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1 Purpose of this document 

 
The objective of this document is to explain the procedure to 

submit an Application of Goods Transport Request (Spot) with 

its applicable business rules and the form filling procedures. 

 

 The Document also explains various options which Taxpayer 

can opt for, after Form Submission and Approval, such as 

Request Extension, Amendment, Cancellation of Request. 

 

The processes can be performed by the Sender Taxpayer 

before Receipt Declaration is filed by Receiver Taxpayer. 

 

Pre-requisite to file Application for Goods Transport Request: 

• Taxpayer must be registered for Excise Tax in GTA. 

• Taxpayer should have at least one active warehouse in 

case the type of request is spot-single movement. 
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Step 1: Log in Screen 

 
A Taxpayer should log-in through Dhareeba where the 

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 “User Guide” are available under the “Help” 

tab. 

 

 

 



 7 

Application for Goods Transport 

version 1.0 - 2020 

 

 

Step 2: Dashboard  

 
After clicking on "Continue" button, Taxpayer will be 

redirected to Taxpayer Portal where he needs to click on 

“Requests” tab. 

 

 
 

After clicking on "Requests" tab, Taxpayer will be navigated to 

“Requests" screen where he needs to click on “Open” button 

on “Excise Goods Transport” tile. 
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After clicking on “Open” button on “Excise Goods Transport” 

tile, Taxpayer will be navigated to "Excise Goods Transport" 

screen where he needs to click on “Create” button on “Excise 

Goods Transport” tile. 
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Step 3: Instructions for Taxpayers 

 
After clicking on “Create” button on "Excise Goods Transport” 

tile, Taxpayer will be navigated to "Instructions" screen where 

he needs to read all the instructions then needs to select 

“Type of Request” and “Destination Determination” from the 

drop-down list and then needs to click on "Start Now" button. 

 

In this case, Taxpayer selects Spot-Single Movement 

Request and Custom to Warehouse Destination 

Determination. 
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Step 4: Sender/Receiver Details 

 
After clicking on "Start Now" button, Taxpayer will be 

navigated to "Sender/Receiver Details" screen where 

Taxpayer needs to provide the details in Sender and Receiver 

Section mentioned on below screen. 

 

Below is the screen for Spot- Custom to Warehouse 

Category. 
 

 
Screen for Warehouse to Custom Category is shown below: 
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Screen for Warehouse to Own Warehouse Category is shown 

below: 
 

 
 

Screen for Warehouse to Other’s Warehouse Category is 

shown below: 
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Step 5: Details of Goods 

 
After clicking on "Continue" button, Taxpayer will be 

navigated to "Details of Goods" screen where he needs to 

click either on “Add More” icon or can select the “Download” 

and “Upload” functionality to add the details of goods based 

on his choice. 

 

After clicking on “Add More” icon, Taxpayer will be navigated 

to next screen where he needs to provide the details related 

to goods. 
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After providing all the details of goods, Taxpayer needs to 

click on “Save” button. 

 

After clicking on “Save” button, Taxpayer will be navigated 

back to “Details of Goods” screen which will display the 

details in summary table that Taxpayer has added. Taxpayer 

will get the option to edit/view/delete the details that he has 

added. 
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After adding/deleting/modifying all the details of goods, 

Taxpayer needs to click on “Continue” button. 
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Step 6: Summary 

 
After clicking on “Continue” button, Taxpayer will be navigated 

to “Summary” screen. 

 

In case if Taxpayer wants to make any changes on 

“Sender/Receiver Details” and/or “Details of Goods” screen 

then he needs to click on “EDIT” icon which will take the 

Taxpayer back to the particular screen. 

 

After reviewing all the details on “Summary” screen, Taxpayer 

needs to click on “Continue” button. 
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Taxpayer can view the “Sender/Receiver Details” and “Details 

of Goods” details by clicking on “Collapse” icon. 
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Step 7: Declaration 

 
After clicking on "Continue" button, Taxpayer will be 

navigated to "Declaration" screen. 

 

Here Taxpayer first needs to select the checkbox and then 

needs to click on “Submit” button to submit his application for 

Excise Goods Transport Request. 

 

After selecting the checkbox, “Submit” button should be 

enabled. 

