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Return filing portal- services.gst.gov.in/services/login 

Website / portal = efiling.gstat.gov.in 
Click on “register” button located at top right hand side of this page. 

First of all, We have to do registration on the portal 
Click on “REGISTER” Button on right hand top window 



After click on “Register” button – Next Screen will show 4 options –                 
(i) Taxpayer, (ii) Tax Official, (iii) Authorized Representative, (iv) Any Other  
User need to select the appropriate option 
User can create different accounts for different user type and had to use 
accordingly. No inter change permitted. Different LOGIN ID needs to be 
created for Different Types    



If you Click on “Authorised Representative” – Then this screen will appears - 
Then Fill up all details manually.  
It will ask firstly- Are prior registration process is incomplete. Click Here Yes/No. Then 

Name, Address, Pin Code, Type of Representative, Whom you are 
representing, Registration / Enrolment No., AIBE Number if any, / LOGIN ID 
whatever you wish to create/ Mobile Number and Email ID for verification 



After filling all details manually      -then click on send OTP for Mobile Number + Captcha 

-Then again provide OTP & captcha-Then if verified it will specify “Verified” or otherwise 

this process will be repeating again and again till mobile number got verified on GSTAT portal. 

[The same process again repeat for E-mail Verification process.] 
After both successfully VERIFICATION then click on “Submit & Next” to go on next TAB 



Once both – the mobile number and Email ID – gets verified , 

Then registrants shall proceed further by click on submit & Next  



Upload BCD / CA,  Enrolment Certificate  
(Please note that Document number and File Name can remain blank.) 

After successful upload, please checked uploaded documents at bottom summary.  

Edit facility also provided if you wish to any correction or edit the submit details  



Upload Latest Passport Size Photograph preferably in proper            
Adovocate Dress with Coat and Tie.  

(Please note that Document number and File Name can remain blank.) 
After successful upload, please checked uploaded documents at bottom summary. 

Edit facility also provided if you wish to any correction or edit the submit details  
Thereafter click on Final submits Button  

One Time Password will come on your registered E-mail ID 



After received One Time Password on your E-mail ID 
Now Go to home Page and click on Login 



Enter Login ID then it will ask to fill up One Time Password as served on your 
registered E-mail ID + Captcha  
After login for First time Portal will say changed Password –  
Please Do change Password finally of your Choice and then you can Login to 
GSTAT Portal henceforth successfully as and when you wants. 
Your Name and Enrolments number would be validated on GSTAT portal and 
would be linked to Taxpayers portal automatically in drop down menu of all 
the Taxpayer Logins 



Wow Registration Ho Gaya 



Website / portal = efiling.gstat.gov.in 
Click on “register” button located at top right hand side of this page. 



After click on “Register” button – Next Screen will show 4 options –                 
(i) Taxpayer, (ii) Tax Official, (iii) Authorized Represantative, (iv) Any Other  
Choose “TAXPAYER” option 



Registered as Taxpayer and put GSTIN in the relevant fields then enter the correct 
captcha for OTP and push the button FETCH DATA than all the  details would be 

automatically fetch up from the GST Portal including your registered mobile 

number and Email Id 
Enter OTP and captcha for verification of your Mobile Number and Email ID for 
registering on this portal and after successful verification of Mobile Number and Email 
ID then one time password would be sent to your registered Email Id. 



After login First time Portal will say changed Password 
and then re-set the Password of your choice for future 
use henceforth as and when you wants. 



Wow Registration Ho Gaya 



After successful LOGIN, click on “Continue” 
Button and proceeds further. 



Disclaimer – “Click to Agree”  
Proceeds Further 



Click on “Continue” Button 
Proceeds further 



Dashboard of GSTAT portal look like 
below would appear for your working  



1. Click on Appellant Corner 
2. Click on filing 

3. Click on appeal Filing 

Draft Tab Means   {Please save Each Tab after filling properly and saved the Tab and 
move on to the next tab then we if stopped working then All previous filled up tabs 
will remain save and start from the next where you stopped last) 



There are total “10” Mandatory Tabs which you 
needs to fill one by one accurately. 



1st Tab- Order Details 
Feed ARN/CRN of the Order-in-Appeal  against 

which you are filing Appeal now.                           
{if Order-in-Appeal is available on portal with ARN/CRN} 



1st Tab- Order Details  
After entering ARN/CRN details, Taxpayer needs 
to click on “Confirm” Button to proceed further 

(Please note that all requisite fields would be 
automatically updated in the system) 



                               1st Tab- Order Details  (Order Details) 

IF ARN/CRN details not available then taxpayer needs to 

fill up all details manually and finally click “confirm” button 
and proceeds further. 



