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1. Purpose of this document 
 

The purpose of this document is to guide the Taxpayer how to Change the 
Accounting Period for Income Tax.  
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2. Steps for Submitting a Request for Change in Accounting Period 

application 

 

Step 1: Log in 

login on the Dhareeba and is there after directed to the NAS portal where the 

Taxpayer should login through QID or Email address and its associated 

password, as shown in the screen below: 
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Step 2: Dashboard 

After clicking on "Continue" button, Taxpayer will be redirected to Taxpayer 
Portal where Taxpayer should click on Requests. 
 

 
select the Change in Accounting Period tile. There are two options, Create and 

View. 
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Taxpayer can click View Button on Change in Accounting Period to see the 

status of any submitted Changed Accounting Period request. 
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Click on Create Button on Change in Accounting Period to request for change 

the Accounting Period. 
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Step 3: Instructions 
 
After clicking on “Create” button on "Change Accounting Period" tile, Taxpayer 
will be navigated to "Instructions" screen where he needs to read all the 
instructions before clicking on "Start Now" button. 
 

 
 
Step 4: In Change in Accounting Period 
 

On Clicking on Start Now button System will redirect to Change in Accounting 
Period page. 
Current accounting period for the Taxpayer will be auto populated (from 
Registration or last updated request, whichever is later), and New accounting 
period will be chosen by the Taxpayer. 
Options available for 12 months starting from January – December to 
December – November. If Taxpayer selects requested accounting period same 
as current accounting period, an error message will be displayed. 
 Taxpayer should select reason for change in accounting period from “Reason 
for Change” Dropdown and fill in other relevant details in the application. 
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Taxpayer should upload supporting Document. 

 
 
Step 5:  Additional Information   
 
click on "Continue" button, you will be navigated to "Additional Information" 
screen where Taxpayer can provide additional notes and attach documents only 
if Taxpayer requires else, click on "Continue" button. 
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Step 6: Summary 
 
After clicking on "Continue" button, Taxpayer will be navigated to "Summary" 
screen where Taxpayer can edit details by clicking on "Edit" icon and can change 
the required details. 
After reviewing all the details on Summary screen, Taxpayer needs to click on 
"Continue" button. 
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Step 7: Declaration. 

After clicking on "Continue" button, Taxpayer will be navigated to "Declaration" 
screen. 

Read all the Terms and Conditions by clicking on "Terms and Conditions" hyper-
link and then needs to click on "I Agree" button to enable the first checkbox and 
then needs to select the last checkbox to submit his application for change in 
Accounting Period form. 

then click on "Submit" button to submit the application for " Accounting Period 
form " 
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After clicking on “Submit” button, you will be navigated to Acknowledgement 
Screen. 
Click on Close and is redirected to the dashboard. 
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Taxpayer will receive an application reference number with reference to the 
submitted Change in Accounting Period Application. After submitting the form, it 
is sent to GTA-Tax Officers for Approval or Rejection, Tax Officers can also ask 
additional information to taxpayer in case needed. 
Post approval by tax officer, Accounting Period will be change in the GTA 
system. 
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3. Correspondence received by Taxpayer 
 
3.1 Open and view notifications on the portal 
 
A taxpayer should log in to Taxpayer Portal and needs to click on “View” button 
on  
“My Notifications” tile under the “Home” tab. 
 

 
The Taxpayer should check and can download the Notifications received for 
request for Change in Accounting Period. 
 
3.2 SMS, Email, PDF on Mobile, Email ID, Dashboard 
The Taxpayer will receive the following notifications: 
 

• on submission of request for Change in Accounting Period . 

• on Additional Information requested by GTA . 

• on receiving additional information submitted by the Taxpayer .   

• on approval of request for Change in Accounting Period . 

• on Rejection of request for Change in Accounting Period . 
 

 
End of Document 

 