 

Taxpayer needs to click on "Submit" button to submit his 

application for Excise Goods Transport Request. 
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Step 8: Acknowledgement 

 
After clicking on “Submit” button, Taxpayer will be navigated 

to Acknowledgement Screen. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 19 

Application for Goods Transport 

version 1.0 - 2020 

 

 

 

Notifications to Taxpayer after Request Submission 
 

Once Taxpayer submit the application, Taxpayer gets notified 

with Email, SMS on his registered Email Id and Mobile 

Number. 

 

Taxpayer can also see PDF Document on his Dashboard 

under Notification Tab. 

 

 

SMS- Submission of Excisable Goods Transport Request 

 

 
 

Email- Submission of Excisable Goods Transport Request 
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PDF- Submission of Excisable Goods Transport Request 
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Notifications to Taxpayer after Request Approval 
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Once Taxpayer submit the application for Custom to 

Warehouse Category, the application gets approved 

immediately after Request submission. Taxpayer gets notified 

with Email, SMS on his registered Email Id and Mobile 

Number. 

 

Taxpayer can also see PDF Document on his Dashboard 

under Notification Tab 

 

SMS- Approval of Excisable Goods Transport Request 

 
 

Email- Approval of Excisable Goods Transport Request 

 
 
 
 
 
 
 

PDF- Approval of Excisable Goods Transport Request 
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3 Request for Extension of Excise Goods 

Transport Request 

 
Taxpayer has the option to request to extend the validity date of the 

administrative document. 

 

Request for Extension is eligible only for those Requests which are in 

Approved Status. 

 

Sender taxpayer can request for extension only after the expected date 

of transportation and within 30 days from the approval date (i.e. the date 

of approval) 

 

Following is the procedure to apply for Request for Extension. 
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Step 1: Log in 

 
A Taxpayer should log-in through Dhareeba where the 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 “User Guide” are available under the “Help” tab. 

 

 

 



26 

Application for Goods Transport 

version 1.0 - 2020 

 

 

  

Step 2: Dashboard 
 

After clicking on "Continue" button, Taxpayer will be redirected to 

Taxpayer Portal where he needs to click on “Requests” tab. 

 

 
 

After clicking on "Requests" tab, Taxpayer will be navigated to 

“Requests" screen where he needs to click on “Open” button on “Excise 

Goods Transport” tile. 
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After clicking on “Open” button on “Excise Goods Transport” tile, 

Taxpayer will be navigated to "Excise Goods Transport" screen where 

he needs to click on “View” button on “Request for Extension” tile. 
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Step 3: Request for Extension Steps 
 

After clicking on “View” button on “Request for Extension” tile, Taxpayer 

will be navigated to “List of Administrative Document” screen where he 

needs to select the Reference Number for which he wants to make the 

extension for excise goods transport request. 

 

 
 

After selecting the Reference Number, Taxpayer needs to click on 

“Extend” button. 
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After clicking on “Extend” button, “Request for Extension” pop-up 

window will appear where Taxpayer needs to provide the reason for 

extension and then needs to click on “Submit” button. 
 

 
 
 

After clicking on “Submit” button, Taxpayer needs to click on “OK” 

button on the confirmation message of “Extended Successfully”. 
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Once the sender clicks on submits after entering the reason for 

extension then a new administrative document will be issued to the 

taxpayer and the extended date will be updated as shown in the below 

table: 

 

Condition Validity to Date of the new 
Administrative Document 

If the existing administrative 

document is already 

expired. i.e., the extension is 

done after 15 days of the 

issuance of first 

administrative document. 

The extended date of the 

administrative document will 

be equals to the date of 

extension +15 days 

If the validity to date of the 

administrative document is 

not expired. i.e., the 

extension is done within 15 

days of the issuance of first 

administrative document. 

The extended date of the 

administrative document will be 

equals to the validity to date of 

existing document +15 days. 
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Step 4: Notifications for Request of Extension 
 

Once Taxpayer request for Extension of the application, Taxpayer gets 

notified with Email, SMS on his registered Email Id and Mobile Number. 

Taxpayer can also see PDF Document on his Dashboard under 

Notification Tab. 

