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STEP 1

Firstly you have to Sign-in with valid ID & password



STEP 2

After sign-in, click on Return option then select GSTR-4. The GSTR 4 is filed by 
composition scheme taxpayers. 



  STEP 3

After selecting GSTR-4 option then select quarterly and client option.



  STEP 4

After selecting client option now go below to get details of client, click on "Get Status 
from portal tab" and select quarter time period and status.



  STEP 5

You can preview all the details by clicking on the preview tab.



  STEP 6

You can download the data by click on the download data from portal tab.



  STEP 7

You can also check the status of the client by using the return status tab.



  STEP 8

You can send E-mail or SMS to your client by clicking on E-mail SMS tab.



  STEP 9

Now click on GSTR-4 Fill Form option.



  STEP 10

After clicking on GSTR-4 you can get information from the portal and you can also select 
the section for manually enter details 



  STEP 11

After selecting a section tab, you can fill the entry of client by using single mode and 
entry mode options.



  STEP 12

After the updation, you can also one by one import/export data from/to govt excel, SAG 
Excel, JSON, GSTR 4A.



  STEP 13

You can e-file all the data and can also save and view summarised detail..



  STEP 14

You can also generate JSON for the tax data prepared till now.



  STEP 15

You can correct all the errors in case any JSON file is corrupt or having any problem 
while loading or in any tax data.



  STEP 16

Now, click on return submit option



  STEP 17

After click on return submit tab you can find all the details that you fill.



  STEP 18

You can view all the details and upload your return.



  STEP 19

After upload return file, click on "supplier detail"



  STEP 20

Now, you find the list of supplier details in any case the list does not appear, go on upload 
trade name tab then you directly get the information of supplier



  STEP 21

Our next option is GSTR-4 Summary



  STEP 22

In this option you can view the summarised information that you fill



  STEP 23

Click on the “Report Option”



  STEP 24

Under the Report option, you can view the details completely or view GSTN Wise that 
you fill



  STEP 25

Click on Configuration option, with this option you can add your basic information in the 
software 
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