
Table of Contents

SERVICE TAX

1.  

2. Installation  

3. Registration ....................................................................... 

4. Service Tax Home Page .....................................................  

5. Various Menu Option ........................................................ 

6. Working on Software .......................................................... 

        Assessee Creation ..........................................................

        Premise 

Technical Requirements ................................................... 

........................................................................

Creation ............................................................ 

        Clients Creation ..............................................................  

        Supplier Creation ............................................................  

        Issuing Bills  ...................................................................  

        Receipts  .........................................................................  

        Challan Generation ......................................................... 

        ST3 Return  .....................................................................  

        Backup & Restore ...........................................................  

        Auto Update  ...................................................................  

1

2

15

27

28

35

36

37

43

46

49

52

55

60

62

63    

SERVICE TAX



Supported Operating Systems are:

              Windows 2000 Professional (Workstation) plus Service Pack 3
              Windows XP (Home and Professional) plus Service Pack 2
              Windows Vista

The following operating systems are NOT supported:

              Windows 95 (any version)
              Windows 98 

Minimum Hardware Requirements

              200Mb hard disk space
              PC with Pentium class processor
              256 MB of RAM
              CD Rom Drive

Front End: Microsoft .Net 

Back End : MS Access

Pre requisites : Microsoft .NET Framework 2.0
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Insert Service Tax CD in the CD drive.

Select and Click on the Service Tax setup folder
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Installation



Select Setup32 Exe as shown above and double click on it to start the 
installation.
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After clicking on setup32, the set up will start installing the software.

        Service Tax        Setup32 

Installation
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Service tax setup will install Microsoft .Net framework automatically if it is 
not installed on this computer.

Installation will be done by the software itself, guiding the next window 
automatically. 
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Installation



Click on Next to continue the installation of .Net framework 2.0

        Service Tax         Setup32         Next
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Tick on “I accept the terms of the License Agreement” Check box and 
click on Install button to continue with the installation.

     Service Tax        Setup32       Next       Install

Installation
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Now software will configure the installation, this might take little time.
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Installation



Now the software will attempt to install the software automatically.
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Click on Finish to complete the installation of .Net framework 2.0

We have successfully finished Microsoft. NET Framework 2.0 installation. 
Now installation of Service Tax will be done.
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Click on Next to continue with the installation of Service Tax.
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After clicking on next select Server and click on Next as shown in the 
above picture.
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Installation



Click on Install to continue with Installation.
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Installation



Click on Finish to complete Installation.

We have successfully installed Service Tax software in this computer. 
After clicking on finish it will directly take us to desktop where shortcut Icon 
of the software is displayed.
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In the above screen, double click on Shortcut Icon of the Service Tax,

Before we can continue using Service Tax Software, we need to register 
the software.

Registration

We need to register Service Tax software with the help of Software Key 
provided to you in the CD Cover Box.

15 SERVICE TAX

Registration



After clicking on Shortcut Icon of Service Tax software, above screen 
will be displayed.  
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Kindly provide your Software Key in the box as shown in the above screen.

There are two methods for Registration

        1)  Automatic Registration : Software will try to register the software 
automatically. For this your computer should be connected to internet.
        
        2)  Manual Registration : In case you are not connected to Internet, 
you can register your self using manual method

Select from Automatic Registration and Manual Registration option for 
registering the software.

Select Automatic Registration to register the software Online
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On clicking on Automatic Registration, above screen will displayed, 
Kindly fill the data respectively and click on OK to register.

After the software is successfully registered, it will start working in a 
Registered Mode.
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If you want to register the software manually, click on Manual Registration. 

Following screen will be displayed.

Computer will produce a code automatically as shown in the above screen, 
which is called Product Code; this code is asked at the time you are 
registering the software on internet.
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For registering software on internet you have to log on to our 
website www.sensysindia.com and Click on Customer Login
to register the software.

        www.sensysindia.com         Customer Login

20SERVICE TAX

Registration



After clicking on Customer Login following screen is displayed

Select New User to input all the details of your organization and 
register the software.

  www.sensysindia.com         Customer Login       New User

Registration
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Enter the Software Key as shown in the above screen.
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Kindly fill up all the details of organization in this screen, details having 
star mark are mandatory.
  