Ist Tab- Order Details 

Select Filing Through* 

Select 

ARN/CRN Available 

ARN/CRN Not Available 



Ist Tab- Order Details 

Order Appeal 

Against* 

Select Order Appeal 

Against 

 APL-04 

 Revisional Order 

  

Appellate/ 

Revisional 

Authority  

Order Number* 

 

Appeal Order No.  

APL01 Appellant 

Name* 
  

Appellate  

/Revisional 

Authority  

(Order Type)* 

Select Order Type 

 Demand Order 

 Registration 

Order 

 Recovery 

Order 

 Refund Order 

 Enforcement 

Order 

 LUT Order 

 Other Order  



Ist Tab- Order Details 

Authority Type* 

Select Authority Type 

 Appellate Authority 

 Revisional Authority 

Appellate/Revisiona

l Authority  

Passed By* 

  

Appellate/Revisional 

Authority 

Designation* 

  

Appellate/Revisiona

l Authority  

Date of Order* 

  

Appellate/Revisional 

Authority Order 

Communication 

Date* 

  
Order Id of original 

adjudication order* 
  

Date of original 

adjudication order* 
  

Period of Dispute 

From* 
  

Period of Dispute To*   
Market value of 

seized goods (if any) 
  

Upload Impugned 

Order* 

Choose File     



           2nd Tab is Basic Details 
User needs to select Acts and Section in which appeal needs to be filed like 
SGST, CGST, IGST (More than one act can be choose here) (Appeals fee to be 
paid as per this basic details) and even multiple sections can be choose here. 
After filing all the details, Press Save and Next Button. 



 2nd Tab- Basic Details 
Reference No : -   

Select Act* 

More Than 1 Act can 

be choose depends 

on disputed demands 

Select Act 

 CGST & SGST 

 IGST 

 CESS 

Section 112 

Cess- 20 
  

Add More Act 

Case Type * 

Appeal 
  

Does the 

appeal/application 

involve any issue over 

which only the 

Principal Bench has 

jurisdiction in terms of 

the provisions of the 

Act or rules/ 

notification made/ 

issued thereunder 

Select 

 Yes 

 No 



2nd Tab- Basic Details 

Jurisdiction of 

Appellate/Revisional 

authority* 

Select 

 State 

 Center 

State/ Zone of 

Appellate authority * 
  

Has the original order 

of adjudication been 

passed by a common 

adjudicating 

authority* 

Select 

 Yes 

 No 

Appellate/Revisional 

authority who has 

passed the impugned 

order* 

  

Parentage       



3rd Tab- User Needs to Enter Case details on this Tab 





3rd Tab- Case Details  [Table-1] 

Reference No : -  Auto generated 
 

 

 

System Generated Automatic No.  

Grounds of 

appeal in brief 

2000 character 

  
Prayer 

2000 character 
  

Brief issue of 

the case under 

dispute 

2000 character 

      



3rd Tab- Category of Case [Table-2] 

Category of 

case under 

dispute (38) 

 

Notification 

No. and Date 

 

Amounts 

Involved 

Select case under dispute 

Misclassification of any goods or services or both 

Wrong applicability of a notification issued under 

the provision of this Act 

 Incorrect determination of time of supply of goods 

or services or both 

 Incorrect determination of value of supply of goods 

or services or both 

 Incorrect admissibility of input tax credit of tax paid 

or deemed to have been paid /credit to credit 

 Incorrect determination of the liability to pay tax 

on any goods or services or both 

Whether applicant is required to be registered or 

has been granted suo moto registration 



3rd Tab- Category of Case [Table-2] 

Category of 

case under 

dispute (38) 

 

Notification 

No. and Date 

 

Amounts 

Involved 

 

 

Select case under dispute 

Whether any particular thing done by the applicant 

result in supply of goods or services or both 

 Rejection /acceptance of application for 

registration 

 Rejection /acceptance of application for 

amendment to registration 

 Suspension of Registration 

 Order dropping show-cause in relation to 

registration 

 Denial of facility to pay tax under composition 

scheme 

 Cancellation of Registration 

 Rejection accepting of application for revocation of 

cancellation of registration 



3rd Tab- Category of Case [Table-2] 

Category of 

case under 

dispute (38) 

Notification 

No. and Date 

 

