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Entering Details in Offline Utility
Upload the Generated JSON File

Download Error JSON File

About Form GST ITC-04 Offline Utility
1. What is Form GST ITC-04 Offline Utility>

Form GST ITC-04 Offline utility is an Excel-based tool to help taxpayers to prepare their Form
GST ITC-04 declaration offline. Taxpayers may use the offline utility to furnish details of
goods/capital goods sent to job worker and received back etc. in every Quarter.

2. Who needs to file GSTITC-04 Offline Utility?

Aregistered person (Principal) is required to file adeclaration in ‘Form GST ITC-04’ every quarter,
within the prescribed time, if the principal is sending any inputs or capital goods to a job worker
(both registered and unregistered) without payment of tax and receives it back or sends it out to
another job worker or supplies from premises of job worker to customer directly.

3. What are the features of Form GST ITC-04 Offline Utility?

The Key Features of Form GST ITC-04 Offline Utility are given below:
= Details of Table 4, 5A, 5B and 5C can be prepared offline with no connection to Internet.
= Most of the data entry and business validations are inbuilt in the offline utility reducing
chances of errors upon upload to GST Portal.

4. Can Ifile Form ITC-04 using Offiine Utiliy>
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No. Filing can take place only online on the GST Portal. Using Offline Utility, you will be able to
prepare details of Table 4, 5A, 5B and 5C of Form GST ITC-04. Once, you have uploaded the
prepared details onthe GST Portal, you must file return on the portal with your Login credentials.

Details for following Tables of Form GST ITC-04 can be entered by taxpayer using the offline
Tool:
= Table 4: Details of inputs/capital goods sent for job -work
= Table 5A: Details of inputs/ capital goo ds received back from job worker to whom such
goods were sent for job work; and losses and wastes
= Table 5B: Details of inputs / capital goods received back from job worker other than the
job worker to whom such goods were originally sent for job work; and losses and wastes
= Table 5C: Details of inputs/ Capital goods sent to job worker and subsequently supplied
from premises of job worker; and losses and wastes

Download Form GST ITC-04 Offline Utility

To download and open the Form GST ITC-04 Offline Utility in your system fromthe GST Portal,
performfollowing steps:

Access the GST Portal: www.gst.gov.in.

Go to Downloads > Offline Tools > ITC-04 Offline Tool option and click on it.

Unzip the downloaded Zip file which contain ITC_04_Offline.xls excel sheet.

Openthe ITC_04_Offline xIs excel sheet by double clicking on it.

Read the ‘Instruction_sheet instructions on excel sheet and then fill the worksheet
accordingly.

o howobdeR

Note: Downloading the ITC-04 Offline utility is a one-time activity. However, the utility may get
updated in future. So, always use the latest version available on the GST Portal.

No. You can download the Form GST ITC-04 Offline Utility under ‘Downloads’ section, without
logging in to the GST Portal.
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The offline functions work best on Windows 7 and above and MS EXCEL 2007 and above.

As of now, Form GST ITC-04 Offline utility cannot be used on mobile. It can only be used on
desktop/laptops.

While Opening the Excel sheet, if you see error message box like: "Compilation error in module
due to incompatibility with the version, platform or architecture™ please ignore this message and
see if excel sheet works or not. In case it does not work, you need to use latest MS Office for
successful export of your data.

Worksheet Tabs in Form GST ITC-04 Offline
Utility

There are 6 worksheet-tabs in ITC-04 Offline Utility. These are:
1. Instruction_Sheet

Home

Table 4

Table 5A

Table 5B

Table 5C

o0k wnN

12.

The “Instruction_Sheet” sheet contains Introduction and help instructions for you to read and
use themto easily fill data in Form GST ITC-04 Offline Utility.

13.
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On click of ‘Home’, offline utility navigates to the Home sheet.

After entering the data in each sheet, you must click on ‘Validate Sheet’ button to validate the records. If
there are any errors, then those errors will be displayed in ‘Sheet validation errors’ column. You must
correct these errors before you move to next sheet or generate JSON file to upload.

The Home sheet is the main page of the utility. It is used to perform following 4 functions:

1. Enter mandatory details - GSTIN of Principal, SEZ Unit/Developer, Financial Year and
Return Period - Without entering these details, you will not be able to validate the data
which you entered in various worksheets and also you will not be able to generate the
JSON file.

2. Generate JSON file, for upload of Form GST ITC-04 return details, prepared offline on
GST portal, using Generate JSON File to upload button.

3. Import and open Error JSON File downloaded from GST portal using Open Downloaded
ITC-04 JSON/Error File button.

The Table 4 sheet is used to perform following 3 functions:
1. Enter details of inputs/capital goods sentfor job-work.
2. Validate the entered details using the Validate Sheet button.
3. Navigate tothe Home page by clicking onthe Home button or navigate to the next sheet.

The Table 5A sheet is used to perform following 3 functions:
1. Enter details of inputs/ capital goods received back from job worker to whom such goods
were sent for job work; and losses and wastes.
2. Validate the entered details using the Validate Sheet button.
3. Navigate to the Home page by clicking on the Home button or navigate to the next sheet

The Table 5B sheetis used to perform following 3 functions:
1. Enter details of inputs / capital goods received back from job worker other than the job
worker to whom such goods were originally sent for job work; and losses and wastes.
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2. Validate the entered details using the Validate Sheet button.
3. Navigate to the Home page by clicking on the Home button or navigate to the next sheet

19.

The Table 5C sheetis used to perform following 3 functions:
1. Enter details of inputs/ Capital goods sent to job worker and subsequently supplied
from premises of job worker; and losses and wastes.
2. Validate the entered details using the Validate Sheet button.
3. Navigate to the Home page by clicking on the Home button or navigate to the next sheet

Entering Details in Offline Utility
20.  How can Iprepare details in Offline Utility>

For preparing details in Offline Utility, download the utility from GST Portal and fill up required
details, create JSON file and then upload it on the GST Portal.

No, the offline utility cannot populate name of the taxpayer based on GSTIN, as details will not be
there to fetch name of the taxpayer in Excel/offline utility. However, it can validate structure of
GSTIN when GSTIN is entered in “Home” sheet of Offline utility.

22. Can lenter negative or decimal amounts in the offline utility?

You cannot enter any negative values in the offline utility. However, you can enter values upto
two decimal point.

23.  Cantheoffline utility validate all details entered init>

No, the offline utility will not be able to validate all the details as it would have no connection with
GST portal at the time of data entry. Only limited validations would be available in the offline utility
tool, namely: GSTIN structure, type of tax etc.
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Point your mouse-cursor on each of the red-highlighted cells to read the error description of each
cell. A yellow description box will appear. Correct the errors as mentioned in the description box.
Alternatively, click Review > Show All Comments link in the ribbon-tab of the excel to view all
the comments together.

Most of the validations are made available in the offline tool itself on click of “Validate Sheet’
button. The validations that have dependency of online connectivity like GSTIN validation would
be done at the time of upload of JSON File created using offline tool.

Upload the Generated JSON File

Yes. Youmust loginin tothe GST Portalto upload the generated JSON file using FormGST ITC-
04 Offline Utility.

If some details do not exist from previous upload, all new details will be added as new entries. In
case, some details exist from previous upload, it will be updated with latest uploaded details.

No. Youcan'tgenerate nil JSON file.

Download Error JSON File

209.

Error Report will contain only those entries that failed validation checks on the GST portal. The
successfully-validated entries can be previewed online.
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No, the downloaded Error JSON File contains only those entries, of that specific table that has

failed validation during upload on the GST portal.

No, it is not necessary for you to download the ITC-04 JSON File processed without error. You
need to download it only if you want to view or update the details added previously.

Yes. Please refer to the following list of Do’s and Don’ts for your easy reference:

Before Generating JSON File...

Do’s

Don’ts

Enter a valid GSTIN very carefully. Verify
GSTINfromthe GST portal: Home > Search
Taxpayer > Search by GSTIN/UIN, and
make sure the GSTIN registration is active

Don’t type the alphabet ‘O’ in place of the
number ‘0’.

