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1. Log in to Scrutiny Module by entering user name and password. 

2. After entering the user name and password, the following screen will be displayed.  

 

 

3. Select the scrutiny for normal dealers . 

 

 

4. All the preassessment notices send from the Headquarters will be seen in the “Received 

Notices” box. 



 

5. Click “View”button against each dealer to view the preassessment Notice. (This is only for 

viewing the notice) 

 

 
6. Click “Generate”button to fix date, time of hearing. 

 

 

 
7. Click location button- Here you can choose the date for hearing. First hearing date is limited to 

15 days from the date of Notice.  



 
8. Fix time of hearing.  

 

 

9. Then click “Documents” to select the books/records that should be submitted by the dealer in 

connection with hearing and verification of books of accounts.  

 



 

10. Click submit button. Then the below message will be displayed by the system.  
 

 

11. Press OK button.  
 



 

12. Then a Zip file containing Pre assessment notice and Hearing notice will get downloaded and 
you can save the same in the system. Printout of the above notices should be duly authenticated 
and send to the respective dealers. (Hearing notice/ Summons can also be viewed in Hearing Log 
in Hearing window which is discussed in coming pages) 

 

 

 

13. The right end field against the assessee (General Notices) will be changed as “Sent”. The details 

of the assessee will be forwarded to the “Hearing Window”. 

 



 

14. Now come to the main screen. Click “Hearing” box, the following window will be displayed. 

There are 3 options to select the cases posted for hearing.  

 

 

15. The first option is by  clicking the “Select” button , you can view  the details  of  hearing (all, past and 

future) . 

 

 

 
16. The second option is by Clicking   “Filter for  Hearing”  



 
17. You can select the dealer by entering the  specific  name of the dealer. 

 

 

 

18. The Third  option is by clicking “Enter date” option. 

 



 

19. A calendar is popped and by  selecting a particular date, the case/cases posted for hearing on 

that particular date can be viewed as shown below. 

 

 

20. The above window will be displayed in all the above three options. 

 

 



21. For entering hearing details, rescheduling and postponement of hearing of a particular dealer, 

click “Edit” button against that  dealer. Then the following window will be displayed. 

 

 

22. In”Scheduled’ window-you can enter the hearing results and hearing remarks. There are 3 

options given for entering Hearing result. You have to select one among  the three. 

1. Close and call for another hearing-Here the assessing authority has conducted first hearing 

and needs second hearing to dispose the case. Here the assessing authority should  enter 

the details of first hearing in the remarks column.  

2. Close all the hearing- If the assessing authority completed all the hearing and no further 

hearing is required, this option should be selected. Here also the hearing remarks should be 

entered. 

3. Postpone current hearing- If the hearing is postponed this option should be selected. The 

reason for postponement should be mentioned in the remarks column. 

 

23. In the case of 1st option, after entering remarks click “submit”, it will be directed to “reports” 

window as shown below. 



 

24. The findings of 1st hearing regarding each mismatch shall be entered in the corresponding fields 

and the supporting proof shall be uploaded against each mismatches. The details entered in this 

window will be reflected in the Final Order. Utmost care should be taken while entering the data 

in this window. 

 

 

 
 

25. In case of additional defects such as OR, CR and defects found during book verification shall be 

entered in “Extra Findings” window.  

 



 

26. The figures entered in the “Extra findings” will be auto populated in the in the corresponding 

column (“Others”) in the “Report” window. 

27. After entering required details in “Report” window, Click “Submit”. 

 

 

 



 

28. It will be directed to “Documents produced” window: Here the details of documents produced 

shall be entered. Click “Submit” 

 

 

29. Here the venue, date and time of 2nd hearing shall be entered. After entering the details click 

“submit”. 

 



 

30. It will be directed to Tax Calculation window to enter the liability details.  Here all the defects 

are listed out. Some of them are in terms of turnover and some of them are in term of tax. If the 

defect is in terms of turnover, bifurcation should be made on tax rate basis. For this, click the 

“Bifurcate” button on the right end against each defects. On clicking “Bifurcate” button, the 

following field will be displayed. 

 

 

31. Here, the assessing authority should bifurcate the turnover mentioned in each defect, according 

to the tax rate, and should enter in the corresponding fields. Tax amount will auto populated. 



 

32. In case of more than one tax rate, additional fields can be created by clicking each time on the 

“Bifurcate” button. On completion of bifurcation of entire defective turnover, the red ‘X’sign will 

be changed to green ‘Tick” mark. 

 

 

33. You can view the remarks entered at the time of hearing against each defects by placing curser 

on “Hover over me”. After entering required details click “Submit”. The details will be saved. 

 



 

34. A revised notice will automatically generate on the basis of the data of  hearing details and extra 

findings entered. If issuance of revised notice is necessary, the assessing authority can download 

and issue the same from “Hearing Log” window. 



 

 



 

 

35. If the option 2nd  in the “Hearing Result” ie, “Close all the hearings” is opted, it will also 

directed to the “Report” window as in the 1st option. This option shall be selected for entering 

data on second/final hearing also.  After entering the required details in the “Report” window 

click “Submit”. 

 

36. It will be directed to “Documents produced” window. Here the details of documents produced 

at the time of hearing shall be entered. Click “Submit”. It will be directed to Tax calculation 

window as in the option 1. After entering the required details, click ‘submit’ to save the details. 



37. If the option 3rd in the “Hearing Result” ie, “Postpone current hearing” is opted, On submission, 

a window will be populated for entering venue, date and time of next hearing. After entering 

the reason for postponement, click “Submit” to save the data. “From the “ hearing log” window, 

the following adjournment notice can be downloaded and issued to the dealer. 

 

 

 



 

38. After the completion of hearing and entering final hearing details , on the right end of the 

window “Final Order” will be displayed against the assessee. Click on “Final Order”. The 

following Final order window will be displayed. 

 

 



 

 

39. Enter all required data in the conclusion part and click “Submit” 



 

40. The above window will be displayed. Click  OK. 

 

 

41. The right end field against the assessee will be changed as shown. By clicking ‘FO’ and ‘DN’ the 

Final order and Demand Notice respectively  can be downloaded. 



 



 



 

 

42. The Print outs of the Final Order and Demand Notice has to be taken and properly authenticated 

and issued to the assessee. 
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