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Brief Steps for Downloading of Form 16
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16. Request for Downloading Form 16 can only be Submitted when Statement Status is either
Statement Processed with Default or Statement Processed with out Default

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

After providing correct KYC details, an authentication code will be generated, which is valid for same
calendar day for same Financial Year, Form Type and Quarter

On successful submission of the request, a unique Request number will be generated
¢tKS C2NXY mMc oAttt 0S FOFAflrofS Ay awSljdzSaiSR 52
a) Request Number b) Date c) View All.
Details of Request Status:

a) Submitted Successful submission, Request in processing

b) Available Form 16 available for Downloading

c) Disabled:Duplicate request submitted for downloading

d) Failed:User are advised to contact CPC(TDS)

e) Not Availablet 0 wSljdzSaid adzoYAGGSR Ay . dzZ {1 odzi adl

PAN number in it
b) All PAN no. mentioned in the statement are Invalid



Important Information on Form 16

A
A

Form 16 is a TDS Certificate certifying the amount of TDS deducted, Nature of Payments &
the TDS Payments deposited with the Income Tax Dept

Form 16 downloade®NLYfrom TRACES are considered as valid TDS certificates, as per CBI
circular 04/2013 dated 7! LINA f QH A1 MO

Form 16 is generated only for valid PAN. In case of invalid PAN or if the PAN is not
reported in TDS statement, Form 16 will not be generated
TDS certificates downloaded from TRACES aresditable

Form 16 can be downloaded from FY 2@8/onwards for the statement processed by
TRACES

Deductor can download Form 16 by using HTTP Download or Download manager
accordingly once it is available

Downloaded file will be in ZIP formdtlease do not Extract the File

Deductor need to convert the downloaded Form 16 zip file into PDF by using latest version
of PDF convertor utility available on TRACES

Authorized person of Deductor is required to Sign Form16 manually or by Using DSC

DSC can be placed on Form 16 using PDF Generation utility while converting Form 16 Zip
file into PDF

Ensure that you have filed Form 24Q for Quarter 4 with Annexure Il. It is mandatory to file
Annexure Il giving actual particulars for the entire financial year, as Form 16 is generated on
the basis of information provided in Annexurél

Password to open Form 16 is TAN number in Capital letters i.e. ABCD12345E



Login to TRACES

Home | About Us | Contact Us | Help | Related Links « | Login

Search In »

Q allallA W @ Engish ~

TRACES

\')/ TDS

Centralized Processing Cell

Click on help ion
next to each field
for more details

Home Deductor

Login

User Id*

Password™

TAN for Deductor /
PAN for Tax Payer®

Verification Code™

Enter text as in above image™

nter the text as
displayed in

TDS Reconciliation Analysis and Correction Enabling System

Enter userid
and password

Password is mandatory

TAN / PAN is mandatory

Verification Code is mandatory

For more details
on any screen,
click on Help icon

o For Deductors:

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

8 If you are unable to login with TIN User Id &
Password, please register as new wuser in
TRACES

" If you are already registered in TRACES, please
login with your registered User Id, Password &
TAN

For Tax Payers:

B If you are already registered in TRACES, please
login with your registered User Id (PAN),
Password & PAN else register as new user

Common Note:

erification Co
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Welcome Page

‘ Centralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling System M"m’?m
Income Tax Department
Dashboard Statements / Payments Defaults Communications Downloads Profile m
V
Quick Links Welcome to TRACES! Customer Care
. . . . Toll-Free:

Challzn Status TRACES is a user-friendly application that will help you to manage your TDS [ TCS account, =
Request for Justification Some of the functionalities available through TRACES are listed below. @ 0120 4814600
Report Download

n Dashboard view presenting summary of your account
Request for Consao File [j contactusiitdscpe.gov.in

1 Statements / Payments
Download Form 16 m View challan status and challan consumption details
R ted Download B Viegw TDS-TCS Credit for a PAN and verify PAN of Tax Payer . .