You can use the Copy/Paste (Ctrl+C/Ctrl+V)
keyboard functions while entering datain the
utility.

Don’t use the Cut (Ctrl+X) keyboard function
while entering datain the utility.

Don’t forget to click Validate Sheet button
after making changes in any of the sheets.

You may change the file name and location
of the generated JSON file.

Don’t change the extension (.json) of the
generated JSON file.

Enter the challan number in every row. The
row is valid only if there is any challan
number. File generation will not read the

details after the rowwhere challan number is
not given.

You need to start writing data from ROW 7.
JSON creation won't read any data entered

after skipping any row. So, please fill your
invoice details in continuous manner.

DO NOT SKIP any row.

Designed and Developed by GSTN
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You need to empty the sheet(s) before |  ceeeeen
importing any file.
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Manual of ITC-04 Offline Utility
ITC-04Offline Utility Overview

ITC-04 Offline utility is an Excel-based tool to help taxpayers to prepare his Form GST ITC-04
declaration offline. Taxpayers may use the offline utility to furnish details of goods/capital goods
sent to job worker and received back in every Quarter as per CGST Rules.

Details for following tables of Form GST ITC-04 can be entered by taxpayer using the
offline Tool:
= Table 4: Details of inputs/capital goods sent for job-work
= Table 5A: Details of inputs/ capital goods received back from job worker to whom such
goods were sent for job work; and losses and wastes
= Table 5B: Details of inputs / capital goods received back from job worker other than the
job worker to whom such goods were originally sent for job work; and losses and wastes

= Table 5C: Details of inputs/ Capital goods sent to job worker and subsequently supplied
from premises of job worker; and losses and wastes

Once return is prepared using offline utility, it is to be uploaded on GST Portal by creating a JSON
file and then you can file Form GST ITC-04.

To Prepare Return in Form ITC-04 using offline utility, performfollowing steps:

Download the Form GST ITC-04 Offline Utility

Open the Form GST ITC-04 Offline Utility Excel Worksheet
Add table-wise details in the Worksheet

Generate JSON File to upload

Upload the generated JSON File on GST Portal

File Form GST ITC-04 on the GST Portal

Download Error Report, if any

Open Downloaded Error Form GST ITC-04 JSON File(s)
Download ITC-04 JSON file, if any

STIOTMMUOWY
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Download the Form GST
ITC- 04 Offline
Utility

Openthe Form GST
ITC-04 Offline Utility
Excel Worksheet

Add table-wise details
in the
Worksheet

Generate JSON File to
upload

Upload the generated Online File Form GST
JSON File on GST

Portal

o>

ITC-04 on the GST
Portal

Download Error Report, if s

Designed and Developed by GSTN

Open Downloaded Error
Form GST ITC-04 JSON
File(s) and make

corrections, generate
JSON and upload the
generated JSON on GST
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Todownload the Form GST ITC-04 Offline Utility, performfollowing steps:
|' " Downloading the Form GST ITC-04 Offline utility is a one-time activity. However, the
utility may get updated infuture. So, always use the latest version available on the GST

Portal.

1. Accessthewww.gst.gov.in URL. The GST Home page is displayed.

2. Click the Downloads > Offline Tools > ITC-04 Offline Tool option.

G5ST Law Downloads ~ Search Taxpayer = Help - e-Way Bill System MNew Return Prototype
Offline Tools Proposed Return documents
Returns Offline Tool Tran-1 Offline Tools
Tran-2 Offline Tools GSTR3E Offline Utility
ITCO1 Offline Tool ITCO3 Offline Tool
GST ARA 01 - Application for Advance Ruling
GSTR 4 Offline Tool GSTR 6 Offline Tool With Amendments
GSTR 11 Offline Teol Refunds Offline Tools
GSTR7 Offline Utility GSTRS Offline Tool
GSTR10 Offline Tool GSTR-9 Offline Tool
GSTR-24 Offline Tool GSTR-2C Offline Tool
Mew Returns Offline Tool

| You can download the ITC-04 Offline Utility fromthe Portal without logging into the GST
Portal.

3. ITC-04 Offline Tool page is displayed. Click the Download hyperlink.

Make sure you carefully read the Important message and System Requirement details
displayed on the page.
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Services ~ Search Taxpayer ~ Help ~ e-Way Bill System New Return Prototype

Home  Downloads ITC-04
ITC-04 Offline Tool
Who should fill GST ITC-04 form?

Manufacturer need to declare the details in ITC-04 in either or all the situations:

o If the manufacturer is sending any goods(capital or input type) to a Job Worker
* Job Worker sends back the goods to the manufacturer
« Job Worker sends goods to another Job Worker

e Job Worker sends goods out from his business premises to end customer.

This offline tool helps manufacturer to:
e Prepare ITC-04 when offline (i.e. without Internet).
« Upload bulk invoices/other details to GST portal.
o Edit the generated file using import

How do I prepare the form when offline

1. Download and prepare the ITC -04 form when offline.JDownload

Important!

o Before you extract and run the downloaded file, ensure that the file is not corrupted. How do I know that my file is not corrupt? Click here to
know more.

o Go through the Readme document before you begin installation.

o Double-click on ITC-04 Offline Tool to open the offline tool.

2. Edit the generated file using import option

3. Prepare ITC-04 using excel when offline (i.e. without Internet).

4. Generate the output file in .Json file format

5. Using the output file, you can upload it in GST portal (www.gst.gov.in) (when online, with internet)

Your downloaded (ITC-04 Offline Tool) zip file contains:

o ITCO4 excel
* ReadMe
* Release Note

System Requirement

To use the tool efficiently, ensure that you have the following installed on your system:

-

. Operating system 9 Windows 7 or above. The tool does
not work on Linux and Mac.
. Browser: You need one of these browsers installed on
your system,
o Internet Explorer 10+
o Google Chrome 49+
o Firefox 45+
. Microsoft Excel 2007 & above

~

w

4. An Information popup opens. Click PROCEED.

Information

Are you sure you want to download this utility?

CANCEL PROCEED

Designed and Developed by GSTN Page 14 of 45



<>

S0005 AT ERVICE) ILX RE O ITC-04 Offline Utility (Last Updated on: 12" August, 2019)

5. Zipped ITC-04 Offline Utility folder gets downloaded.

Home Services ~ GST Law Search Taxpayer ~ Help ~ e-Way Bill System New Return Prototype
Home Downloads = ITC-04
ITC-04 Offline Tool

Who should fill GST ITC-04 form?
Manufacturer need to declare the details in ITC-04 in either or all the situations:

« If the manufacturer is sending any goods(capital or input type) to a Job Worker
« Job Worker sends back the goods to the manufacturer

« Job Worker sends goods to another Job Worker

« Job Worker sends goods out from his business premises to end customer.

This offiine tool helps manufacturer to:

« Prepare ITC-04 when offline (i.e. without Internet).
» Upload bulk invoices/other details to GST portal.
« Edit the generated file using import

How do I prepare the form when offline
1. Download and prepare the ITC -04 form when offline. Download &
Important!

o Before you extract and run the downloaded file, ensure that the file is not corrupted. How do I know that my file is not corrupt? Click here to
know more.

o Go through the Readme document before you begin installation.

o Double-click on ITC-04 Offline Tool to open the offline tool.

2. Edit the generated file using import option
3. Prepare ITC-04 using excel when offline (i.e. without Internet).

Offline_Utility.zip A

Go back to the Main Menu

Designed and Developed by GSTN Page 15 of 45



GOODS AND SERVICES TAX 1\ZTWORK

ITC-04 Offline Utility (Last Updated on: 12" August, 2019)

B.