After filling all the data in the required fields, kindly Submit which will take 
you to the next screen

        www.sensysindia.com       Customer Login       New User       OK
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Click on Registration Number on the left side as shown in the above screen.
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Once you click on registration number above screen will be displayed, 
here you have to select Assessment Year and enter the Product Code which 
was generated while doing manual registration in the software.

After entering the Product Code click on submit, which will generate 
registration automatically.

        www.sensysindia.com        Customer Login        New User        OK                              
       Submit

This registration no. is required to be entered in the Service tax software 
registration screen, to get it registered.

Registration
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Mention the auto generated registration number, as shown in the above 
screen and click on Register.
        www.sensysindia.com       Customer Login       New User       OK                              
       Submit       Register

After clicking on Register, the software will start working in the 
Registered Mode.
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Choosing Assessment Year will lead you to above screen, 

Click on I Agree to accept disclaimer.
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Main Screen (Home Page) of the software is displayed. 
Different options are arranged in Seven Menus and their Sub menus.

(I) Assessee Menu :

    
(I)    Select Assessee : To Open Assessee Company

(ii)   Close Assessee : To Close Company

(iii)  New Assessee : To Create New Assessee

(iv)  Edit Assessee : To Make Changes to the data of Existing Company

(v)   Delete Assessee: To Delete the Company which is not required.

(vi)  Backup & Restore : To take the Backup and Restore the back up of 
       the Company

(vii) Quit : To Close the Software
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(ll) Masters Menu

(I)   Premises  

(ii)  Clients

(iii) Client Groups

(iv) Suppliers

(v)  Cost Center

(vi) Billing Items

Various Menu Options
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(Ill)  Transaction

(I)   Bills : Issue bills to Clients and Print bills

(ii)  Receipt :  Receipts against Bills Raised

(iii) Challans :  Service Tax Challans
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Various Menu Options



(IV) Cenvat

(I)   Credit Distribution : To Distribute Credit among Premises

(ii)  Cenvat : Credit of Service Tax paid

Various Menu Options
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(V)  Reports

(I)  ST3 returns: To prepare half yearly Returns of Service Tax

(ii)  Register: To view different kind of register.

(iii) Forms: To generate various forms

Various Menu Options
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(Vl) Option Menu
       (I)  Different options are available to change user rights, password etc.
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(Vll)  Help Menu

  (i) To go to Disclaimer & About us page.

Various Menu Options
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Assessee Creation

Click on Assessee Menu       New Assessee 
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As shown in the above screen, fill all the Assessee details & Click on Submit 

Assessee Creation
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Once the Assessee is created, you can start working on Premises, 
Suppliers and Clients.

Let us take an instance of Premises first:

         To work on Premises Click on Masters as shown in the above screen
         Masters       Premises 
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Premise Creation



As shown in the Premise screen above user can create New Premises, 
Modify Premises & Delete Premises.

     Masters       Premises       New

Premise Creation
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Fill in details of Premises and select the Service provided as shown in the 
above screen

Similarly a user can add number of Premises. 

SERVICE TAX

Premise Creation



After filling all the details of Premises, Select (Tick) the service that is 
been provided by the Premises

     Masters       Premises        New       Submit 

Shown above (e.g.) the details of Sensys Technologies Pvt Ltd and 
Service provided, one premise can provide unlimited number of service.

Premise Creation
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Select the nature of service by clicking on Edit, and Select different 
option from the screen like

(I)   Sub Clause No. (Click on the Check Box)

(ii)  Exemption Notification no.

(iii) Abatement   Serial no. etc.

SERVICE TAX

Premise Creation



Shown above (e.g.) the details of Sensys Technologies Pvt Ltd and 
Service provided (Business Auxiliary Service) with Sub Clause No.

        Masters       Premises       New       Submit       Edit        Submit 
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Premise Creation



Once the Clients are created and all the required fields are punched in, 
you can start working on Suppliers, whom providing services to you. 

Let us take an instance of Clients :

    To work on Clients click on Masters as shown in the above screen

     Masters       Clients
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As shown in the Clients screen above user can create New Clients, 
Edit Clients & Delete Clients

     Masters       Clients       Add

Clients Creation
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Fill in all the details of Clients to whom we provide Service and Submit it; 
as shown in the above screen.

