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Key Features

eForm Expert

e eForm Expert is the software designed for preparing Income Tax
Return for eFiling of ITR 1, 2, 3,4, 5,6, 7 & 8.

e Suggested Tax Computation.

® |nbuilt calculation for Section 234A, 234B & 234C.

e User friendly Input screens with field level validation.

e Automatic calculation based on user input.

e Validates & Prepares Electronic Return in XML format at one click.

e In-built validation, as per XML Schema of department.

® Prepares Hard Copy Return.

e Supports unlimited companies.

e Auto update facility to accommodate any
changes from time to time.
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Installation of eFormExpert

Installation Steps For eFormExpert
1) Insert eFormExpert CD in to CD Drive

% eFormExpert09-10 (E:) ﬂ Em
;:r

File Edit View Favorites Tools Help

Qe - Q- F Oseann Folders | [232]+ i) Folder sync
address (€2 Ex v a Ga
Falders X Files Currently on the CD
@ Desktop
) (L) My Documents E ‘ ;‘ 3 | @
= ; Iy Computer S
Adobe Reader Java b setup

* < Local Disk (C) 510
4 e Local Disk (D:)
£ \) eFarmExpertdd-10 (E:)
£ D‘ Contral Panel
#) Nokia Phone Browser
¥ USE viden Device
# %4 py Metwark Places
2 Recycle Bin

2) Choose setup.exe from the CD drive and double click to run it.
3) Follow instructions on the screen and choose “Next” when prompted.
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Installation of eFormExp

I& eFormExpert - InstallShield Wizard

Welcome to the InstallShield Wizard for
eFormExpert

The InstaliSheeld{R) Wizard will install eFormExpert on your
computer. To continue, click Next,

WARNING: This program is protected by copyright law and
international treaties.

I

If; eFormExpert - InstallShield Wizard

Customer Information 1 4

Please enter your information,

User Name:
[Sunil

Origanization:

[sensys

Install thes application For:

(&) {fvyane who uses this computer (all usersk
) only For me (Suni)

[ < Back |[ Mext > ] i Canicel I
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Installation of eFormExp

4) Click on Install when finished.

i‘.g‘ eFormExpert - InstallShield Wizand

Ready to Install the Program

The wizard is ready to begin installation,

IF you want o review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard,

Current Settings:

Setup Type:
Typical
Destination Folder:
C:\Program Files\Sensys Technologies\eFarmiExpert)

User Infarmation:
Mame: Sunil

Company: Sensys

[ «gack [ meal | [ cancel

5) Click on Finish when Prompted.

i‘g‘ eFormExpert - InstallShield Wizard

Ins ield Wizard Co 1

The InstallShield Wizard has successfully installed
eFormexpert. Click Finish ko exit the wizard.
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Installation Of Adobe PDF & JRE

Installation Of Adobe PDF Reader

Installation of Adobe PDF Reader is required to view forms in PDF format.
For installation of PDF Reader, run Adobe Reader 8.10.exe from
eFormExpert CD. Follow instructions on the screen to install Adobe

PDF reader. Alternatively you can install latest version of Adobe PDF
reader from www.adobe.com. It is freely downloadable from this website.

Installation of Java Runtime Environment 6 (JRE 6)

Installation of Java runtime environment is only required if you wish to file
income tax return online using Digital signatures. For installation of JRE 6,
run Java 6.exe from eFormExpert CD. Follow instructions on the screen to
install the Java 6 setup. Alternatively you can install latest version of JRE
from www.java.com. It is freely downloadable from this website.
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How to Register Software

How to Register Software
Registration of the software is an important step towards running
eFormExpert with full features activated. Unregistered software will run for
15 trials with “Save” feature disabled.
There are two methods to register the software
[ Sensys cFormbxcpert - Software Registration L
Before you start using Sensys eFormExpert, you need to register

yoursell on our website. This registration can be done in two
ways

1 Automalic Regstraion | 2 Manual Regitaion |

ESENSYS
Techwologes Pyr. Lid, Demo Version will expire in next 6 ties.

Conirwe inDenoMode | Concel |

1) Automatic Registration
This is most convenient way of registration of the software. Each software
copy if accompanied by a unique software key. User is required to enter this
software key while doing the automatic registration and fill in the details
and submit the form. If internet connection is available on the computer,
software will automatically get registered.

[ 5cnsys crormxpert Software Registration | ]

Enter your software key here - [F

Connect to Intemet and Click on O to continue..