To open the downloaded Form GST ITC-04 Offline Utility Excel Worksheet, perform following

steps:

1. Extract the filesfromthe downloaded zipped folder ITC_04_Offline_Utility.zip and you will see
ITC_04_Offline excelfile in the unzipped folder. Right-click and click Open.

| &I = | ITC_04_Offline_Utility
Home Share View
D  Cut E x @ ) New item ~ @ Bopen ~ [ selectall
w.| Copy path « {] Easy access v D Edit - Select none
Pinto Quick Copy Paste = Move Copy Delete Rename New Properties . o .
access El Paste shortcut to~ to~ - folder - &) History 57 Invert selection
Clipboard Organize New Open Select
i > ThisPC > Downloads » ITC_04_Offline_Utility
# Quick access Name Open Type Size
; Downloads + ﬁlfy ITC_04_Offli New Microsoft Excel M... 1,998 KB
Print
Deskto, #
F g a Classify and protect
i Pocimen A @ Move to OneDrive
[&] Pictures » 17 >
BO_Manual_Source CRC SHA >
GSTP
) 7 Convert to Adobe PDF
Sahsjficlp.3 2, Convert to Adobe PDF and EMail
woking doc =
[&f Edit with Notepad++
Deskt
BB Desktop Scan for Viruses...
|2 Share
Open with...
@ TortoiseSVN >
Restore previous versions
Send to >
Cut
Copy
Create shortcut
Delete
Rename
Titem  1item selected 1.95 MB Propesties
2. Click Enable Editing. Without Enabling editing, no entry can be made in excel sheet.
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ITC_04 Offline_Utility xism [Protected View] - Excel

Home  Inset  Pagelayout  Formulas  Data  Review  View  © Tell me what you want to do.. Khushboo Jain05 £ Sh
Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)
2
4 GSTIN of Manufacturer SEZ Unit'Developer Financial Year Tax Period * indicates mandatory field
3 07FBXPS5061N22Z1 No
Click on this button to import the data file or the emor file,
Open Downloaded ITC-04 JSON/Error File downloaded from the online portal (in json format) and open itin offiine tool for modification. This will
auto populate the details in the offline tool.
10
Generate JSON ile to upload Click onthis button to create the data file (in Json farma) of details and modifications in offline tool
The saidfile will be uploaded in the online GST portal for further processing of your GST ITC 04 Form.
12
13
14
15
16
17
19
Instruction_sheet Home Table 4 Table 5A Table 58 Table 5C 4

3. Click Enable Content. Then, click the Instruction Sheet tab.

5
Insert  Pagelayout  Fomulas ' View . Khushboo Jaind5 &, Share
- prary o
1 :X- =X Calibr -[n - : 1 N = p
B Copy - Ex ) Fill -
Paste v [ . Conditional Format Insert Delete Format Sort & Find &
- ¥ Format Painter F 3 - = - & Clear - Select~
Clipboard - Font Alignment Number Styles Cells Editing ~
1| SECURITY WARNING Some active content has been disabled. Click for more details. | _Enable Content x
85 - f .
Q R [+

Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

1
2
4 1 ’ .
l ‘GSTIN of Manufacturer SEZ Unit/Developer Financial Year Tax Period * indicates mandatory field
5
(]
. _____________________________________|
Click on this button to import the data file or the errorfile,
Open Downloaded ITC-04 JSON/Error File downloaded from the online portal (in .json format) and open it in offline tool for modification. This will
auto populate the details in the offine tool.
10
Generate JSON File to upload Click on this button to create the data file (in Json format) of details and modifications in offline tool
The said file will be uploaded in the online GST portal for further pracessing of your GST ITC 04 Form.

n
12
13
1

Instruction_sheet Home Table 4 Table 54 Table 5B Table 5C /f_\ ‘

The Worksheet comprises of 6 tabs—Instruction Sheet, Home, Table 4A, Table
5A, Table 5B and Table 5C.
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4. Instruction Sheet page is displayed. It contains introduction and help instructions. Scroll
down to read all the instructions carefully. Once you have completed your reading, you can
now proceed to enter details in the worksheet.

ITC_04_Offline_Utility.dsm - Excel

Insertt  Pagelayout  Formulas  Data  Review  View e you want to do... Khushboo Jain05 9,
o X ey ) .
[ g, |faa -l - Vrap Test i - ! ,O Q [+
a- . ) Fill =
Paste M , - Conditional Forma g Insert Delete Format S Find &  Share Webex
Sl Formattir Tablc=) Shiic = = - & Clear~ Filter - Select~ ThisFile -
Clipboard & Font Alignment Number Styles Cells Editing Webex
86 - fe | 1.The Excel based ITC-04 Offline Tool is designed to help taxpayer to prepare his ITC-04 declaration offline.
A B C D E F G H J K
1
2
3
4
5 When should a Taxpayer fill GST ITC-04 form?

1.The Excel based ITC-04 Offine Tool is designed to help taxpayer to prepare his [TC-04 declaration offline.
2 Details for following Tables of ITC-04 declaration can be added by taxpayer using the offline Tool:
Table 4 - It is applicable for taxpayer sending inputs/capital goods to Job worker.
6 Table 5A - It is applicable for taxpayer when inputs/capital goods received back from Job worker.
Table 5B - It is applicable for taxpayer when inputs/capital goods sent out to another Job worker.
Table 5C - It is applicable for taxpayer when inputs/capital goods sold from Job worker premises.

3.The Offline tool has following features to help taxpayer in Return Preparation:
1. 'Open downloaded file or Error file into excel : To open [TC-04 details file downloaded from GST portal in to the Offine Tool. Upon successful import of file the details would be populated to respective Table wise
warksheets.
2. 'Generate JSON File to Upload: To generate JSON file for upload of ITC-04 details prepared offine
3. Validate Sheet” To validate the data entered in respective worksheet of this offline Tool. Successful validation is notified to taxpayer via pop-up while upon failure of validation the cells that fail validation would be
marked in Red.
4. This Offline tool has 6 excel worksheets :
7 Worksheet 1: Instruction_sheet - Contains introduction and help instructions.
Worksheet 2: Home - Import and edit existing JSON file or Generate JSON file from the data entered in Sheet.
Worksheet 3: Table 4 - To fill the details of inputs/capital goods which have sent to another job worker.
Woarksheet 4- Table 54 - To fill the details of inputs/capital goods which have been recewved back.
Woarksheet 5: Table 5B - To fill the details of inputsicapital goods sent out to another job worker.
Woarksheet 6: Table 5C - To fill the details of inputs/capital goods sold from Job worker premises.

Instruction_sheet | Home Table 4 Table 54 | Table 5B Table 5C ® {

Go back to the Main Menu
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C.

To add table-wise details in the Worksheet, perform following steps:

1. Gotothe Home tab.

Inthe GSTIN of Manufacturer field, enter your GSTIN.

3. Incase, you are a SEZ Unit/ Developer, select Yes from SEZ Unit/Developer drop-down list.
Or else, select No.

4. Selectthe applicable Financial Year from the drop-down list.

5. Select the applicable Return Period forwhich Form GST ITC-04 is filed, from the drop-down
list.

N

Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

GSTIN of Manufacturer SEZ Unit/Developer Financial Year Tax Period * indicates mandatory field

07FBXPS5061N2Z1 No FY2021 22 Oct-Mar

Click on this button to create the data file (in .Json format) of details and medifications in offline tool
The said file will be uploaded in the online GST porial for further processing of your GSTITC 04 Form

Click on this button to import the data file or the error file
Open Downloaded ITC-04 JISON/Error File downloaded from the online portal (in json format) and open it in offline tool for modification. This will
auto populate the details in the offline tool.

Generate JSON File to upload

Note:

Open Downloaded ITC-04 JSON/ Error File: To import the data file or the error file,
downloaded from the GST Portal (in .json format) and open it in Offline tool for modification.
Import will auto populate the details in the Offline tool.

Generate JSON File to upload: To create the data file (in .json format) of details and
modifications as done in Offline tool. The JSON file can be uploaded on the GST Portal after

logging in.
6. Gotothe Table 4 tab and enter details of inputs/ capital goods sentfor job-work.