 

 

SMS, Email and PDF -Request for Extension of Excisable Goods 

Transport Request 

 
 

 
 
 
 
 
 
 

 
 

 

 



 

 

 
 
 

 
 

 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Cancellation of Excise Goods Transport 
Request 
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4 Cancellation of Excise Goods Transport 
Request 

 
A goods transport request submitted by the Sender Taxpayer of the 
goods, can be cancelled by him any time before the receipt declaration 
is filed by the recipient of the goods. 
 

Taxpayer will be able to cancel the requests which are in the statuses 
as mentioned below 

• In Draft 

• Submitted 

• Amended 

• Approved by GTA 

• Extended 
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Step 1: Log in 

 
A Taxpayer should log-in through Dhareeba where the 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 “User Guide” are available under the “Help” 

tab. 
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Step 2: Dashboard Navigation 

 
After clicking on "Continue" button, Taxpayer will be redirected to 

Taxpayer Portal where he needs to click on “Requests” tab. 

 

 
 

After clicking on "Requests" tab, Taxpayer will be navigated to 

“Requests" screen where he needs to click on “Open” button on 

“Excise Goods Transport” tile. 
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After clicking on “Open” button on “Excise Goods Transport” tile, 

Taxpayer will be navigated to "Excise Goods Transport" screen 

where he needs to click on “View” button on “Excise Goods 

Transport” tile. 
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Step 4: Cancellation Steps 
 

After clicking on “View” button on “Excise Goods Transport” tile, 

Taxpayer will be navigated to “Excise Goods Transport Request” 

screen where he needs to click on “Cancel” icon for the 

Reference Number for which he wants to cancel the request for 

excise goods transport. 

 
 

After clicking on “Cancel” icon, a confirmation message should 

appear where Taxpayer needs to click on “Yes” button to cancel 

the request for excise goods transport request. 
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After clicking on “Yes” button, Taxpayer needs to click on “OK” 

button on the confirmation message of “Cancelled Successfully”. 
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Amendment of Excise Goods Transport 
Request  
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5 Amendment of Excise Goods Transport 
Request 

 
A Goods transport request submitted by the Sender Taxpayer of the 
goods, can be edited by him any time before receiver taxpayer 
approves the request. 
 
Taxpayer will be able to amend the requests which are in the statuses 
as mentioned below: 
 

• Submitted 

• Amended 
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Step 1: Log In 

  
A Taxpayer should log-in through Dhareeba where the 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 “User Guide” are available under the “Help” tab. 
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Step 2: Dashboard  

 
After clicking on "Continue" button, Taxpayer will be redirected to 
Taxpayer Portal where he needs to click on “Requests” tab. 
 

 
 

After clicking on "Requests" tab, Taxpayer will be navigated to 
“Requests" screen where he needs to click on “Open” button on 
“Excise Goods Transport” tile. 
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Step 3: After clicking on “Open” button on “Excise Goods Transport” 
tile, Taxpayer will be navigated to "Excise Goods Transport" screen 
where he needs to click on “View” button on “Excise Goods 
Transport” tile. 
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Step 4: Amendment Steps 
 

After clicking on “View” button on “Excise Goods Transport” tile, 
Taxpayer will be navigated to “Excise Goods Transport Request” 
screen where he needs to click on “Edit” icon for the Reference 
Number for which he wants to Amend the request for excise goods 
transport. 
 

 
 

After Clicking on Edit Button, Form gets opened in Editable Mode to 
amend details. 
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Step 5: At the time of amendment the sender should be able to 
change the details in application except the details submitted in Step 1 
(Sender/ Receiver Details) as shown below: 
 

 
 
 

Click on Continue Button to Proceed ahead. Sender/Receiver Screen 
is non editable for Amendment. 
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Click on Continue for next screen of Details of Goods to amend 
details. 

 

 
 
 

Below is the screen before Editing records. 
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Edit the records and click on Save Button. 
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Click on Continue to proceed ahead to view Summary of Application. 
 

 
 
 

Click on Continue Button. Declaration screen is shown below. 
 

 
 
 
 
 
 



49 

Application for Goods Transport 

version 1.0 - 2020 

 

  

Click on Submit Button. Acknowledgement gets generated with 
Request Reference Number as shown below. 
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