equested Downloads fy 'y User Login Details
PAN Verification ¥ Downloads
TAN / PAN
Inbox [T B Download reguested files
B Download Form 16/ 16A =
| Landing page will Last logged in on:
1 Profile be displayed
B Update Communication Details
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Select Form 16 under Downloads Tab

Home | About Us

Contact Us

e-Tutorials

Related Links ~ | Logout Search In~ QlllallallAl|W H IEninsh v

\‘)/ TDS

Centralized Processing Cell

Dashboard

Quick Links
Challan Status

Request for Justification
Report Download

Request for Conso File
Download Form 16
Requested Downloads

PAN Verification

Inbox 50

Stat

=
Government of India
Income Tax Department

TRACES

TDS Reconciliation Analysis and Correction Enabling System

ts / Pay ts Defaults Communications Profile

Requested Downloads
Form 16

16A

saction Based Report
27D

nload Challan Status Inquiry
) File

your BIN

Welcome to TRACES! Tr3 er Care

TRACES is a user-friendly application that will help you to manage your Z6U0R03 0248

Some of the functionalities available through TRACES are listed below. 0120 4814600

= Dashboard view presenting summary of your account ,
[7] contactus@tdernr an in

= Statements / Payments

(@
—0

m View challan status and challan consumption details

® View TDS-TCS Credit for a PAN and verify PAN of T3

'Y RSNJ W5
Ot A01 2V

place download
request

User Login Details

f 2
NIVe: 10.M.160.62

Last logged in on:
06-Nov-2015 at 10:40 AM

= Downloads

= Download requested files e
U2

= Download Form 16 / 16A

= Profile

® Update Communication Details

o Do not use Back or Refresh button on any page as this may lead to inconsistent behaviour
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Enter Search Criteria;: Search PAN

Home | About Us | Contact Us | e-Tutorials | Related Links ~ Logout

Search In v

Q|[al[al[a]|[®]m

TRACES

\\']/ TDS

Centralized Processing Cell

Dashboard Statements / Payments Defaults

Download Form 16

dovmnload e-Tutorial for submitting dovnload request for Form 16

yet to be verified

Search PAN

TDS Reconciliation Analysis and Correction Enabling System

Communications

o Select Financial Year and enter PAN and click on 'Add'. Download request can be submitted for maximum of 10 PANs. Click here to

o Form 16 vill not be available for the PAN(s), which are not mentioned in the Annexure-II of Form 24Q for Quarter (Q4)

o The value 'M' in the field "Status of matching with OLTAS" of FORM 16 indicates that the details of the challans reported by the deductor are

Financial Year® | --Select-- [+] Pan* Add

= Valid PANs will be added to the
list. Select a PAN and click on

list.

- Remove Go

YwSY2@08SQ (G2 NBY2@S AG Fwy="" "

E%E'
hrd

T

Bl
Governmaent of India
Income Tax Department

For individual PANs, select
Financialvearfor which
Form16is required and / |

SYGgSNIt!'b FyR-0fAQD]

For downloading Forrt6 for
added PANsselect Financial
Yearl@s required and click on

A Validationscreenwill be presentedon clickof WD 2 W

YD2Q

A PANmust be presentin PANdatabaseand alsoin the latest Form 24Q statementsof Q4 in

annexurel & annexure?2

A FormTypefield isusedto populatevalidationscreenon nextstep

Copyright © 2012 Income Tax Department
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Enter Search Criteria: Bulk PAN Download

Download Form 16
Bulk PAN Download

For downloading Forrh6
for all PANs select
Financialvear analick

2y WYWD2Q

o Forms will be generated only for valid PANs. To check if a PAN is valid or not, go to PAN Verification under 'Statement/Payments'

Financial Year*  --Select-- B Go

A Validationscreenwill be presentedon clickof WD 2 W
A PANmust be presentin PANdatabaseand alsoin the latest Form 24Q statementsof Q4 in
annexurel & annexure2
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Authorized Person Detalls to be printed on Form 16