Note: The table below provides the worksheet name, table name and detailed description for
this worksheet.
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GSTIN of Job "
Worker (JW) Enter the GSTIN of Job worker as applicable.

State (in case of Enter the State code for unregistered Job worker.
unregistered JW)

Job Worker's Type \S’VEhZere the Job worker belong to SEZ or Non SEZ dropdown is available:-

Enter the Challan number issued to Job worker. Ensure that the format is alpha-numeric with allowed special characters of slash(/) and dash(-) .The total
number of characters should not be more than 16.

Challan Number

Chalian Date Enter the Challan date. Challan date should not be prior to 01-Jul-2017.

Select from drop down
(1)Inputs
(2)Capital goods

Registered person
antorsiiito faariiption of Alphanumeric characters, with allowed special characters of slash(/), dash(-) and whitespace and restricted to maximum length 50.
Table 4 Composition/taxable [ld¥

supplied become uac Dropdown available as per master data.
exempt Quantity Restricted to 13 number and 2 decimal places.
Taxable Value Enter the total value mentioned in the challan of the received goods or services- with 2 decimal Digits.
Supplier's Type Mention whether supplier belongs to SEZ (Special Economic Zone). By default it is Non-SEZ which means, if left blank, it will be treated as Non-SEZ.
Tax Rate% Depends on place of supply ifitis Intra state CGST & SGST will come into picture and if it is Inter state IGST will come into picture.
Note:-1)CGST and SGST rate should be same
Enter the total Cess amount

Value from this column determines whether user wants to add or delete that challan detail in database. If value from this cell is "Add", system will treat challan
from that row as new data and will add in database. By default, even if left blank, system will assume it is new challan and will send the challan with "Add" value,
s0 user can leave this column empty for large number of data. If value from this cell is "Delete”, challan from that row will be deleted from database after upload.

If any row has some error after validation, the erroneous cell from that row becomes red and this field will show error message “There is some error in this
Error(s) row". Please check the cell with red color in corresponding row. User can use filter, given at the column header to get all the rows which has error(s).

GST Portal After downloading and importing the error report from GST portal, cell from this column will shows error message and corresponding to that row detail. User
NCLC B CT(E Il can use filter, to filter error(s). After correction, user can re-upload the updated details

Sheet validation

Detalls of Inputs/capital goods sent for job-work % Sheet
indicales mandatory ek

Oaly one Is mandatory

GSTIN of Job Wark Stalw G ol . A Chaitas Date < =
b IR L. & & Worker's Type Chalan Namber e Types of Goods Description of Goods

W) unregistered JW) {0danm-yyyy)
07-Delhi Non SEZ2 JW/011/17-18 12-10-2017 Capital Goods g Machine ME
07-Delhi Nen SEZ JW/012/17-18 15-10-2017 Irputs Fabric METERS
07-Dalhi Non SEZ JW/013/17-18 13-10.2017 Inputs Fabric METERS
07:Delhi Non SEZ JW/014/17-18 21-10.2017 Inputs Sewing Thread CARTONS
07-Delhi Nen SEZ JW/014/17-18 21-10-2017 Buttons GROSS
IGEOPS082I8528 37-Andhbra Pradesh Non SEZ JW/015/17-18 03-11-2017 Fabric METERS
* 1 SEZ JW/016/17-18 21-11-2017 Labels ROLLS

Instruction 2

8. In case of unsuccessful validation, error-intimation popup will appear and the cells with error
will be highlighted. Close the popup by clicking OK.
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‘ Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

Mecrpsom Lol x
Detall Validate Sheet
Q Dvon 40 ierved W And 00Nred ooy Folow the T

O S0ta a0 M IAaLe Sheel Bullen agan
s Thel 1ow o vabSHEE 154 08 row

2o Werker's Type

07-Delhi = ] P NUMBERS
=3 |}
07-Delhi on S METERS
07:Deini Non SEZ WRy/1r1s 15102047 Inpess METERS
0Y-Delhi 4 IW/014/17-18 Inputs CARTONS
| 07-Delti W/014/17-18 mpty GROSS
S IGEOPSOSIASTS 37.Andtva Pradesh n SEX WR1S/17 18 Inputs Fabne METERS
wj0e/1r.1s Inputs Labeds ROUs
|
| < - Table & e A8 » 0

9. The comment box for each cell, that has errors, will show the error message. The user
can read the error description of each cell and correct the errors as mentioned in the
description box.

Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

Details of inputs/capital goods sent for job-work
* G oty mantatory head

18 MasGay

Stste (m cane of

208 Worker's Type ™ Descripton of Goods
I regntecsd JW) . v =

Sewing Machine NUMVBERS

13-10-2047 Inpats Fabric METERS

18.10- 2017 Inputs Fabexe METERS

3-10-2017 IRty Sewing Theead CARTONS
WR4/1718 25:10-2017 Inputs Buttons GROSS
WO15/17.18 03182037 Inputs Fatex METERS
IW16/17.18 23152047 Inputs Labets Oous

Note: Alternatively, click the Review ribbon-tab > Show All Comments link to view the
comments for fields with errors.

- - ITC_04_Offline xism - Excel

Home Insert Page Layout Formulas Data i Q Tell me what you want to do...

F_] ‘1;‘5 f::] T:j {7 Show/Hide Comment 1: ’"[—\ {E{j =] PI:c\)te(‘t‘avrjd Share\’?lorkbook

5 Show All Comments

pelling Thesaurus nart | Translate Edit Delete Previous Next S Unprotect Protect Share £ g ;
ooku omment 5 Show Ink Sheet Workbook Workbook B Track Changes ~
Proofing Insights ' Language Comments Changes

10. After you have corrected all the errors, again click the Validate Sheet button.
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Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

Details of inputsicapital goods sent for job-work
* OCates mandanony Neld

Chataa Date = maws Quantey Code

Job Worker's Type Chadian Nmmber
ac)

07-Dalh Nen St W r18 Capital Goods Sowing Machine NUMBIRS
07-Deini Non SEZ wW2/1718 Inpests Fabric METERS
: IWR13/17.18 s METERS
IWjon4/17-18 2L CAKTONS
W014/17 18 A GROSS
IWR18/17 14 s METERS
W/6/L7.18 Inputs Labeds Rous
Table 4 | Tabde S5 | Table 38 Table 0

11. A popup Message box appears “Sheet successfully validated. No error(s) found”. Click OK.

Microsoft Excel >

Sheet successfully validated. Mo error(s) found

12. Gotothe Table 5A tab and enter details of inputs/ capital goods received back fromjob worker
to whom such goods were sent for job work; and losses and wastes.
Note: The table below provides the worksheet name, table name and detailed description for
this worksheet.
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ITC-04 Offline Utility (Last Updated on: 12" August, 2019)

GSTIN of Job
Worker (JW)
State (in case of
unregistered JW)
Original Challan
Number issued by
=

Date issued by
Principal
(dd-mm-yyyy)
Challan Number

issued by worker
(dd-mm-yyyy)
Nature of Job
Work done

Details of inputs/
capital goods received
back from job worker
to whom such goods
were sent for job work;
and losses and wastes

Table 5A
Description of
Goods

uac

Quantity

UQC (Losses and
wastes)

Quantity (Losses
and wastes)

Action

Sheet validation

validation error(s)

Enter the GSTIN of Job worker as applicable.

Enter the State code for unregistered Job worker

Enter the Challan number issued to Job worker. Ensure that the format is alpha-numeric with allowed special characters of slash(/) and dash(-) .The total
number of characters should not be more than 16,

Original Challan

Enter the Challan date. Challan date should not be prior to 01-Jul-2017.

Enter the challan number issued by job work. Ensure that the format is alpha-numeric with allowed special characters of slash(.) and dash(-). The total number
of characters should not be more than 16.

Enter challan date issued by job worker.

Alphanumeric characters, with allowed special characters of slash(/) , dash(-) and whitespace and restricted to maximum length 70.

