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1 Purpose of this document 

 
The objective of this document is to explain how to self-amend the 

Excise Tax Return on Dhareeba portal. 

 

An amended return is a return filed to make corrections to an 

existing tax return. 

 

 

Pre-requisites to file an Excise Tax Amended Return 

 

• An Excise Tax return for a given tax period should have 
already been filed and processed, for which the 
Amendment is to be made. 

• Taxpayer will not be allowed to submit the amendment 
return application, if there is no change made in any value 
in the amended Excise Tax Return form when compared 
to the original Excise Tax Return for which amendment is 
being made. 

• A taxpayer will not be allowed to amend the return, if a 
return has been time barred as per the law.  

 
NOTE: The Taxpayer cannot amend the return to make the tax 

liability lower than the liability assessed by GTA. 
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2 Steps to Amend Excise Tax Return  
 

Step 1: Log in Screen  
 

A taxpayer should Log-in through Dhareeba where a taxpayer is 

automatically directed to NAS (to know how to Sign-up please refer to 

the document: GTA_TAS_Self Registration on National Authentication 

System).  

 

NOTE: “FAQ” and “Taxpayer Guide” are available under the “Help” tab. 
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Taxpayer should enter QID or Email address as 'Username' and its 

associated password and click on "Continue" button after providing the 

login credentials. 
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Step 2: Dashboard 

 
After successful login, The Taxpayer will be navigated the home page. 

 

 

 

Taxpayer should select Return/Statement tab. The Taxpayer will be 

displayed the Filing Obligations tile under the Return/Statements tab. 
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Taxpayer should click on View in the Filing Obligations Tile. The 

Taxpayer will be navigated to the Filing Obligations page. Taxpayer 

should click on Edit button to amend a Tax Return. 

 

 
 

A popup message will be displayed. Taxpayer should select ‘Yes’ to 

amend the return. 
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Edit Button: Taxpayer can amend a Tax Return by clicking on EDIT icon. 

Cancel Button: Taxpayer can Cancel a Tax Return by clicking on Cancel icon. 

View Button: Taxpayer can View a Tax Return by clicking on View button. 

 

To amend the Excise Tax return, Taxpayer should click on EDIT Button. 

 
 

The application has following sections: 

• Instructions Page 

• Excisable Goods Details 

• Excise Tax Calculation 

• Additional Information 

• Tax Summary 

• Declaration 
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Step 3: Instructions Screen 

 
The Taxpayer will be navigated to “Instructions” screen and must click 

on “Start Now” button, after reading the instructions. 
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Step 4: Excisable Goods Details 
 

In the Excisable Goods Details, values are prepopulated from the 

Original Excise Tax Return. Taxpayer can edit/add the details of 

Excisable Goods by clicking EDIT button. 

 

Taxpayer can add details of Excisable Goods details by clicking 

on (+) Add More button.  

 

 
 

 

Taxpayer can edit/add Excisable Goods Details either manually or 

via uploading an Excel in which the Taxpayer has entered details 

of Excisable Goods Details. 
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1) Editing/Addition of Excisable Goods Details Manually 
 
 

In case the Taxpayer edits/adds the Excisable Goods Details 

manually, the screen will appear as under. Taxpayer can amend 

information in those fields that are editable. 

 

Taxpayer can add new Excisable Goods Details either by ‘Goods 

Type’ or by ‘SKU Code’. 

 

 
Search by Goods Type : 
 
Taxpayer can select the Goods Type and its details from the 

dropdown and fill remaining details in the application. 
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Search by -SKU Code : 
 
Taxpayer should enter ‘SKU Code’ and all the details - Goods 

Type, HS code, Brand, Description will populate automatically 

based on the entered SKU code. 
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2) Entering Excisable Goods Details via Excel Template 
 

Taxpayer should download the Excel Template by clicking on 

‘Download’ button.  