Ok Cancel
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How to Register Software

I Sensys eFormExpert Automatic  Regk
Entes your soltwaie key here

Campany Name: [

ContactPerson: [~
Address
Ciy:

State
Prcode
STD Code

Phone 1
Fhane 2 -
Mobile

FAX ——
Emal |
Purchased From :
Installed by

“Your login details

User Name | CIEE

Password
Repeat Password

Please connect lo Intemet and Clck on Dk la register

Ok LCancel

2) Manual Registration

If Automatic registration is not possible due to unavailability of internet
connection on the computer, Manual registration can be done. For Manual
registration user is required to put software key. For this software key,

a product code is automatically generated by the software. User is required
to visit www.sensysindia.com for registration and register him using
software key. On registration page user is required to put product code,
against which registration no. is generated. This registration no. is

required to be put in the registration screen in the software.
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How to run eFormExpert

How to run eFormExpert

Installation of eFormExpert will install the software on your computer and will
create a shortcut on the desktop of your computer. Clicking on this shortcut
will run eFormExpert.

Sensys eFormExpert Panel

Select Azsessment ear

Assessment Year: 2009-2010
Assessment Year : 2008-2009

Select | Cancel

Select the appropriate Assessment Year and click on “Select” to

start the eFormExpert application.
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eFormExpert Home page

P “rnvys riarmiapert - Verson 2M9AS =83
Contral Pansl [or—T—
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g lates, o

Help Line : +491 33 S0270600
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[my——
Limn e

#8122
areee

Al Fomlros SFOE e - Poveiied by Sedad

Several options are arranged on the menu displayed on the top area of
the screen. These are explained below.

1) New Form — This option can be used to create a new form.
Following screen is displayed for the users choice. User can select any
form as per the requirement and work with it.
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Various Menu Options

:
ITA Form - 1 For Individuale havirg Income fom Salagy & Intesest
1T Form - 2 |For Indmviduals & HUF 5 not having Income liom Business or Profession
_ 5 |For Individuals/HUF s being paitrers in fitms and not canying out business or
ITH Form - 3 | e rrion undes any progrictorthip
ITA Form - 4 For Individuale & HUF & having income from a proprictory buziness or profestion
ITH Form - 5 For fems. ADPz and BOIs
ITR Form - § | For Companies other than companies claiming excemption under section 11
TR Form - 7 | FO1 peisons inchiding companies roquined o luinish ielun under section 13304A) o0
zachon 133{48] or secton 13H4AC] or section 13540]
1TH Form - & Ruturn for Fringe Benedits
Lavned

2) Open Form — This option is used to open existing forms which have been
saved earlier. This option launches open file dialog box, where user can select
the required file for opening.

3) How to File — This option explains several methods which can be used for
filing your returns. For Information purpose

4) Where to File — This option takes you to income tax website where
electronic returns can be filed.

5) Which form is applicable — This option explains which form is applicable
for different types of assessee.

6) MICR Code List — This option lists MICR Code of various banks.

This MICR code is required to be filled up in the form if refund is opted for,

to be deposited direct to bank.

eForm Expert n




Various Menu Options

[MICR Code st

Barkc G Brarch MICA Code Addess Opions
Ertes seschstirg [ [ [ [ [
[ Ciy Brarch
(ABNAMAD BANK BANGALORE BANGALORE
1
2 [ABNAMAO BANK cHENAl MAORAS
3 [amamn sank HYDERABAD FOERRED c0030001 632487171 A, ROAD NO.1,
BANIARAHILLS HYDERAEAD
4 |ABNAMAO BANK KDLKATA SRABOLRE FD 700030002 184, BRABOANE AOAD.
KDLEATA 700001
|ABNAMAD BANK UMBel MUMBA SREDY 400030002 BRADY HOUSE. 14.VEER
5 NARINAH ROAD, HOFHIMAN

CIRCLE. FORT. MUMEAI 400023
B AMRD BANK MBI MUMBALSAKHAR BHAVAN  ACDDX0M4  SAKHARBAKAVAI, BEHIND
5 GBERDIHOTEL, NARIMAAM POINT.

|ABNAMAD BANK NEw DELH OLF CENTRE 110030002 DLF CENTRE. SANSAD MARG.
NEW FLHLTI000

@

7) BSR Code List — This option lists BSR code of various banks and their
branches. BSR code is required to be filled up in details of advance & self
assessment taxes paid.

