,000) TDS amount] .This amount of Rs. 4000 is 

deducted for the period of April – June which will be shown in the TDS return filed by the Axis bank in 

July. The TDS return contains the details of the interest amount, TDS paid, PAN of Mr. Y and other related 

details. On submission of the TDS return by the Axis bank, the details will appear in Form 26AS of Mr. Y. 

and basis this, Mr. Y will be able to calculate the total TDS for the entire financial year and claim it 

accordingly. Also Mr. Y will receive TDS certificate from Axis Bank after the submission of the TDS 

return. You can always cross-check Form 26AS and TDS certificate to see if they tally with each other. In 

case of any mismatch, which is usually due to the wrong PAN entered, the Deductee/ Mr Y in this case can 

inform the Deductor/ Axis Bank in this case. Thereby, Axis Bank will be required to revise the TDS return, 

then the amount of TDS will be shown in Form 26AS. Tax credit will be available on the basis of Form 

26AS only, so one needs to thoroughly check the amount of TDS to be claimed before filing the income tax 

return or making payment for self assessment tax. 

 

4. TDS Certificates: 

You should always cross check the TDS certificates (Form 16/ Form 16A) with Form 26AS. This will 

inform you as to whether the tax deducted by the Deductor has actually been deposited with the Government 

or not. To ensure the authenticity of TDS certificates, one should always ensure that it is downloaded from 

TRACES only.  

In case you need to know about the TDS information in details, you can also refer to the FAQs section of the 

income tax website here:  

http://www.incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20Tax%20Deducted%20at%20Source

%20(TDS)  

Always check the PAN number before quoting it anywhere on the government sites or related transactions. 

Form 26 AS provides you the factual data required while filing your income tax return. This prevents any 

kind of error in filing of the return. It also helps you in calculating the amount of income tax correctly, as it 

http://www.incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20Tax%20Deducted%20at%20Source%20(TDS)
http://www.incometaxindia.gov.in/Pages/faqs.aspx?k=FAQs%20on%20Tax%20Deducted%20at%20Source%20(TDS)
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provides the amount of tax already paid by us in the form of TDS and advance tax. Apart from the self 

assessment tax, we also need to periodically pay advance tax according to the provisions of the Income Tax 

Act, 1961. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the next chapter, we will know about advance tax, its due date and the methodology to calculate the 

same. While calculating the self-assessment tax to be paid, one must consider whether the amount of 

advance tax has already been deducted, to arrive at the correct amount of tax payable. 
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Chapter 4: Advance tax  

As the name suggests, advance tax is the amount of tax to be paid in advance on the basis of the estimated 

tax liability. An assessee is required to pay advance tax by calculating the expected income to be earned for 

the entire financial year. Advance tax is required to be paid only when the tax liability on the expected 

annual income amounts to Rs. 10,000 or more in the year when income is earned. This amount is not 

required to be paid in lump sum but periodically in quarters based on the income tax provisions. 

 

1. Advance tax schedule1 

 

2. Who shall mandatorily pay advance tax?  

As per the provisions of section 208 of the Act, 1961 every person whose tax liability for a year is computed 

to be Rs. 10,000/- or more shall pay the advance tax. However, a senior citizen having no income from 

business or profession shall not pay any advance tax. A salaried person is not required to pay advance tax, as 

tax is already deducted in the form of TDS from the salary income by the employer. Hence, the person other 

than the salaried class is required to pay advance tax.  However, any income earned apart from the salary 

income; the salaried employee will be required to pay advance tax on that income separately.  

 

3. Calculation of advance tax/ Advance tax calculator 

By clicking on the link http://www.incometaxindia.gov.in/pages/tools/advance-tax-calculator.aspx you can 

easily calculate your advance tax value. (The complete calculation of the income tax as well as advance tax 

will be learned in the later chapters) 

 

4. Calculation of advance tax 

Consider the total expected amount of income to be earned during the year and reduce the expected amount 

of expenses that are to be incurred during the year from it. Also check Form 26 AS to know the details of the 

TDS deducted. After calculating the net income and considering the TDS amount, if the resulting tax 

liability amounts to Rs. 10000 or more, then you will be liable to pay advance tax.  