Amounts 

Involved 

 

Select case under dispute 

 Order accepting reply of taxpayer/order dropping 

show cause notice 

 Order of disqualification of GSTP/ cancellation of 

enrolment of GSTP Rejection /acceptance of 

application for amendment to registration 

 Transfer/ Initiation of recovery /Special mode of 

recovery (All Kinds of Garnishee) 

 Tax wrongfully collected / tax collected not paid to 

Government 

 Order of assessment including that of a non-filer or 

evading registration or protective assessment  

 Determination of tax not paid or short paid on 

outward supply u/s 73 



3rd Tab- Category of Case [Table-2] 

Category of 

case under 

dispute (38) 

Notification 

No. and Date 

 

Amounts 

Involved 

 

Select case under dispute 

 Excess ITC availed u/s 73 

 Order of re-credit in credit ledger of claim of 

refund rejected or of wrongly obtained refund 

being deposited 

 Order rejecting/ granting provisional refund 

 Order denying reducing withholding granting 

refund 

 Issue related to provisional assessment  

 Fraud or wilful suppression of fact leading to non-

payment/short payment of tax determined u/s 74 

 Excess ITC availed utilized determined u/s 74 

 Issue related to seizure confiscation of goods / 

books / property or release of such goods /books 

/property 



3rd Tab- Category of Case [Table-2] 

Category of 

case under 

dispute (38) 

Notification 

No. and Date 

 

Amounts 

Involved 

 

Select case under dispute 

 Order relating to rectification withdrawal of an 

earlier order 

 Order creating modifying withdrawal demand 

under earlier laws 

 Order permitting payment in instalment 

 Order relating to provisional attachment of 

property 

 Order imposing penalty 

 Order permitting compounding of any offense or 

withdrawing such order 

 Anti profiteering related matter 

 Other 

 Issues related to place of supply of goods and or 

services 



3rd Tab- Case Summary [Table-3] 

Issue related To*  

Select Issue Related To  

 Short or non payment of tax 

 Penalty 

 Levy of interest or late fee or fine 

 Classification Dispute 

As per order of 

adjudicating 

authority  

  

 

2000 Character 

As determined by 

Appellate/Revisional 

authority 

  

 

 

2000 Character 

As per stand of 

appellant before 

Tribunal* 

  

 

 

2000 Character 

 

As declared/ claimed 

by present Appellant 

before Appellate 

Authority. 

2000 Character 

 

  



3rd Tab- About Appellant [Fourth Table] 

Constitution/Identificat

ion Number* 

  

 

GSTIN 

Constitution of 

Business* 

  

 
Prop / Firm / Co. 

Statute under which 

incorporated* 

  

 

ROC/ROF/GST 

Date of 

Commencement 

of business* 

  

Address   
Nature of 

Business* 
  

Any other relevant 

fact* 
    



3rd Tab- Statement of Fact case history [Fifth Table] 

Reference/ 

acknowledgment 

no.* 

(Each Separately) 

  Action By* 

Select Action by 

 Original Adjudicating 

Authority 

 Appellate Authority 

 Revisional Authority 

 Appellant 

 Other 

Date 

(Each Separately) 
  

Brief Narration* 

(Each Separately) 
  

No boundation of 2000 character 



4th Tab- Appellant details are auto Populated and shown to User 



5th Tab- User Needs to Enter Respondent Details, More than 
one Respondent can be added. 
After filling all the details click on save button. The respondent 
name will start appearing in the list below. 



6th Tab- User needs to add Representative details Search 

Representative from drop down menu and Enter accordingly and Save it  
The representative name will appear on below List – Check and proceeds further. 



User needs to add Representative details on relevant 
tab and select as IN-person on the portal in case none 

of the professional is engaged by the taxpayer 



7th Tab- Demand Details for Pre-deposit 
In the demand confirmed APL-04 form, the disputed demand will be auto 

fetched if ARN/CRN available. Otherwise it must be entered manually.  
Press Confirm button – Below and proceeds further 

1. Demand as per DRC-07  /   2. Disputed Demand in Apl-01  / 3. Demand determined in Ist Appeal 



User needs to Enter Demand Admitted & Disposed off on 
relevant tab as applicable 
Click on Save & Next button and proceeds further 

1. Demand in Ist Appeal   /   2. Admitted Demand  / Disputed Demands / 4. Pre-deposit Amounts 



User can enter amounts exempted or self calculation 
value accordingly 
Click on Save Button and proceeds further 