Alphanumeric characters, with allowed special characters of slash(/), dash(-) and whitespace and restricted to maximum length 70.

Dropdown available as per master data.

Restricted to 13 number and 2 decimal places.

Dropdown available as per master data.

Restricted to 13 number and 2 decimal places

Value from this column determines whether user wants to add or delete that challan detail in database. If value from this cell is "Add", system will treat challan
from that row as new data and will add in database. By default, even if left blank, system will assume it is new challan and will send the challan with "Add” value,
S0 user can leave this column empty for Iarge number of data. If value from this cell is "Delete”, challan from that row will be deleted from database after upload.

If any row has some error after validation, the erroneous cell from that row becomes red and this field will show error message “There is some error in this

row”. Please check the cell with red color in ct row. User can use filter, given atthe column header to get all the rows which has error(s).

After downloading and importing the error report from GST portal, cell from this column will shows error message and corresponding to that row detail. User
can use filter, to filter error(s). After correction, user can re-upload the updated details

13. Once the details are entered, clickthe Validate Sheet button. In case of any errors, followthe

steps as mentioned earlier to correct the errors.

Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

5 (A) Details of inputs/ capital goods received back from job worker to whom such goods
were sent for job work: and losses and wastes

Fither of cog is mandatory
T 1
™ of Job |

Worker(JW) wregsstered JW) ‘

State {is case of | Original Challan Number issued by
Prmicpal

JW/016/17-18 21-11-2017

Validate Sheet

Chakan Date isseed by workaer
(dd-mm-yyyy)

* mdicates mandatory held
Fithar one of Chaban datall is mandatory

Orignal Challan Date Is5ved by |0\ jymber issuod by Job
Principel
(dd-mm-yyyy)

Nature of Job Week done
workes

Garment Fabrication
Garment Fabrication
Garment Fabrication

23-11-2017
23-11-2017

38/1718
4211713

Instructicn_shest Home Table £

14. A popup Message box appears “Sheet Successfully Validated. No error(s) found. Click OK.

Microsaft Excel

Sheet successfully validated, Mo error(s) found

Pt
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15.Go to the Table 5B tab and enter details of inputs / capital goods received back from job
worker other than the job worker to whom such goods were originally sent for job work; and
losses and wastes.

Note: The table below provides the worksheet name, table name and detailed description for
this worksheet.

GSTIN of Job
Worker (JW)
State (in case of
unregistered JW)
Otlginas S:hallan Enter the Challan number issued to Job worker. Ensure that the format is alpha-numeric with allowed special characters of slash(/) and dash(-) .The total
Nn}mber Ry number of characters should not be more than 16.
Principal
Original Challan
Date issued by
Principal
(dd-mm-yyyy)
el Enter the challan number issued by job work. Ensure that the format is alpha-numeric with allowed special characters of slash(.) and dash(-). The total number
IR by lob of characters should not be more than 16.
worker
Details of inputs /| (e ENIETIIETEY
capital goods received [ESTERIEY I Il Enter challan date issued by job worker.
back from job worker [(IEWINEYY3))
other than the job  RCICIEET]
Tableist worker to whom such SIS
goods were originally Dt Alphanumeric characters, with allowed special characters of slash(/), dash(-) and whitespace and restricted to maximum length 70.
sent for job work; and |Saagd _
losses and wastes 14 Dropdown available as per master data.
Quantity Restricted to 13 number and 2 decimal places.
UQC (Losses and
wastes)
Quantity (Losses
and wastes)

Enter the GSTIN of Job worker as applicable.

Enter the State code for unregistered Job worker

Enter the Challan date. Challan date should not be prior to 01-Jul-2017.

Alphanumeric characters, with allowed special characters of slash(/) , dash(-) and whitespace and restricted to maximum length 70

Dropdown available as per master data.

Restricted to 13 number and 2 decimal places

Value from this column determines whether user wants to add or delete that challan detail in database. If value from this cell is "Add", system will treat challan
from that row as new data and will add in database. By default, even if left blank, system will assume itis new challan and will send the challan with "Add” value,
s0 user can leave this column empty for large number of data. If value from this cell is "Delete”, challan from that row will be deleted from database after upload.

Sheet validation If any row has some error after validation, the erroneous cell from that row becomes red and this field will show error message “There is some error in this
Error(s) row". Please check the cell with red color in corresponding row. User can use filter, given atthe column header to get all the rows which has error(s).

GST Portal | After downloading and importing the error report from GST portal, cell from this column will shows error message and corresponding to that row detail. User
LCULENIEE GVl can use filter, to filter error(s). After correction, user can re-upload the updated details

16. Once the details are entered, click the Validate Sheet button. In case of any errors, follow the
steps as mentioned earlier to correct the errors.

Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

5(B) Details of inputs / capital goods received back from job worker other than the job worker to whom

such goods were originally sent for job work; and losses and wastes: “
* Indcales mandatory el

Bithar of one s mandatory Either opa of Challas datail is mandatory

GSTIN of Job State (n case of Original Chalan Nember issaad by | Or'3inal Chalan Date Issucd by

Princips
Worker{JW) unregistered JW) Prinkpal rnclel

{Chakan Numis ] Jol Chatlan Date C Orker
|Chakan Numise sSsued by -,O‘ Chaltan Dats issued by work Nature of Job Work done

(od.menyyyy) worker {dd-mm-yyyy)
07-Dalbi J 15/17- 03-11-2017 Garment Fabrication
07-Delbd 53-SH 25-12-2017 Garment Fabricstion
Instruction_shest Home Table 4

17. A popup Message box appears “Sheet Successfully Validated. No error(s) found. Click OK.
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Microsoft Excel

Sheet successfully validated. Mo error(s) found

18.Go to the Table 5C tab and enter details of inputs/ Capital goods sent to job worker and
subsequently supplied from premises of job worker; and losses and wastes.
Note: The table below provides the worksheet name, table name and detailed description for

this worksheet.

5(C) Details of inputs/
Capital goods sent to
job worker and
subsequently supplied
from premises of job
worker; and losses and
wastes

Table 5C

GSTIN of Job
Worker (JW)
State (in case of
unregistered JW)
Original Challan
Number issued by
Principal

Enter the GSTIN of Job worker as applicable.

Enter the State code for unregistered Job worker .

Enter the Challan number issued to Job worker. Ensure that the format is alpha-numeric with allowed special characters of slash(/) and dash(-) .The total
number of characters should not be more than 16.

Enter the Challan date. Challan date should not be prior to 01-Jul-2017.

Enter the challan number issued by job work. Ensure that the format is alpha-numeric with allowed special characters of slash(.) and dash(-). The total number

eenelly Rincvel of characters should not be more than 16.

Invoice Date
issued by
Principal
(dd-mm-yyyy)

Enter challan date issued by job worker.

:‘?;:;ZZ'"‘;OD Alphanumeric characters, with allowed special characters of slash(/), dash(-) and and to length 70.
Description of Alphanumeric characters, with allowed special characters of slash(/), dash(-) and and to length 70.

Goods

uQc

Quantity

UQC (Losses and
wastes)
Quantity (Losses
and wastes)

Dropdown available as per master data.
Restricted to 13 number and 2 decimal places.

Dropdown available as per master data.

Restricted to 13 number and 2 decimal places.

Value from this column determines whether user wants to add or delete that challan detail in database. If value from this cell is "Add", system will treat challan
from that row as new data and will add in database. By default, even if left blank, system will assume it is new challan and will send the challan with "Add” value,
S0 user can leave this column empty for large number of data. If value from this cell is "Delete”, challan from that row will be deleted from database after upload.

If any row has some error after validation, the erroneous cell from that row becomes red and this field will show error message "There is some error in this
row”. Please check the cell with red color in corresponding row. User can use filter, given at the column header to get all the rows which has error(s).

Sheet validation

After downloading and importing the error report from GST portal, cell from this column will shows error message and corresponding to that row detail. User

LCULENCI R eI 9 can use filter, to filter error(s). After correction, user can re-upload the updated details .