 

                                                        
1 http://search.incometaxindia.gov.in/pages/results.aspx?k=advance%20tax%20due%20dates  

On or before 15th June - upto 15% On or before 15th September - upto 45%

On or before 15th December - upto 75% On or before 15th March- upto 100%

Advance tax due dates

http://www.incometaxindia.gov.in/pages/tools/advance-tax-calculator.aspx
http://search.incometaxindia.gov.in/pages/results.aspx?k=advance%20tax%20due%20dates
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5. Procedure for payment 

You can make advance tax payment online by clicking on the link: https://onlineservices.tin.egov-

nsdl.com/etaxnew/PopServlet?rKey=-995699541 the challan no. / ITNS will appear on the screen.  

 
 

When you see the above screen, enter the details required and select the type of payment as “(100) Advance 

tax” and then proceed with the selection of bank name, make the payment and you are done with the 

compliance. 

 

6. Penalty 

What if you fail to pay advance tax timely? According to the provisions of section 234C of the Income Tax 

Act, 1961 “........the assessee shall be liable to pay simple interest at the rate of one per cent per month for 

a period of three months on the amount of the shortfall from fifteen per cent or forty-five per cent or seventy-

five per cent, as the case may be, of the tax due on the returned income;”. 

 

Advance tax helps the Government to receive money throughout the year which helps them with the 

necessary funds. It also helps to keep the money flowing in the economy via the expenditure incurred by the 

Government through various projects.  

 

 

 

 

 

 

 

 

 

 

To summarise, in simple terms the major information which is required for filing your ITR are: 

 Information about your income (which you already possess) 

 PAN (For login purpose) 

 Form 26AS for TDS details (To take credit of the taxes already paid) 

 Advance tax paid information/ challan. (To calculate the balance tax liability post deducting the 

advance tax paid during the year. 

Now when we are aware of the major information required for filing ITR, we need to understand the 

process of computation of our income.  In the next chapter we will learn about the computation of 

income.  

 

https://onlineservices.tin.egov-nsdl.com/etaxnew/PopServlet?rKey=-995699541
https://onlineservices.tin.egov-nsdl.com/etaxnew/PopServlet?rKey=-995699541
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Chapter 5: Income tax slab & Computation of 
Income 

Payment of income tax is not a random decision. There is a well-placed system on the basis of which we are 

supposed to pay our taxes. So, before we learn as to how to calculate the total income, let us know as to 

under what tax slab we fall. 

 

1. Income Tax slab [Financial Year (FY): 2016-17 & Assessment Year (AY): 2017-18]: 

For individuals, HUF, Association of Person (AOP) or Body of Individual or artificial juridical person 

 

Taxable Income Tax Rate 

Up to Rs. 2,50,000 NIL 

Rs. 2,50,000 to Rs. 5,00,000 10% 

Rs. 5,00,000 to Rs. 10,00,000 20% 

Above Rs. 10,00,000 30% 

 

Resident senior citizen (Age of 60 years or more but less than 80 years) 

 

Taxable Income Tax Rate 

Up to Rs. 3,00,000 NIL 

Rs. 3,00,000 - Rs. 5,00,000 10% 

Rs. 5,00,000 - Rs. 10,00,000 20% 

Above Rs. 10,00,000 30% 

 

Super senior citizen (80 years or more) 

 

Taxable Income Tax Rate 

Up to Rs. 5,00,000 NIL 

Rs. 5,00,000 - Rs. 10,00,000 20% 

Above Rs. 10,00,000 30% 

 

 Additionally, rebate u/s 87A is “The rebate is available to a resident individual if his total income 

does not exceed Rs. 5,00,000. The amount of rebate shall be 100% of income-tax or Rs. 5,000, 

whichever is less.” 

 In case the total income exceeds Rs. 1 crore, surcharge @15% shall be applied on the tax calculated.  