Home | About Us | Contact Us | Help | Related Links v | Login Search Inv C\ AllAllA g . Engish v
w Centralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling System “%m
Income Tax Department

Dashboard Statements / Payments Defaults Communications Profile

Details To Be Printed On Form 16

o Details are populated as per your profile information, Admin User can update details in Profile section

—__

This information will be printed
on Form 16 for each PAN. Details
will be populated from your

Name of Authorised Person

Father's Name of Authorised Person

Designation of Authorised Person profile information in TRACES/
Place
Date
Submit  Cancel .
= i . I £ A0 -y OStQ I'yR
ItAOl 2Y dzo YA U Q 32 (2 WtNRFTAISQ aS0GArzy
submit download to update detail

request for Form 1
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Digital Signature supported KYC Validation contd. (Step 1)

Home | About Us | Contact Us | e-Tutorisls | Related Links « Logout Search In» ‘\ - A A S . Engish ~

2 TDS o
\ / . TRACES
Centralized Processing Cell | TDS Reconciiation Analysis and Correction Enabling System m“,mm'r,,,du
Income Tan Department

Dashboard Statements / Payments Defaults Communications... Qowmloads Profile m
: Important ;
note

Choose KYC Flow

o Since you have Digital Signature registered on TRACES, you can submit KYC once and access all downloads, update profile, submit online correction without separate
KYC for all functionalities or You can opt for a normal KYC Valdation separately for each functionality without digital Signature

S=Rigital Stgnature supported KYC validation Normal KYC Vahdaton (Without Digrtal Signature)

S " Select the option
Please select the statement for which you waticy ”Digital Sign ature

_ supported KYC :
Financal Year* .-Select-- v  Form Type* —Sekect Valida.tion',(, step-3}coec -

o Digital Signature will be validated for "Digital Signature supported KYC vakdation™ option

Validate DSC

A Digital Signature Support KYC validation screen will appear only if Digital Signature is registere
Deductor can register/re register their Digital Signature in Profile. PleasecrBiigital Signature
Certificate Registration-&utorial for more information.

A Normal KYC Validation (without Digital Signatare)ser can opt a normal KYC validation
separately for each functionality without digital signature.
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Digital Signature supported KYC Validation contd. (Step 2 & 3)

Home | About Us | Conkact Us | e-Tutonals | Related Links « | Logout Search In - Qifla [aflA [ Engish -
“ Centralived Processing Cell | TDS Reconciliation Analysis and Correction Enabling System T

Incanse Tan Department

Dashboard Statements / Payments Defaults Communications Downloads Profile m

Choose KYC Flow

@) since you have Digital Signature registered on TRACES, you can submit KYC once and access all downloads, update profile, submit cnline correction without separate
KY'C for all funcoonalities or You can opt for a normal KYC Validabon separately for each functionality without digital Signature

@ Digital Signature supported KYC validation ) Normal KYC Vahdaton (Without Digital Signature)

Enter ‘Financial Year’,
Form Type' and "Quarter’
for which KYC will be
provided by user (Step 2)

Please select the statement for which you want to provide KYC

Financial Year* 2014.15 +  Form Type* 260 » quarter* FENE -

@ oigital Signature will be validsted for "

Validate DSC

Diiad angrted KYC validation” option
Click on * Validate
DSC" (Step 3)

Af‘t?r validating the DSC, one time KYC page will be displayed for the FY + Qtr + Form Type combination which has
been selected by the user.
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Digital Signature supported KYC Validation (Step 4 & 5)

Home | About Us | Contact Us | e-Tutorials | Related Linksv | Logout Search In v Q| 2a/A|A N P Ecngish [wl
W Centralized Processing Cell | TDS Reconciliation Analysis and Correction Enabling System B i O
Income Tax Department
Dashboard Statements / Payments Defaults Communications Downloads Profile m

