Computerized Dealer Service Centre
Dealer - HELP
(Obtaining VAT, CST Waybills and Statutory Forms from CDSC)
	1) Login (http://registration.apct.gov.in/ctdportal/DlrServices/DLR_Index.aspx)

	a
TIN: Enter your TIN
b
Password: Enter password communicated to you via email



2) Request for VAT or CST Waybills
	a
	Under CDSC/eDSC menu, click Form Request 

	b
	Select VAT or CST Waybill and click proceed

	c
	System will show Maximum Forms eligibility, Blank Forms available with dealer and Forms that can be requested. Eligibility for forms = Max Eligibility – Blank Forms with dealer. Maximum eligibility is fixed by CTO/AC. If you desire to change the maximum eligibility, please approach your CTO/AC.

	d
	Select address for dispatch and click Proceed. If address is not correct, please ask your CTO to modify the address. After correction of address in the system, try again.

	e
	Enter No. of Forms requested. No. of Forms requested should be less than or equal to ‘Available Forms on Request’ Click Submit

	f
	System will send email confirming receipt of your request

	g
	CDSC will dispatch Forms within two working days (Excluding date of request) to dealer address through courier.


3) Request for C, F and H Forms:

	a
	Down load Form utilization Excel file Template from CTD website on your computer and Fill up all columns and save file.

	b
	Under CDSC/eDSC menu, click Form Request. 

	c
	Select C, F or H as the case may be.

	d
	Click Browse and select Template. File saved on your PC/System

	e
	Enter No. of Forms requested. No. of Forms requested should be less than or equal to ‘Available Forms on Request’ Click Submit

	f
	Click Upload. System will send email to dealer.

	g
	CDSC will dispatch Forms within two working days (Excluding date of request) to dealer address through courier.


4) Enter Utilization details of Way Bills (i.e. VAT/CST)
	Note:- Please fill up all the fields in the excel sheet without any blank in any field

	a
	Eligibility for New Forms depends on submission of utilization details. Hence you should submit utilization of Forms regularly to increase your eligibility for issue of new way bills. Utilization of way bills can be submitted online through this website. (i.e., As soon as you submit utilization of Forms already obtained from CDSC you will be automatically eligible for same No. of fresh Forms again. For Example if you obtain 10 forms from CDSC, given utilization of 4 Forms you can indent for 4 Forms. Like this you have given utilization of 10 Forms then you can submit indent for 10 another Forms). Please download form utilization template for way bills (VAT/CST) and save it on your computer.

	b
	Download the excel sheet format  from the Portal and use it for data entry

www.tgct.gov.in   > Download Forms > Utilisation Template for Waybills (CST/VAT). This is formatted excel sheet. Multiple copies of the excel sheet can be prepared after it is downloaded. 

	c
	Under no circumstances new excel sheet is prepared by copying the fields.  Only downloaded excel sheet is to be used for data entry.

	d
	No field in the excel  sheet should be NULL

		Guide lines for entering data into excel  sheet

	e
	TIN : Enter TIN of the dealer who has issued the way bill (seller/ Consignor )

	f
	Select the type of way bill from the drop down menu. (VAT or CST)

	g
	Enter the prefix of the way bill   e.g I or G or L for VAT and CST for CST way bill

	h
	Enter the  way bill leaf number 

	I
	Enter consignee/buyer TIN/TOT number. If there is no TIN/ TOT for the buyer, enter NIL. If it is self purchase, Stock/Branch transfer then enter TIN of the issuing dealer (Self TIN).

	J
	Enter Buyer/Consignee name. This should not be blank. If it is for self purchase or stock/branch transfer, enter ‘SELF’.

	k
	Enter Buyer/Consignee address. This should not be blank.

	l
	Enter vehicle number. If no vehicle number is available (when sent through transport co. etc) then enter ‘NIL’.

	m
	Enter Transporter Name. If not available enter ‘NIL’

	n
	Enter invoice number. If it is self purchase then enter Voucher No. If it is Stock/Branch transfer then enter D.C .No.

	o
	Enter invoice date. . If it is self purchase then enter Voucher Date. If it is Stock/Branch transfer then enter D.C .date. Date format should be in       dd-mm-yyyy only

	p
	Select commodity from the dropdown list. Do not enter manually. 

	q
	Enter quantity of the goods transported. Enter only numbers.

	r
	Select units of measurement from the dropdown list. Do not enter manually.

	s
	Enter value of the goods transported. Do not enter paise.

	t
	Enter form utilized date (way bill date). This can be equal to or later than the way bill issue date from the AC/CTOs/CDSC office. It cannot be before the way bill issue date from the AC/CTO’s Office (If you want to add another invoice to SAME Form, Repeat steps from (e) to (t) for each invoice).

	u
	Login (http://registration.apct.gov.in/ctdportal/DlrServices/DLR_Index.aspx)

	v
	Under CDSC/eDSC menu, select upload excel sheet, upload and submit.


	

	


Common errors committed in uploading data:

1. Select Form Type/Quarter/Commodity name/UOM as the case may be, from drop down list only.
2. In a Data Row, No field in excel sheet should be empty/null.
3. No Row between data rows should be empty.
4. Date should be entered in DD-MM-YYYY format ONLY (Example: 01-04-2013).
5. Quantity Column: Enter Number only (Example: 450678912).
6. Enter Prefix of Form Number correctly.
7. Do not drag any field in excel sheet to copy. Data in all Rows should be entered.

8. Vehicle number: Maximum 15 characters only with no spaces (Example:TS9G4356)
For any help or query, Please feel free to mail us at mailto :cdsc_helpdesk@tgct.gov.in 