 Further an Education Cess (EC) @2% shall be applied on the calculated amount of surcharge and 

income tax. 

 Secondary and Higher Education Cess shall be applied @ 1% on the calculated amount of surcharge 

and income tax. 

  

Apart from the individuals mentioned above, others will be taxed as follows: 

 

Status Tax rates 

 

Partnership firms (including LLP), Local 

Authority and domestic companies 

 

30% 

 40% 
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Foreign companies  

  

 

For detailed information on the surcharge and cess details of the above tax payers, please refer to the link 

http://www.incometaxindia.gov.in/pages/charts-and-tables.aspx  

 

2. Format for computation of income: 

Particulars Amount (Rs.) Amount (Rs.) 

HEADS OF INCOME   

Income from Salary XXX  

Income from House Property 

 Income from self-occupied property 

 Income from let-out property 

XXX  

Profits & Gains from Business/ Profession XXX  

Capital gains 

 Short term capital gain u/s 111A 

 Short term capital gain not covered u/s 

111A 

 Long term capital gain @20% 

Long term capital gain @10% 

XXX  

Income from Other Sources XXX  

Total  XXX 

Agricultural income XXX  

Deductions 

 LIC 

 Annuity 

 PPF deposit 

 Repayment of housing loan 

 Deposits with Sukanya Samridhi 

Accounts 

Any other deductions (u/s 80C) 

XXX  

Other deductions  u/s 80D to 80TTA such as 

Mediclaim, interest on savings banking 

account etc 

XXX XXX 

Net Taxable Income  XXX 

Income Tax @ Normal Rate 

LTCG, STCG separately  

XXX  

Surcharge XXX  

EC XX  

SHEC XX XXX 

Taxable amount  XXX 

 

Note: The above format is an example of the major heads, deductions etc that are required to calculate the 

amount of income tax payable. 

 

IF you click on this link, http://www.incometaxindia.gov.in/pages/tools/income-tax-calculator.aspx, the 

following window will appear named as Income Tax Calculator, on the screen which will help you to 

calculate your income tax liability easily. 

http://www.incometaxindia.gov.in/pages/charts-and-tables.aspx
http://www.incometaxindia.gov.in/pages/tools/income-tax-calculator.aspx
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In this process, you will just require clicking the boxes, filling in the available details and then the income 

tax liability will be auto generated. Alternatively, you may also do it manually, by following the tax slabs as 

mentioned above. 

 

Always remember that while calculating the balance income tax payable at the end of a year, do consider 

checking Form 26AS for all the advance payments of taxes made in the form of Advance tax or TDS (as 

discussed in details above).  

 

So by now you have already learned as to how to access the income tax website, details required to login, 

checking of form 26AS, taking the claim for all the advance payments made. In this chapter, you have also 

learned the procedure to calculate the income tax liability.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now before we learn the final step of filing the income tax return, there are few incomes which are not 

considered as income at all for tax purposes.  This implies that when make certain investments as 

specified in the Act, 1961, you get the benefit of exemption from taxes subject to the limitations 

specified in the respective sections of the provisions. In the next chapter, we will learn about such tax 

free incomes/ investments which are not taxable at all.  
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Chapter 6: Tax free incomes 

In the above lesson, we learned about the procedure to calculate the income tax payable. But do you know 

that there are certain types of investments which help you top pull down your income tax payable amount. 

Sub-section (1) of Section 80C of the Act, 1961 states that “In computing the total income of an assessee, 

being an individual or a Hindu undivided family, there shall be deducted, in accordance with and subject to 

the provisions of this section, the whole of the amount paid or deposited in the previous year, being the 

aggregate of the sums referred to in sub-section (2), as does not exceed [one hundred and fifty thousand 

rupees].” Apart from this Section 10 of chapter III of the Act, 1961 states the income which does not form 

part of total income.  

 

Section 80 along with Section 10 provides certain types of income/ investments which are completely 

exempted from the taxable income or such investments which are not included in the total income itself and 

thereby fall under the EEE (Exempt, exempt, exempt) status subject to the limits as mentioned below. 