19. Oncethe details are entered, clickthe Validate Sheet button. In case of any errors, followthe
steps as mentioned earlier to correct the errors.
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Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

5(C) Detalls of Inputs/ Capltal goods sent to job worker and subsequently supplied
from premises of job worker; and losses and wastes: m
* inficates mandasory fiedd
Ong ala b d b 0

07-0elhi wforf17.13 12.10-2007 INV-244/17-18 18-12.2017 Garmaent Fabrication

nstruction_sheet Home Table 4 Table 54 Tabde 58 Table 5C +

20. A popup Message box appears “Sheet Successfully Validated. No error(s) found. Click OK.

Microsoft Excel >

Sheet successfully validated. Mo error(s) found

Go back to the Main Menu
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D.

Togenerate JSON File to upload, performfollowing steps:

1. Fromthe tab, you are on, go to the ‘Home’ sheet by either clicking the ‘Home’ button or clicking

the ‘Home’ sheet.

Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)

5(C) Details of inputs/ Capital goods sent to job worker and subsequently supplied
from premizes of job worker; and losses and wastes:
* Inficates mandasory Neld

Previous

Efther of cae bs maadalory

Original Chalan Date isswed ty

Onginst Chatan Nember isswed by |
Prinipal

GSTIN of Job
WorkertJw)

State (in case of
usragishared JW)

Ivosce Dale issved by Prncpal
(04 anm yyyy)

07-Delhi wjor17.18 12.10-2017 INV-344/17-18 18-12.2017
Instruction_sheet I Home I Table 4 Table 54 Table 58 Table 5C +

MRS

Nature of Job Work done

Garment Fabrication

2. Click the Generate JSON File to upload button to create the data file (in .json format) of
details and modifications as done in Offline tool. The JSONfile can be uploaded on the GST

Portal after logging in.

P Q R -
Goods and Services Tax - GST ITC-04 Offline Tool (v2.8)
1
2
4 ‘GSTIN of Manufacturer SEZ Unit/Developer Financial Year Tax Period * indicates mandatory field
5 | 27FBXP55061N221 Yes FY2017_18 Oct-Dec
6
- ______________________________________________________
Click on this button to import the data file or the error file,
Open Downloaded ITC-04 JSON/Error downloaded from the online paral (in json format) and open it in offline tool for modification. This will auto
populate the details in the offline toal
8
I . | Click onthis button to create the data file (in .Json format) of details and modifications in offline toal
G te JSON File t load
The said file will be uploaded in the online GST portal for further processing of your GST ITC 04 Form.
2
10
11 -
Instruction Sheet Home | Table4 | Table 5A | Table 58 | Table 5C [l r

Ready H m - 1 +  100%

3. A success message is displayed as shown in the screenshot below. Click Ok.
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GSTIN of Manutacterer
OTFBXPSSOSINZZI

SEZ UnitDeveloper

Financial Yoar

FYzoiT_1%

* indiratos atory field
‘ Microsott buced x

Bport Completed Pease 1 the culput JSON fike
|

‘ mport the &ata fle or the eror dle,
Open Downdoaded ITC-04 1SON/Error Flle | mat) and cpen it in offing 102l for modhcsion This wili
e ' W POpUEEe detiils in 19 ofing tool
Generate ISON File to upload Click on this button 1o create the data fle (n Json format) of detals ane modtcations n ofine tool
The zaid e will be uploaded In the cnine GST portal for furher proceszing of your GET ITC 04 Form

nstruction_sheet Home | Tabled | Tabie SA Table 58 Table 5¢ O <

4. A Save As pop-up window appears. Select the location where you want to save the JSON
file, enter the file name and click the SAVE button.

Save As

o

<« v 4~ & > ThisPC > Downloads v O Search Downloads
Organize ¥ New folder Bz -
> 4 Downloads * Name Date modified Type
D Music

_ No items match your search.
| Pictures

B Vvideos

‘am OSDisk (C:)

== DATA (D2)
Vv 4 Libraries

= Camera Roll

v |4 Documents
v <

File name: IO?FBXP55061 N2Z|_Oct-Dec_2017-2018_ITC04_Output_JSON,json

Save as type: |JSON File (*.json)

Authors: Divya Prakash Tags: Add atag

~ Hide Folders Tools Save Cancel

Go back to the Main Menu

Designed and Developed by GSTN Page 28 of 45



£00DS AN SERVIGES TAX NETAOZA ITC-04 Offline Utility (Last Updated on: 12" August, 2019)

E.

To upload the generated JSON File on the GST Portal, perform following steps:

1. Accessthewww.gst.gov.in URL. The GST Home page is displayed.
2. Login to the portal with valid credentials.
3. Click the Services > Returns >ITC Forms option.

Dashboard SErvices - GST Law Downloads ~ Search Taxpayer Help ~ e-Way Bill System New Return Prototype
Registration Ledgers Returns Payments User Services Refunds

Returns Dashboard File Returns

Manage Return Profile View e-Filed Returns

Track Return Status Transition Forms

ITC Forms Annual Return

TDS and TCS credit received

4. The GST ITC Forms page is displayed.
5. Inthe GST ITC-04 tile, click the PREPARE OFFLINE button.

Goods and Services Tax Ciorleties

07FBXPS5061N2Z]

Dashboard Services ~ GST Law Downloads - Search Taxpayer = Help ~ e-Way Bill System MNew Return Prototype

Dashboard - Returns = GST ITC Forms @ English

GST ITC Forms

G5T ITC-D01 GS5T ITC-02 GS5TITC-03

PREPARE ONLINE  PREPARE OFFLINE PREPARE ONLINE PREPARE ONLINE PREPARE OFFLINE

GST ITC-04 : Details of

goods/capital goods sent to job
worker and received back

PREPARE ONLINE  PREPARE OFFLINE
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Form GSTITC-04 is required to be filed on a quarterly basis for tax periods until September2021.
However, with effectfrom 1st October 2021, it is required to be filed on half yearly or annual
basis dependingupon the aggregate turnoverof preceding financial year:

(1) Those with an annual aggregate turnover of more than Rs.5 crore — Half-yearly from

April-September-and October-March.
(2) Those with an annual aggregate turnover of up to Rs.5 crore — Yearly fromFY 2022-23.

Details of goods/capital goods sent to job worker and received back

Financial Year* Return Filing Period*

| 2021-22 V| | Oct-Mar V| SEARCH

BACK

6. Selectthe Financial year and Return Filing Period from the drop-down list.
7. Click the SEARCH button.

i & Bhogovalli shailzja ~
Goods and Services Tax 07FBXPSS061NIZT
Dashboard Services - GST Law Downloads - Search Taxpayer ~ Help ~ e-Way Bill System Mew Retumn Prototype
Dashboard - Returns - ITC Forms - ITC-04 @ English
GSTIN - OFFBXPS5081N2ZT Legal Mame - Bhogovalli shailaja Trade Name - Trade

Details of inputs/capital goods sent for job-work and received back

Financial Year® Retumn Filing Period *

|2c17—18 'l | oct-Dec |

BACK

8. The Upload section ofthe OfflineUpload and Download for ITC 04 page is displayed. Click
the Choose File button.
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Goods and Services Tax & Bhogovalli shailsja ~

07FBXPS5061N2ZT

Dashboard Services - GST Law Downloads ~ Search Taxpayer - Help - e-Way Bill System New Retumn Prototype

Dashboard © Returns © GST ITC Forms - GST ITC-04

Offline Upload and Download for ITCO4
Download

© Mo offline transaction for the given return period

In case uploaded data (invoice data or other record) fails validation,

Invoice Upload

o file chesen

| BACK TO FILE RETURNS |

9. Browse and navigate the JSON file to be uploaded from your computer. Click the Open
button.
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€ Open x
« v 4 * » ThisPC » Downloads v 0 Search Downloads y=l
Organize - Mew folder =« [H o
v 3 Quick access Marne Date modifie
* Downloads o+ G O7FBXPSS06TMNZZI_Oct-Dec_2017-2018_ITCH._Cutput_J50MN,json 02-07-2019 4:
I Desktop -+
Documents -+
[&] Pictures -
BO_Manual_Source
Latest
SR5
woking doc
» [ Desktop
£ >
File name: v| Al Files () v
Open Cancel |

10. The Upload section page is displayed. A green message appears confirming successful
upload and asking you to wait while the GST Portal validates the uploaded data. And, below
the message, is the Upload History table showing Status of the JSON file uploaded so far.

