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1 Purpose of this document 

 
The Objective of this document is to explain how to apply for 

Excise Goods Exemption Request. 

 

The Taxpayer must be registered either for Excise Tax or working 

with a Public medical Institution/Private Medical Institution.  

 

This document also covers the correspondences which are sent 

by GTA. 
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2 Steps to file an Excise Goods’ Exemption 
Request 

 

Step 1: Login Screen  

 
Taxpayer should login on the Dhareeba and is there after directed 

to the NAS portal where the Taxpayer should login through QID or 

Email address and its associated password, as shown in the 

screen below: 
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After successful login, Taxpayer will be navigated to the below 

screen. Taxpayer should click on the TIN for which the ‘Excise 

Goods Exemption Request’ application must be submitted. 

 

 

Step 2: Dashboard 

 
After successful login, the Taxpayer will be navigated to the below 

screen.  

 

 



21 
 

Excise Goods Exemption Request 

version 1.0 – 2021 
 
 

Step 3: Taxpayer should click on ‘Requests’ tab. “Excise Goods 

Exemption Request” Tile will be visible under Requests. 

 

 

Create and View options will be available on tile. 

 

If Taxpayer clicks on View button, the list of all existing Excise 

Goods Exemption Request applications would be displayed. 

 

Taxpayer can filter the details based on ‘Reference #’, ‘Date of 

Submission’ and ‘Status’.  
 

 
 



22 
 

Excise Goods Exemption Request 

version 1.0 – 2021 
 
 

Edit button : If an existing application status is DRAFT or 

Additional Information, Taxpayer should be able to edit the form 

by clicking on EDIT icon. 

 

Cancel Button : If an existing application status is DRAFT, 

Taxpayer should be able to Cancel the form by clicking on Cancel 

icon.  

 

Clicking on this icon should give a warning message to the 

Taxpayer “Do you really want to cancel this application  ‘If yes, 

then you may need to start from beginning again as all your 

previous data will be lost.” Taxpayer to select No/Yes.  

 

If the Taxpayer clicks on Yes, this will cancel the Application and 

refresh the page and the Cancelled Application would not be 

visible on screen. 

  

If Taxpayer clicks on No, then the warning will be closed and no 

action to be taken, the Taxpayer remains on the same page. 
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View Button : Taxpayer can check any application in view 

mode by clicking on View button. 

 

Taxpayer should click on Create Button for applying Excise 

Goods Exemption Request application, this will open the 

Instructions Screens.  

 

Taxpayer can click on Back button and after clicking on Back 

button, Screen will navigate to the Home Page. 

 

Step 4: Instructions Screen 
 

The Taxpayer will be navigated to “Instructions” screen where 

Taxpayer has to read all the instructions before clicking on “Start 

Now” button.  

 

Taxpayer can click on Back button and after clicking on Back 

button, Screen will navigate to the Home Page. 
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Step 5: Goods Details 

 
The Taxpayer needs to provide the details of the exempted goods. 

Taxpayer needs to click on the ‘Add Goods’ button to add Excise 

Goods exempted details. 
 

 

Once the Taxpayer clicks on “+ Add Goods”, Taxpayer will be 

navigated to the below screen where the Taxpayer should select 

Declare by either “Goods Type” or “SKU Code”. 
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In case the Taxpayer selects Declare by ‘Goods Type’, Taxpayer 

can Search by ‘Goods Type’, the Goods Type drop down and 

Reason for Request drop down will be available.  
 

Once Taxpayer selects Goods Type from the Drop-down list, 

accordingly HS Code field drop down values will be available. 

  

 

Brand field will become enable when Taxpayer selected HS Code 

from the drop-down list.  
 

Description field will become enable when Taxpayer selected 

Brand from the drop-down list.  
 

Taxpayer selects Description from the drop-down list and 

accordingly SKU Code would be Auto populated on screen. 
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Thereafter Taxpayer should select Reason of Request from the 

drop-down list.  
 

 

 

In case the Taxpayer selects Declare by ‘SKU Code, in this case 

Goods Type, HS Code, Brand, Description fields will be non-

editable and SKU Code, Reason for Request will be editable. 

 
Taxpayer selects SKU Code and Reason for Request from the 

drop-down list.  
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Edit Button : Taxpayer should be able to edit the form by 

clicking on EDIT icon. 

 

Cancel Button : Taxpayer should be able to Cancel the form by 

clicking on Cancel icon. 

 

View Button : Taxpayer can check any application in view 

mode by clicking on View button. 

 

Taxpayer can add multiple details by clicking on ‘+ Add Goods’ 

button. 

 

Back Button – on clicking Back button, system will navigate to the 

previous screen. 

 

Save as Draft Button – Application would be saved, and Reference 

Number will be generating on clicking ‘Save as Draft’ button. 

 

Continue – System will navigate to the Next screen.  

 

After filling the information, Taxpayer should click on the ‘Save as 

draft’ button, Form is saved successfully as shown below, then 

click on continue button. 
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Step 6: Additional Information 
 

The Taxpayer will be navigated to ‘Additional Information’ screen where 

the Taxpayer can fill Additional Notes and attach any document(s). The 

Taxpayer should then click “Continue” button. 
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Step 7: Summary 
 

In ‘Summary’ section, Taxpayer can view Summarized information 

of the form. The Taxpayer should verify the details and can select 

Edit button to go back to the earlier information and make changes 

wherever required.  
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Step 8: Summary 
 

After clicking on "Continue" button, the Taxpayer will be navigated 

to "Declaration" screen where the details in all the fields will be 

pre-populated from National Authentication Section Sign-up.  

 

 
 

Taxpayer should click on the ‘Terms and Condition’ hyperlink and  
Clicks on ‘I Agree’ button. 
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Taxpayer should tick the declaration checkbox. ‘Submit’ button will 

be displayed. Taxpayer should click on the ‘Submit’ button. 

 

 

 

Step 9: Acknowledgement 
 

 

After clicking on "Submit" button, Taxpayer will be navigated to 

"Acknowledgement" screen where the application reference 

number is displayed.  

 

After submission of Excise Goods Exemption Request form, GTA 

will review the same and can approve or request for additional 

information from the Taxpayer. 

 

Taxpayer can amend details and then can submit the application 

back to GTA for approval. 
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3 Annexure – Correspondence received by 
Taxpayer. 

 

3.1 Steps how Taxpayer can open and view notifications 
on the portal. 

 
Taxpayer should log in to Taxpayer Portal and select ‘My 
Notifications’ tab from the Home screen to view the notifications. 
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3.2 SMS on Mobile Number and Email Notifications on 
Email ID 

 
After submitting the form, Taxpayer will receive Email on the E-mail 
Address which Taxpayer has provided, SMS on the Mobile Number 
Taxpayer has provided & Notifications on Portal. 
 
Taxpayer will receive an SMS, Email and PDF on Submission. 
 
Taxpayer will receive an SMS, Email and PDF on Approval. 
 
Taxpayer will receive an SMS, Email and PDF on Rejection. 

 

3.3 Check the Status of Excise Goods Exemption Request 
form 

 
Taxpayer needs to click on the View button of ‘Excise Goods 

Exemption Request’ tile.   
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Application Status can be viewed.   

 

 

 

- End of Document - 

 