Let us quickly know about the six tax free investments which are simply exempted from your taxable 

income. 

 

Investment Provision Maximum tax 

exemption on the 

investment amount of  

Details 

 

Life 

Insurance 

Premium 

(LIP) 

 

Section 80C 

read with 

Section 10(D) 

 

Rs. 1.5 lakh 

Life insurance is basically preparing 

oneself towards the future. Typically it 

covers moneyback policy, term policy, 

endowment policy which are subject to 

exemption, both at the time of payment of 

premium and redemption stage. 

 

Public 

Provident 

Fund (PPF) 

 

 

Section 80C 

read with 

Section 10(11) 

 

Rs. 1.5 lakh 

PPF is one of the retirement planning 

investment tool. In this case as well, both 

the annual payments as well the redemption 

amount at the time of maturity are 

exempted from taxation. 

 

 

National 

Pension 

Scheme 

(NPS) 

 

Section 80CCD 

 

Rs. 1.5 lakh 

NPS is also one of the retirement planning 

investment wherein the investments are 

channelized in debt or equity. The investor 

can choose the preferred portfolio.  

 

 

Pension 

 

 

Section 80CCC 

 

 

Rs. 1.5 lakh 

 

Pension is a kind of life insurance scheme 

which provides not only for your security 

but also for the your dependants/ family. 

 

 

Fixed 

Deposits  

 

 

Section 80C 

 

 

Rs. 1.5 lakh 

 

The amount of investment in 5 year fixed 

deposits is also exempted from the 

provisions of income tax. This kind of 

investment is suitable for risk averse 

investors. 
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Note: Provisions under section 80C such as 80CCD, 80CCE etc shall have an aggregate limit of Rs. 1.5 

lakh. This implies that the limit of deductions is not on individual basis but Rs. 1.5 lakh of total deductions 

as a whole. 

 

It is our duty & responsibility to make due payment of taxes timely. Evading tax is not an option to save 

taxes; it is illegal and calls for huge penalty. Taxes can too be saved through other means such as earnings 

from tax free incomes. The afore-mentioned provisions will help you to save taxes and would suggest you 

some useful areas to invest. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now, when you are well aware of all the important information that are mandatorily required 
for filling income tax return, let us quickly run through the format for computation of income in 
the next chapter before learning the procedure to file income tax online. So this is for all the tax 
payers who may not have been aware on the exemption part. Next time, when you file your 
income tax return, ensure yourself not to forget to take the benefit of the 100% tax free 
category. 
 
Hence, in order to maintain a balance between the income tax liability and savings, you may 
always invest in the above tax free incomes and save more.  So now the process of calculation of 
income tax also involves taking the claim of all the exempted incomes apart from the prepaid 
taxes. 
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Chapter 7: Filing of income tax return  

 

With the advancement of technology, everything is becoming digital. We often take the help of a service 

provider for availing online taxation services. Starting from payment of taxes to filing our income tax return, 

we depend on a Chartered Accountant or a tax facilitation centre to do the needful. Going online, making the 

payment, clicking the right form etc, may seem to us a tedious or a risky affair. But the process is much 

easier as it seems to be. To put an end to your myth, we will take you through the process of payment of 

income tax through the online mode, which is the preferable mode and the offline mode in brief.  

 

We will learn this process in two ways: firstly with the help of the income tax website itself and secondly, 

with the help of a third-part website which provides you a free and easy platform for filing of the income tax 

return. 

1. Preparation and submitting of the ITR 

Step 1: Login to the income tax website. Enter the PAN Number, password, date of birth/ date of 

incorporation in case of a company, te security code/ captcha as given on the \screen and then proceed.  

(Link: https://incometaxindiaefiling.gov.in/e-Filing/UserLogin/LoginHome.html.) 

Step 2: Go to the tab “e-file” and CLICK ON “Prepare and submit online ITR”  

 

Step 3: Remember at this stage that you can only avail the online filling up option for ITR 1 & 4S. Select the 

respective assessment year. Select the box for the DSC and then proceed. 