Dashboard - Returns -~ GST ITC Forms -~ GST ITC-04 @ English

Offline Upload and Download for ITC04
Download

@ Your JSON file has been uploaded successfully.It may take up to 15 minutes to do validation. Please come back after 15 minutes .

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
Mo file chosen
Upload History
Date Time Reference id Status Error Report

03/07/2019  12:04:30 ITC_797a321d8-0c84-46f4-802a-5305ae6b Processed MNA
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11.In case, there was some error in data uploaded, like Invalid GSTIN etc., then the Upload
History table will show the Status of the JSON file as “Error Occurred”. Rectify the error and
upload the JSON file again by following the steps mentioned in the hyperlink to download
error report, if any: Download Error Report, If any

Go back to the Main Menu
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F.

Tofile Form ITC-04 on the GST Portal, perform following steps:

1. Accessthewww.gst.gov.in URL. The GST Home page is displayed.
2. Login to the portal with valid credentials.
3. Click the Services >Returns >ITC Forms command.

Dashboard SErvices - GST Law Downloads ~ Search Taxpayer Help ~ e-Way Bill System New Return Prototype
Registration Ledgers Returns Payments User Services Refunds

Returns Dashboard File Returns

Manage Return Profile Wiew e-Filed Returns

Track Return Status Transition Forms

ITC Forms Annual Return

TDS and TCS credit received

4. The GST ITC Forms page is displayed.
5. Inthe GST ITC-04 tile, click the PREPARE ONLINE button.

m Goods and Services Tax gt

Dashboard Services ~ GST Law Downloads ~ Search Taxpayer « Help ~ e-Way Bdl System New Return Prototype

Dashboard Returns GST ITC Forms Q@ English

GST ITC Forms

GST ITC-01 GST ITC-02 GST ITC-03

PREPARE ONLINE PREPARE OFFLINE PREPARE ONLINE PREPARE ONLINE PREPARE OFFLINE

GST ITC-04 : Details of
goods/capital goods sent to job
worker and received back

PREPARE ONLINE PREPARE OFFLINE
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6. Selectthe Financial year and Return Period from the drop-down list.
7. Click the SEARCH button.

Details of goods/capital goods sent to job worker and received back

Financial Year® Return Filing Period*

I 2020-21 VI I Oct-Dec Vl SEARCH

BACK

Form GST ITC-04 is required to be filed on a quarterly basis for tax periods until September 2021.
However, with effect from 1st October 2021, it is required to be filed on half yearly and or annual basis
depending upon based on the aggregate turnover of preceding financial year:
(1) Those with an annual aggregate turnover of more than Rs.5 crore — Half-yearly from
April-September- and October-March.
(2) Those with an annual aggregate turnover of up to Rs.5 crore — Yearly fromFY 2022-23.

8. Details for the selected Tax period are displayed. You can also edit or delete the details
before filing the return.
9. Click FILE RETURN button.
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Dashboard » Returns - ITC Forms - ITC-04 @ English
GSTIN - 27CMNPWV1135B122

Legal Name - ZAPP ELECTRO LTD Trade Name - GSTN
FY - 2020-21

Tax Period - Jan-Mar Filing Status - Not Filed

al goods sent to job worker

4. Details of inputs/capital goods sent for
job work (incdudes inputs/capital goods
directly sent to place of business /premises
of job worker)

3A. Details of inputs/ capital goods
received back from job worker to whom
such goods were sent for job work; and

5B. Details of inputs / capital goods
received back from job worker other than
the job worker to whom such goods were
ally sent for job work; and losses and
wasies:

losses and wastes:

Total Taxable No. of Records- No. of Records- No. of Records-
value 1 2 2
¥ 80,000.00

5C. Details of inputs/ Capital goods sent to
job worker and subsequently supplied from
premises of job worker; and losses and

wastes:

No. of Records-
1

FILE RETURN

10. Select the checkbox.

11. Select the Authorized signatory from the drop-down list.
12. Click the FILE WITH DSC or FILE WITH EVC button.

Dashboard - Returns - GST ITC Forms - GST ITC-04 @ English

® Indicates Mandatory Fields
GSTIN - 27CMNPV1135B172

Legal Name - ZAPP ELECTRO LTD
FY - 2020-21

Tax Period - Jan-Mar

Trade Name - GSTN
Filing Status - Not Filed

Returns Filing for GST ITC04

I hereby solemnly affirm and declare that the information given herein above is true and correct to the best of my/our knowledge and belief and
nothing has been concealed therefrom.

Authorised Signatory ®

ANGAD ARORA "I

FILE WITH DSC I FILE WITH EVC
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13. Oncethe Verification is completed, ARN will be generated and status is changed to Filed.

Dashboard - Returns - GST ITC Forms © GST ITC-04 @ English

O ITCO04 of GSTIN - 27CMNPV1135B1Z2 for the Return Period - "Jan-Mar - 2020" has been successfully filed. The Acknowledgment Reference Number is

AA2716200000035. The ITCO04 can be viewed on your Dashboard Login=>Taxpayer Dashboard=>Returns. This message is sent to your registered Email
ID and Mobile Number.

® Indicates Mandatory Fields
GSTIN - 27CMNPV1135B122 Legal Name - ZAPP ELECTRO LTD Trade Name - GSTN
FY - 2020-21 Tax Period - Jan-Mar Filing Status - Not Filed

Returns Filing for GST ITC04

I hereby solemnly affirm and declare that the information given herein above is true and correct to the best of my/our knowledge and belief and
nothing has been concealed therefrom.

Authorised Signatory *

ANGAD ARORA v

BACK

Go back to the Main Menu
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G.

Todownload the Error report, if any, while uploading ITC-04 JSON File for correcting entries, that
failed validation on the GST portal, perform following steps:

1. Error Report will contain only those entries that failed validation checks on the GST Portal.
The successfully-validated entries can be previewed online. Click Generate error report

hyperlink.

Dashboard © Returns - GST ITC Forms » GST ITC-04

Offline Upload and Download for ITC04

Download

ON file following the same process as that for regular invoice data upload and submit the J50N file on the GST portal. The 150N file will be validated again ¢
Invoice Upload
Choose File | No file chosen
Upload History

Date Time Reference id Status Error Report

03/07/2019  12:06:56 ITC_es8e14408-5fe3-4edc-af7a-95bf083a Processed with Error Generate error report I

2. Aconfirmation-message is displayed and Columns Status and Error Report change as shown
below.

Dashboard © Returns © GST ITC Forms - GST ITC-04 @ English|

Offline Upload and Download for ITCO4

Download

Your request for error report has been initiated. On successful generation, please download it from the given link and view it in the Offline tool for

making corrections.

1, please prepare 150N file following the same process as that for regular invoice data upload and submit the JSON file on the GST portal. The 150N file will
Invoice Upload
No file chosen
Upload History

Date Time Reference id Status Error Report

03/07/2019  12:06:56 ITC_=8e14408-%fe3-424c-af73-25bf088a Processed with Error Error report generation requested

3. Once the error report is generated, Download error reportlink is displayed in the Column
Error Report. Click the Download error report link to download the zipped error report.
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Dashboard © Returns - GST ITC Forms - GST ITC-04

Offline Upload and Download for ITC04

Download

Invoice Upload
No file chosen
Upload History

Date Time Reference id Status

@ English

r record) fails validation, an Error File will be created on the online portal for only those records which fail. Please download the error file and view it in the |

Error Report

03/07/2019  12:06:56 ITC_e8e14408-3fe3-4edc-af7a-95bf088a Processed with Error |

Download error report

4. The error JSON File is downloaded on your machine. Error Report will contain only those

entries that failed validation checks on the GST portal.