Exemption from pre-deposit amounts, 
to be submitted before filing an appeal 



Finally Save and Next Button 



Payment confirmation from GST portal. Your pre-deposit 
payment is confirmed. Please proceeds for appeal court fee 
payment 

save and Next Button 



Scenario 2- When user has made partial payment. Pending 
payment is shown to the user. 
Payment required is not completed yet amount pending is 
Rs.....Do you wants to proceeds without payment? 
Save and Next 



If you wants to make payment by offline mode, choose Bharatkosh option click on. 
You will be allotted a Reference Number 

fill up the Amounts you need to make payments towards Court Fee Then fill Bank Details  
Click on Save & Continue Button to proceeds 



Check all the details in list below 
click on proceeds to final submit button 



Showing successful payment confirmation message to the user  
Your Payment Done Successfully 

Click on Next Button 



In case you wants to make online payment, then click on Online mode 
Click on Continue to proceeds for online payment 

Online Payment options needs to be complete in a time bound manner with all the correct details 



Please check all the details on screen 
Click on Proceeds to Pay 



Please check all the details on screen below 

Click on “Confirm” to proceeds further 



Select the Bank from drop down menu 
Click on “Pay” to proceeds further 



After successful payment user will be redirected back 
to GSTAT portal automatically, where a new row will be 
shown with payment details as below 



8th Tab- Upload Documents 
1. Taxpayer Needs to upload the pdf file of the documents like 

Appeal, Affidavit, Annexure 
2. Select the Document Type and Upload 

3. List of Documents already uploaded will be shown below 
4. Click on “NEXT” button after adding all documents  





1. Submit with external DSC utility 
2. Document filed by “Appellant” + Document Type + Choose file 

from drop down menu, + Number of Pages 
3. Add Documents. 

4. See the list of uploaded document below on the screen  
Click on NEXT button to proceeds further 



CHECKLIST 







Advisory on the Payment of pre-deposit while filing of appeal before First Appellate 
authority  
Sometimes taxpayers voluntarily pay some amount during the investigation stage using Form GST DRC-
03. Later, when the taxpayer wants to file an appeal application against the demand order issued after 
the investigation, they are required to pay a pre-deposit to file the appeal. However, many taxpayers 
complain that the GST portal still asks them to pay the pre-deposit even when they have already paid 
more than the required amount through Form GST DRC-03.  
 
When a demand order (for example, Form GST DRC-07) is issued to a taxpayer, a Demand ID is created 
in Part II of the Electronic Liability Register on the GST portal. If the taxpayer makes a payment using 
the “Payment towards Demand” functionality on the portal, the amount is automatically adjusted 
against that Demand ID in the register. However, payments made through Form GST DRC-03 are not 
linked to the Demand ID and therefore do not appear as adjusted against the demand in the liability 
register.  
 
While filing an appeal by Taxpayer, GST System auto calculates the required amount to be paid (i.e. 
Admitted amount + Pre-Deposit) and checks whether any amount is already paid by the taxpayer 
against the demand ID in the said liability register. If such amount is equal to or greater than the 
required amount, then the portal will allow the taxpayer to file appeal without prompting for further 
payment. Portal will show the below message, if required amount is already paid the taxpayer.  
 
If such amount is lesser than the required amount, then Portal mandates the taxpayer for the payment 
of Balance payable. 



Pre-deposit Payment made through DRC 03:  

As explained earlier, any payment made through Form GST DRC-03 is not 
automatically recognized by the GST system against any specific Demand ID. 
Therefore, such payments are not considered by the system while calculating the 
pre-deposit amount required for filing an appeal. To ensure that the payment 
made through Form GST DRC-03 is counted against a particular demand order, the 
payment must be linked with the respective Demand ID by filing Form GST DRC-
03A on the GST portal. Filing Form GST DRC-03A enables the payment made 
through DRC-03 to be mapped to the corresponding demand order, and the entry 
for the same becomes available in the Electronic Liability Register.  
 
Consequently, at the time of filing an appeal, the system will recognize the 
payment (made through DRC 03 and adjusted using DRC 03A) and will not require 
the taxpayer to pay any additional amount again while calculating the mandatory 
pre-deposit.  
 
Accordingly, taxpayers are advised to file Form GST DRC-03A to link payments 
made through Form GST DRC-03 with the relevant demand order before filing an 
appeal, wherever applicable 





Suresh Aggarwal, Advocate 
 

 9810032846       sureshagg@gmail.com      
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