 

Step 4: You will get the tabs named as “Instructions, Personal information, Income details, tax details, taxes 

paid and verification, 80G, details of assets and liabilities.” Enter all these details and then click the submit 

button. 

 

Step 5: You may also save the return online and then come back again to refill the form. 

 

2. Uploading the ITR  

Apart from the above-mentioned ITR, you will require to fill the excel sheet by downloading it on your 

computer system for rest of the ITRs as mentioned on the income tax website. Read the instructions 

carefully as mentioned on the website with respect to the java utilities etc required. The screenshot of which 

is shown below: 

 

https://incometaxindiaefiling.gov.in/e-Filing/UserLogin/LoginHome.html
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You have two options; either to download MS Excel utility form or the java utility form, as provided below: 

 

Excel utility 

 
ITR2_2016.zip

 
Java utility 

 
 

 

In both the cases, an XML file will be generated which will be required to be uploaded to the income tax 

website. 

 

3. EXCEL UTILITY 

Step 1: When you click the excel utility folder as mentioned above, you will find a series of excel tabs, the 

screenshot of which is shown below: 

 

 
 

Step 2: The assessee is required to click on the tabs one by one and fill all the necessary fields, as discussed 

in the previous chapters such as income details, deductions, exempted income, advance tax challan details, 

TDS details etc. 

 

Step 3: Once you have entered all the details in the respective tabs, then you come down to the tab as 

highlighted below, wherein you can press te calculate tax button and then generate the XML to be uploaded 

in the income tax website. In this case, always try to pay excess tax if possible because anyways it is going 
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to be refunded to you, instead of waiting for the last date of filing the return, paying te tax payable balance 

and facing any delay in payments and interest penalty. 

 

Step 4: Also note that after filling the fields mentioned in the ITR, do not forget to validate each sheet to 

avoid the uploading problems. 

 

 
 

4. JAVA UTILITY 

Step 1: In this case you will need to download the JAVA utility version as provided in the instructions link 

here: https://incometaxindiaefiling.gov.in/eFiling/Portal/StaticPDF/Java_Setup.pdf   

 

Step 2: Download the JAVA utility ITR form and then extract the same on the desktop for convenience. 

Once you extract, you will find the following folders, as shown below: 

 

 

https://incometaxindiaefiling.gov.in/eFiling/Portal/StaticPDF/Java_Setup.pdf
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Step 3: Click on the highlighted file. The following window will appear on the screen.  

 

 

 
 

 

Step 4: Fill in the necessary details and then submit the form, which will redirect you to the income tax 

upload return site. 

 

These were the two procedures which may seem confusing but are way simple to understand, prepare and 

upload the return online. 

 

5. Third-party help 

In case you find the above two options cumbersome, you may also resort to innumerable third-party reliable 

websites, which are customised and assist you in filing the return in the simplest manner. Let us understand 

this process with the help of the following example. 

 

Step 1: Click here: https://cleartax.in/paytax/y2016/0/Permanent  

 

 

https://cleartax.in/paytax/y2016/0/Permanent
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Step 2: These sites will help you prepare te income tax return in a much sorted form. However, after the 

XML file is generated you will always be redirected towards the income tax website. 

 

ITR V -- As mentioned an acknowledgement receipt will be generated for your record purposes. Kindly 

note the following: 

 

Return submitted with the digital signature 

affixed 

Keep the acknowledgement receipt with yourself for 

record purposes.  

Return submitted without the digital signature 

affixed 

You will receive a copy of ITR V in your registered e-

mail id. Take a print of the same and mail it to the central 

processing centre, Bengaluru for verification. It is only 

when you send the copy of ITR V in this case 

specifically; the procedure of return filing is completed.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The due date for the individual income tax return filing is 31st July, 2017 for the AY 2017-18. So do not 
delay much, Keep all the documents prepared and file your income tax return by yourself this year. 
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