Dashboard - Returns - GST ITC Forms - GST ITC-04

validated again and will be taken in by the system if found OK.
Invoice Upload
Mo file chosen
Upload History
Date Time Reference id Status

03/07/2019 | 12:06:56 ITC_eB8214408-%fe3-4edc-af7a-95bf0883 Processed with Error

@ English

Offline Upload and Download for ITCO4
Download

Error Report

Download error report

@ returns_03072019_1.2ip A
559/550 B

5. Unzip and save the JSON File in your machine.

™ s ThisPC » Downloads » returns_03072019_ITCO4_07FBXPS5081N2ZI_errorReport

.

5 Quick access Name Date modified Type Size
) Desktap G returns_03072019_ITC04_0TFBXPS5061MN2Z|_errorReport.json  03-07-201912:11 ... JSON File TKB
6. Importthe JSON file into the offline utility and make updates as necessary, as explained
below. Open Downloaded ITC-04/ Error ITC-04 JSON File(s)
Go back to the Main Menu
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To open the downloaded ITC-04/ Error ITC-04 JSON File to make any changes to data or for
correcting entries that failed validation on the GST portal, perform following steps:

1. Open ITC-04 Offline Utility and go to the Home tab. Click the Open Downloaded ITC-04
JSON/Error button.

¥ Share 12 Comments

File Home Insert Page Layout Formulas Data Review View Help
S — f v Ao =
Eﬁ 4 Calibri o1 oA A 5 i &% === E Ag p D.I‘&
- 4 4 -

Paste IE] B I U Mmoo A Sensitiity | ¢ . o/ = Find &

- ¥ co= = v B [ Format~ | &~ Select v
Clipboard & Font Alignment Sensitivity Number Styles Cells Editing Analysis |~
H5 & fe || Oct-Mar v
4 Internal \ Companywide usage *

A B C D E F G H 1 K L M N o P Q R -
1
2
4 GSTIN of Manufacturer = SEZ Unit/Developer Financial Year Tax Period
8
6
7

Click on this button to import the data file or the error file,
Open Downloaded ITC-04 ISON/Error downloaded from the online portal (in json format) and open itin offline tool for modification. This will auto
| populate the details in the offline tool
8
- _ Click on this button to create the data file (in .Json format) of details and modifications in offline tool.
EencatONEN S lupioad The said file will be uploaded in the online GST portal for further processing of your GST ITC 04 Form
£l
10
11 -
Instruction Sheet Home | Table4 | Table 54 | Table 58 | Table 5C ® [l 3

Ready H m - 1 + 100%

Afile dialog box will open. Navigate to extracted error file. Select the file and click the Open
button.
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Please select the file.
« v 4 « Dow.. » returns_03072019_ITC04 O7FB... v Search returns_03072019_TCO.. 2

ol Mame Date modified Type

v 3F Cuick access

ot

Organize = Mew folder ==~ W @

; Downloads € returns_03072019_ITC0O4_07FBXPS5061MZ..  03-07-201912:11..  JSOM File

B Desktop

|i:"| Documents

&= Pictures
BCO_Manual_Sou
Latest
SRS

woking doc
Microsoft Excel

v [ Desktop

o M- Moo | S

v <

File name: v| J50M file (*.jsonT) e

3. Success message will be displayed. Click the OK buttonto proceed.

Goods and Services Tax - GST ITC-04 Offline Tool (v2.3)

GSTIN of Manufacturer
07FEXPS5061N2ZI

Return Period
Oct.| Microsoft Excel ®

Return Year

SEZ UnitiDeveloper * indicates mandatory field

2017-2018

is button to import the data file or the error file,
@l (in json format) and open it in offline tool for modification. This will
0 populate the details in the offline tool

Open Downloaded ITC-04 JSON/Error File

Click on this button to create the data file (in .Json format) of details and modifications in offline tool.

Generate JSON File to upload . . "
The said file will be uploaded in the online GST portal for further processing of your GSTITC 04 Form

Instruction_sheet Home | Table4 | Table5A | Table 58 | Table 5¢C ® [l

4. Navigate to individual sheets. Correct the errors, as mentioned in the column “GST Portal
Validation Errors” in each sheet.
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METERS

Instruction sheet Home | Tabled4 | TableSA | Table 5B | Table 5C [E3) 1

5. After making corrections in asheet, click the Validate Sheet button to validate the sheet.
Similarly, make corrections in all sheets and click the Validate Sheet button in each sheet.

6. Fromthe tab you are on, go to the Home tab by either clicking the Home button or clicking
the Home tab to generate summary. Follow steps mentioned in the following hyperlinks to

generate and upload the JSON file: Generate JSON File to upload and Upload the
generated JSON File on GST Portal.

Go back to the Main Menu
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To download the ITC-04 JSON file, to make any updates in the Offline tool, perform following
steps:

Note:

If some details do not exist from previous upload, all new details will be added as new entries. In
case, some details exist from previous upload, it will be updated with latest uploaded details.

1. Click Download tab.

Dashboard SErvices - GST Law Downloads - Search Taxpayer - Help - e-Way Bill System Mew Return Prototype

Dashboard - Returns - GST ITC Forms - GST ITC-04

Offline Upload and Download for ITC04

Download

In case uploaded data (invoice data or other record) fails validation, an
Invoice Upload

Choose File | No file chosen

Upload History

2. Click GENERATE JSON FILE TO DOWLOAD hyperlink.

Dashboard

Services - Downloads - Search Taxpayer - Help - e-Way Bill System New Return Prototype

Dashboard © Returns » GST ITC Forms » GST ITC-04 @ English

Offline Download for ITCO4

Download data for ITC04

GENERATE 150N FILE TO DOWNLOAD
BACK

3. Aconfirmation-message is displayed as shown.
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Dashboard Services - GST Law Downloads ~ Search Taxpayer = Help - e-Way Bill System MNew Return Prototype

Dashboard - Returns © GST ITC Forms - GST ITC-04 @ English

Offline Download for ITCD4

Your request for generation has been accepted kindly wait for 20 min.

Download data for ITC04

GEMERATE 150N FILE TO DOWNLOAD

4. Click the link as shown below to download the JSON file.

Dashboard © Returns © GST ITC Forms » GST ITC-04 @ Enalish

Offline Download for ITCD4

You have downloaded the file last on 03/07/2019 at 12:32:00. To view the same file, click on the link available below the button. To generate the
latest file, click on the download button again.

Download data for ITCO4

GENERATE 150N FILE TO DOWNLOAD

I Click here to download - File 1 |

5. The JSON File is downloaded on your machine.

Dashboard Returns GST ITC Forms - GST ITC-04 @ English
Offline Download for ITC04

You have downloaded the file last on 03/07/2019 at 12:32:00. To view the same file, click on the link available below the button. To generate the
latest file, click on the download button again.

Download data for ITC04

GENERATE JSON FILE TO DOWNLOAD

Click here to download - File 1

BACK

Site best viewed at 1024 x 768 resolution in Internet Expl o 19+, Firefox 45+ and Safari 6+

eturns_03072019_l...zip A
1B

6. Unzip and save the JSON File in your machine.
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U » ThisPC » Downloads » returns_03072019_ITC04_07FBXPS5061M2ZI_offline_others_0

-

# Quick access MName Date medified Type Size

€ returns_03072019_ITC04_07FBXPSS06INZ...  03-07-201912:46...  JSON File 1KB I
> [ Desktop

7. Import the JSON file into the offline utility and make updates as necessary, as explained
below. Open Downloaded ITC-04/ Error ITC-04 JSON File(s)

Go back to the Main Menu
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