Bark Branch BSA Code R
Enter seachstrg | [

Bark. Branch BSR Code =]

1 [ALLAHABAD BANK ] Hapur 0146 =
2 |ALCAFRBAD BANK Aganals 210482
3 ALLAHABAD BANK Aga nmar
4 |ALLAHABAD BANK Agea City 210028
5 |ALLAHABAD BANK Agia Uriversiy 20123
6 | ALLAHABAD BANK Ashbagh 210867
7 ALLAHABAD BANK Az Road 211882
8 | ALLAHABAD BANK Alsrrbagh 210500
9 ALLAHABAD BANK = FIE]
10 |ALLAHABAD BANK Aigarh Samad Rd 210525
11 ALLAHABAD BANK Alpore Brarch 210022
12 ALLAHARAD BANK Adpur 210164
13 ALLAHABAD BANK Alopbagh 210811

o 240004 -

Lloze

8) Excel template — This option can be used get the excel template for filling
data in excel worksheets. This option can be used to forward excel template to
clients for filling up the data.
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Various Menu Options

9) Print Challans — This option can be used for printing various challans.
Details can be filled up manually, or data can be retrieved from already filled
of assessee files. Once data has been entered, challans can be printed.

This utility can be used for filling challans details on income tax website also.

Sensys eformExpert - Prepare Challan
Choose Challan
@ Chalan200 € Chalon 263 Assessment Yo [20082010 - LT
@ INCOME TAX ON COMPANIES (CORPORATION TAX) " INCOME TAX (OTHER THAN COMPANIES)
PN
Ful Name [
Address Fincode [
TelNa.
T Advance Tax 1 Surtax
& Sell Assessment Tax " Tax on Disbuted Prolits of Demestic Companies
© Taxon Regular Assessment € Ta on istruted Income to Und Halders
Incoms Tax " Paidin Cash
Surchaige " Debdt to e
Education Cas: @ cheqeNo. [  paed|
Iritesest
Drawn on
Penaky
Dthers Challan Daled [13/04/2009
Total
Prnt Cancel

10) Convert Previous Year File — This option can be used to convert previous
year income tax return files to current year format. Assessee details are
automatically pulled from previous assessment year files saving great amount
of time.

11) Frequently Asked Questions — It contains answer to various frequently
asked questions.
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How to fill up Income Tax Form

How to fill up Income Tax Form

Choosing “New Form” or “Open Form” leads to below screen. ITR file is opened
for manipulation and filling up of income tax return data. This screen closely
resembles excel with various additional options. Below are the sheets, which are
predesigned with built in validations. User chooses each sheet one by one and
fills up the required data. These sheets are designed as per the income tax forms
notified by income tax department each year.

=181
TIE

e o Barth (000 YY)
ployer Categary

Computation _ T0SSalary | TOS1 4 I

e [ F—

= i ]

There are two types of sheets in the form

1) Predefined Format sheet : Rows and Columns in these sheets are predefined.
e.g. General Information Sheet has predefined input and can not be exteneded or
modified in any form.

2) Multiple Row sheet : In these sheets, no. of rows can be extended depending
on the users requirement. Add Row, Delete Row, and Copy Row options can be
used for this purpose.
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How to fill up Income Tax Form

Each sheet has various fields which may be open for editing or locked.

All locked fields are always displayed in grey color and fields which are in
white background color are open for users editing. Editable fields can be of
different data types

1) Alphanumeric Fields : These fields are of alphanumeric type and any kind
of data can be feeded in upto maximum defined length. Maximum length varies
from field to field and is predefined. eFormExpert will not let user input more
than defined length.

2) Numeric Fields : These fields are of numeric type. User is required to input
numeric data upto predefined length. Maximum length varies from field to field
and is predefined. eFormExpert will not let user input more than defined length.
3) Date Fields : These fields are of date type. User is required to input date in
these fields. Doble clicking these fields opens up date selector for easy input
of data. Date must be put in DD/MM/YYYY format in these fields.

4) Dropdown fields : These fields have predefined options for selection.
These options are displayed in dropdown for users input.

Clicking on any field displays its type and maximum allowed length for

each field. [Freld help ﬂ
Alphanumeric Field

b inimum Length : 10

M awimumn Length : 10

It may be noted that few alphanumeric fields have minimum length & maximum
length defined and few of them have only maximum length. Fields which have
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User Navigation

minimum length defined are those fields which must have at least

minimum length characters as input from user. Fields which do not specify
minimum length have no restriction on minimum character length.
Automatically Calculated fields

There are various automatically calculated fields in the form which are
automatically recalculated in case of change in users data input. These fields
are always displayed in grey color indicating locked fields, Hence can not

be manipulated. Formula for recalculation is inbuilt.