 

 
 

Downloaded Template-Template for activity done outside tax 

warehouse 

 

 



23 
 

Excise Tax Return Amendment User Manual 

version 1.1 - 2021 

 
 

Downloaded Template-Template for activity done inside tax 

warehouse 

 

 
 

Upload Template: Taxpayer can upload the template after filling 

all the details by clicking on Upload button. A confirmation popup 

message will be displayed to upload the excel. 

 

Clicking on OK button will upload the excel file. 
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The Uploaded Records are validated by the System. 

 

 
 

The details in the excel are successfully uploaded in Excisable 

goods details section. 

 

 

 

 

 

 

 



25 
 

Excise Tax Return Amendment User Manual 

version 1.1 - 2021 

 
 

Once details are added, Taxpayer should click on Save Button. 

The details added are updated in the Excisable Goods Details 

screen. 
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Edit error Records: Taxpayer can filter error Excisable Goods 

Details and can correct the records by Editing. 

 

• Edit Button : Taxpayer can edit the form by clicking on EDIT icon. 

• Cancel Button : Taxpayer can Cancel the form by clicking on Cancel icon. 

• View Button: Taxpayer can check any application in view mode by clicking on 
View button. 

 

  

 
Taxpayer can manually correct the records that are in error and 

click on Save. 
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Once all records are rectified, then Taxpayer can proceed further 

by clicking on continue button. 
 
 

Delete All Records: Taxpayer can Delete all records through the 

‘Delete All’ button. 
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Step 5: Excise Tax Calculation 

 
All the details will be calculated automatically in this section and 

increased/decreased liability will be updated in this section. 

Taxpayer should click on Continue Button. 
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Step 6: Additional Information 

 
Taxpayer can enter ‘Additional Notes’ and attach supporting 

documents, if required by Taxpayer (these are not mandatory). 

  

For Attachment, file Size should be less than or equal to 5MB, 

multiple attachments are allowed (maximum 10), Attachment types 

permitted: DOC, PDF, JPEG, JPG, XLS, DOCX. 

 

Taxpayer should click on Continue. 
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Step 7: Tax Summary 

 
All the details will be calculated automatically on this section 

depending on the amended details on previous steps. Previous 

Return and Amended return values will be displayed, along with 

Variation. Outstanding Amount values are shown in the last 

column, which is required to be paid by the Taxpayer. 
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Amendment Reason is mandatory. Taxpayer should select from 

the dropdown. Also, Taxpayer can provide more details for the 

Reason for Amendment.  

 

 
 

Confirmed Refund Credit/ Advance Payment Schedule-All the 

refund credit and advance payments will be displayed in this 

section. 
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Step 8: Declaration 

  
On the Declaration page, the information will be prefilled. Taxpayer 

should accept the Terms and Conditions and tick the checkboxes 

for ‘I agree with the terms and conditions’ and ‘declaration’ and 

click ‘Submit’ button. 
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Step 9: Acknowledgement 
 

After submission, an acknowledgement will be displayed. Taxpayer 

should click on Pay button to make payment or, Taxpayer can click 

on Close to close the application and make payment later. 
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3 Annexure – Correspondence received by 
Taxpayer 

 

3.1 Steps how Taxpayer can open and view notifications 
on the portal 

 
Taxpayer should log in to Taxpayer Portal and needs to click on “View” 

button on “My Notifications” tile under the “Home” tab. 
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The Taxpayer can check and download the Acknowledgement Letter 
and Invoice Letter.  
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3.2 Taxpayer will receive SMS, Email, PDF on Mobile, 
Email ID, Dashboard 

 
After submitting the application, Taxpayer will receive Email on the E-
mail Address which Taxpayer has provided, SMS on the Mobile 
Number Taxpayer has provided & Notifications on Portal. 
 
 

  Taxpayer will receive an SMS, Email and PDF on Submission. 
 

           Taxpayer will receive an SMS, Email and PDF for Tax Return Invoice. 
 

 
 

. 
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Status of Excise Tax Return-Amendment form 

 
Taxpayer can click on the View button of ‘Filing Obligations’ tile to 
check the status of application. 
 

 
 

 
 

 

- End of Document - 