Similarly a user can Add 'n' number of Clients

    Masters        Suppliers        New       Clients        Submit

SERVICE TAX

Clients Creation



Once the Premises are created, you can start working on Suppliers.

Let us take an instance of Suppliers first:

    To work on Suppliers click on  Masters as shown in the above screen
       
       Masters       Suppliers
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Suppliers Creation



47

As shown in the Suppliers screen above user can create New Suppliers, 
Modify Suppliers & Delete Suppliers.

    Masters        Suppliers        New

SERVICE TAX

Suppliers Creation



Fill in all the details of Suppliers and the Service provided by the 
Suppliers as shown in the above screen.

Similarly a user can Add 'n' number of Suppliers 

        Masters       Suppliers       New       Submit
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Suppliers Creation



Now we will see how to Issue Bills to Clients

To issue the bill to Clients (Charging Service) click on Bills, 
as shown in the above screen.
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Issuing Bills



Please select the Premise from where the Service is given, and also the 
type of Service.

After that select the client for whom the Bill is to be raised and click on Bills.

     Bills       Client       Bills
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Issuing Bills



After selecting the client click on Add for adding bills, Edit for modifying bills,
Delete fior deleting bill and Close.

Select Premise and Service name, mention the Bill date, Reference no. 
and Bill no. Mention the percentage of Amount Taxable and Nature of 
bill raised.  

For raising Bills click on add and fill the details and submit it as shown above.
     Bills       Client       Bills       Add       Submit

Issuing Bills
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To show receipt against the bill raised to clients click on Receipts, 
as shown in the above screen.
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Receipts
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Please select the Premise from which the Service is Provided and also 
the type of Service.

After that, select the Client against whom Receipt is to be booked and then 
click on Receipt as shown above screen.

     Receipt       Client       Receipt

SERVICE TAX

Receipts



Select Premise and Service name and nature of receipt 
(Against or Advance), mention the Receipt Date, Receipt No.

Please click on Adjust in order to adjust the amount against the bill issued. 
In the new screen Adjust against which bills the Receipt is to be shown. 

       Receipt       Add       Adjust       Submit       Close
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Receipts



Click on Challans to create Challans 

Challan Generation
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Challan Generation

As shown in the above screen :
          - Choose the Premises
          - Click on Add to add new challan, click on Edit to modify 
            existing challan, click Delete to delete challan & subsequently 
            click on Print to print the challan.

     Challan        Add



On clicking Add, above screen will be displayed, just tick the Receipts for 
which the Challan is to be paid.
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Challan Generation



After furnishing the Receipts details please move on to 
Cenvat Credit detail as shown in the above screen, just tick the 
transaction whose Cenvat Credit is to be taken.

Then Software will show Adjustments as shown in the above screen.
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Challan Generation
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Challan Generation

Next step is to show the Mode of Payment, please fill the required details; 
you can create Depositing Bank by clicking on Add., After entering the 
required information click on Create to generate challan.

     Challan       Add       Create
 



Click on ST3 Return to generate return as shown in the above screen. 
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ST3 Return
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Select Premises and Period, also select whether its Original or Revise 
returns as shown in the above screen and then click on Print Return

ST3 Return will be shown on the screen. It can be reviewd by you and 
subsequently printed for submission.

     ST3 Return       Print Return

SERVICE TAX

ST3 Return



Backup : To take the Backup of the Assessee Company

Click on Assessee Menu       Back Up & Restore       Back Up

After clicking on back up select the path where you want to save the 
backup file.
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Backup & Restore



Restore : To Restore the backup of the Company

Click on Assessee Menu       Back Up & Restore       Restore       Yes
 
After clicking on Restore click on Yes and specify the path where you have 
saved the Backup file.

 

Auto Update

Service Tax  software has unique Auto update feature. If new updates are 
available on Sensys website, software automatically displays this information 
to the user. User can click on Auto update option available on home page of the 
software. Auto update downloads required files from internet and updates the 
software automatically. On successful Auto update, version no. of the software 
will change to a new version. This can be verified from the home page of the 
software.
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Auto Update
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