User Navigation :

1) Across Sheet : User can use Up Arrow, Down Arrow, Left Arrow, Right Arrow
to navigate in a sheet. Enter has different characteristics depending on type of
current sheet. Generally it moves to immediate down position in Predefined
format sheet. And it moves to immediate right field in case of Multiple Row sheet
till the end of current row.
2) Across workbook :
a. Tab : User can click on the tab which is displayed at the
bottom of the form for movement between in the sheets.
b. User can navigate using CTRL + Page Down & CTRL + Page Up
Keyboard keys to navigate between sheets.
c. User can also take help of Sheet List option provided at right top corner of
the form. This option displays list of sheets. User can select desired sheet.
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How to Save ITR form

d. Apart from this User is also provided with “Back” button.
This button can be used by the user for moving to immediate
previous used sheet.

e. Links : Various hyperlinks are available at appropriate places.
This links jump to related sheet based on user selection.
These links are displayed on blue color for easy identification.

Saving of ITR form is as easy as clicking on the “Save” button which is
available at bottom left corner of the screen. Behaviour of save button may
vary as following

1) Saving for first time : Clicking on Save prompts for save dialog box.
User can select appropriate folder and file name for saving the file.

File is saved in xIs extension. These files, if required, can be opened in
excel also and any kind of data manipulation can be done.

2) Saving for second time and onwards : Clicking on Save simply saves
the file under the existing file name. No prompt is displayed.

How to Validate :

ITR forms are required to be validated before they should be printed for
submission or electronic return is generated. For validation, users can click on
Validate button available at mid-right bottom corner of the screen. Clicking on
this button validates all the sheets available in the form. Hence user is not
required to validate each sheet individually. During the validation operation,
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How to prepare electronic return

if any data errors are found they are displayed to the user using two ways
1) Errors are highlighted in dark green color :

T —
Each erroneous field is highlighted in dark green color. :

User can easily identify these fields and move
their mouse cursor over these errors to get |
error information. Fields can be modified immediately. S ——
On modification, green color of field will disappear.

2) Errors List : Error list is provided to the users review. User can go through
these errors one by one and modify the field as per the error instruction.

= CW When all the errors are sorted out, error list

Sl Sl will disappear and no field will have green

background color. Now ITR form is ready f

or revalidation. This process should be
repeated until no error is found.

How to Prepare Electronic Return

Once the data is filled up in the form and
validation has been done, ITR form is ready

4] | »| for creation of electronic return. User can click

OO0 060 0660

+1 Otherlnfe erfars

on “Prepare Electronic Return” button on right bottom of screen for creation
of electronic return.

Preparing electronic return is three stage process

1) Validation of Form : Form is revalidated for errors. If any error is found,
process of creation of electronic return is terminated at this stage.
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How to prepare paper return

2) Preparation of electronic return : Electronic return is created based on the
user input in forms and schema provided by Income tax department.

When above two stages are completed, electronic return is ready for submission.
These two steps are done automatically and no user interference is required.

Before the 2nd stage is started, user is asked for ITR file name. Electronic return
is stored under this file name in C:\SensysTax Folder. E.g. if File name provided
by the user is XYZ, electronic return will be available at C:\SensysTax\xyz.xml

How to prepare paper return

Paper return can be printed using this button. When user clicks on this button,
two options are provided to the user

1) Print Form : Prints the Form in PDF format.

2) Print Acknowledgment : Prints the Acknowledgment of non e-return.

Other Utilities

Various other utilities are provided to the user in Help Menu available at right top
corner of the screen. These are listed as below

1) Show Sheet help : This option displays sheet specific help.

2) Show Field help : This option activates/ deactivates field help.

3) BSR Code List : This option launches BSR Code list screen

4) MICR Code List : This option launches MICR Code list screen

5) Auto Fit Row Height : If this option is checked, maximum row height is
determined automatically and row height to set this value automatically.
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Other Utilities

6) Marked Not Applicable : There are various situations where user wants to
marked certain part of ITR form as Not Applicable. This can be achieved

using this option. User can simply selected the required area and use

this option. Using this option marks selected portion of the screen in yellow
color which indicates that it is NA Area.

7) Remove NA Mark : If NA marking is not required, it can be remove using this
option.

8) Import for Previous AY : This option can be used, if general information is to
be imported from any previous year file.

9) Add Multiple Rows : This option is available if current sheet is a multiple row
sheet. Add Row button available to the user adds one row at a time.

If Users wants to add multiple rows at a time, this option can be checked.
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Auto Update

CALC
Clicking on Calc launches Windows Calculator.

Cell Calculator
Each numeric cell has calculator attached to it. This calculator can be
activated by pressing k from keyboard.

Auto Update

eFormExpert 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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