Choose KYC Flow

Since you have Digital Signature registered on TRACES, you can submit KYC once and access all downloads, update profile, submit online correction without separate KYC
for all functionalities or You can opt for 3 normal ’(Yf‘ \I:lu‘iahnn canarataly far aach fiinrtinnality wrfhnn# rlmvfal S|gnature

T T S

*Signing dots with your private exchange key

An appication i requesting access 10 2 Protected fem

@ Digital Signature supported KYC validation @

Please select the statement for which you wanf

Password for
CryptoAP! Private Key I: '§ nter ‘Password’ whic
~ | Remember password 7 was set at the time of

installing the certificate

(Step 4)

Financial Year® 2013-14 E Form Type‘;

o Digital Signature will be validated for "Digital Sigtf

Validate DSC Click on ‘OK’

(Step 5)

Note: ‘Signing data with your private exchange key’ will not be displayed if security level has been chosen as medium / low
during installing DSC in browser / hard token and ‘applet window’( as shown in the next screen) will appear directly.
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Digital Signature supported KYC Validation (Step 6 & 7)

Homa | About Us | Contact Us | e-Tutonals | Related Links~ | Logout Search In v

Q| aalA

Engian [w]

TDS

Cesmmlied Proovwarg Cedl

Since you have Digal Signature
for all functionalities or You can

Select the
certificate for digital
signature (Step 6

@ Digital Signature supported KYC

Please select the statement fof

—

Financial Year® 201415

correction without separate KYC

Cllck on ‘Slgn to

© oigital Signature will be veiidetd proceed further

(Step 7)

Validate DSC

Copyright © 2012 Income Tax Department
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Digital Signature supported KYC Validation (Step 8) — KYC of the FY +
Quarter + Form Type selected in Step 2 will be displayed

Dashboard Statements / Payments Defaults Communications Downloads Profile

Please enter Token Number of Regular Statement Filed for Financial Year, dey’ﬁmun Number of only Re—gu\l;r\"‘
(Original) Statement corresponding to

Form Type 26Q the Financial Year, Quarter and Form
Financial Year 2014-15 Type dispiayed ahove
Quarter Q2 =% Al

gl Tlck in Check Box for NIL .
Token Number / 2) Challan or Book Step 8 >
Provisional Receipt Number (PRN)* "y Adjustment

PART 1. Challan Identification Number (CIN) Details / Transfer /-—‘uiﬁxls as quoted in the above Statement

| Please selact if you have ONLY NIL Challan{s)(Challan(s) with i':r:'c:allan amount) in the statement. It is mandatory to enter
unique PAN-Amount Combination in PART 2 for NIL Challan statement, ———

B

[7] Please select if the payment was done by book adjustment (for Government Deductors " Government deductors not
@ — having BIN details tick here and
< Note 5 need not need provide BSR and

Please enter a Challan with at |east three distinct valid PAN-Amount combinations corresponding to

there is no such Challan, mention a challan with at least two valid PAN-Amount combinations. If theré ., Challan Serial Number below
challan with at least one valid PAN-Amount combination. If you do not have any such challan, mention 8 ChEITETTwwrew
Amount combination and also select the checkbox (no vabd PAN dedcutee row) in the PAN Details section below,

—

Aauthentication Code will not appear on the screen in case DSC Supported KYC
An one session this manual KYC page ( On the basis of input selected by the user ) will be displayed only onc
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Token Number Detalls (Contd.) Tick in check box for ni

challan or book adjustment

Government deductor not
having BIN details tick

here and need not provide

BSR code and challan serial

number
Click on the Guide to

select suitable challan

) Enter CIN details for a
option

challan used in the
statement

CD Record number is not
mandatory. This column is
required to be filled only
when same challan is
mentioned more than once in
Tick here if you do statement.
not have any valid
PAN corresponding to
above challan details

Click on the Guide to
select suitable PAN
amount combination

Please enter TDS
deposited amount for
NBaLISOGAGS t! bQa
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