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e-Return of FormIII : Instruction manual for offline filing 

 

 

1.0 Procedure for offline filing of e-Return(FormIII) 
 
Step-1: Download MS-Excel sheet of FormIII from Commercial Tax Department  Website by 
selecting “Offline Periodical Returns  Form III - Download Offline Form” option on main 
menu and save it on your computer. 
 
Step-2: Fill return data for a particular Quarter & Assessment Year in downloaded MS-Excel 
Form-III downloaded in Step-1. 
 
Step-3: Click “Validate & Generate XML” button in Excel sheet to generate XML file and save it 
at selected location on your computer. 
 
Step-4: Login with your user-id/pwd of CTD web-portal(http://comtaxappl.uk.gov.in) for uploading 
the XML file generated in Step-3. 
 
Step-5: Select “Offline Periodical Returns  Form III - Upload XML file” option on main menu 
to upload XML file. 
 
Step-6: Select Quarter & Assessment year and type of return (Original/Revised). 
 
Step-7: Click “Browse” button to select XML file saved on your computer and click “Upload Form 
III” to upload it to CTD-UK server. 
 
Uploaded data can be viewed and printed using “Return History” option on the main menu. 

 



2.0 Detailed Instructions 
 
Step-1: Download MS-Excel sheet of FormIII from Commercial Tax Department  Website by 
selecting “Offline Periodical Returns  Form III - Download Offline Form” option on main 
menu and save it on your computer. 

 

 
 

Following Screen will be displayed: 
 

Click Here to Download MS-

Excel offline Form III  

Click Here to SAVE offline 

FormIII on your computer  



Step-2: Fill return data for a particular Quarter & Assessment Year in downloaded MS-
Excel Form-III downloaded in Step-1. 

 

 
 

Enter your TIN, Select Type of 
Return, Quarter and Assessment 

Year 

Enter values in 
respective 

columns.  

Totals will be 
calculated 
automatically 
and displayed 
here 

 



 
 

Click here to enter details of  following: 
a. “Output Tax”-On state Sale of VAT goods 
b. “Output Tax”-On state Purchase of – Goods 

Taxable U/s 3(10) 
c. “Output Tax”-On state Sale of – Non VAT 

goods 
d. “Output Tax”-On Interstate Sale 
 
 



 
On clicking any of the above button for “Enter Details” for OUTPUT TAX following screen 
will be displayed: 
 

a. “Output Tax”-On state Sale of VAT goods 

 

 

 
 
Similarly detailed entries of “OUTPUT TAX” of other categories can be made for following: 
 

1.     “Output Tax”-On state Purchase of – Goods Taxable U/s 3(10) 
2. “Output Tax”-On state Sale of – Non VAT goods 
3. “Output Tax”-On Interstate Sale 

Click To Add 
More  entries 

 
 

First Click Row 
and Click To 
Remove selected 
Entry 

 
 

Click to 
Calculate Sum of 
BASIC SALE 
VALUE and 
OUTPUT TAX 

 
 

Click on BACK 
to Return back to 
Main Form 

 
 

SUM of Basic 
Sale Value and 
Output Tax will 
be displayed 
here 

 
 Enter Tax Rate 

e.g 4.5, 12 etc 
 
 



 

 
 

Click here to enter details of  following: 
a. “INPUT Tax”-(From Regd Dealers) on which 

ITC claimed NON Capital VAT Goods 
b. “INPUT TAX” – FUEL 
c. “INPUT TAX” – Capital Goods 
 
 



On clicking any of the above button for “Enter Details” of INPUT  TAX  following screen will 
be displayed: 
 

a. “INPUT TAX”-(From Regd Dealers) on which ITC claimed NON Capital VAT Goods 

 

 
 
Similarly detailed entries of “OUTPUT TAX” of other categories can be made for following: 
 

1. “INPUT TAX” – FUEL 
2. “INPUT TAX” – Capital Goods 

First Click Row 
and Click To 
Remove selected 
Entry 

 
 

Click to 
Calculate Sum of 
BASIC SALE 
VALUE and 
OUTPUT TAX 

 
 

Click on BACK 
to Return back to 
Main Form 

 
 

SUM of Basic 
Sale Value and 
Output Tax will 
be displayed 
here 

 
 

Enter Tax Rate 
e.g 4.5, 12 etc 

 
 

Click To Add 
More  entries 

 
 



 

 

 
 

Enter values in 
respective 

columns.  

Totals will be 
calculated 
automatically 
and displayed 
here 

 

Click here to 
Enter Details of 
Payment of Tax 
and Other Dues” 

 



 
On click of “Enter details” of “Payment of Tax and Other dues”, following screen will be 
displayed 

 

 
 

 
 

First Click Row 
and Click To 
Remove selected 
Entry 

 
 

Click to 
Calculate SUM of 
Tax Deposited 

 
 

Click on BACK 
to Return back to 
Main Form 

 
 SUM of TAX 

Deposited will be 
displayed here 

 
 

Click To Add 
More  entries 

 
 

Account Head 
can be selected 
here 

 
 



Step-3: Click “Validate & Generate XML” button on Excel sheet to generate XML file and 
save it at selected location on your computer. 
Validating and Generating XML file for Uploading on CTD-UK web-site. 

 

 
 
On pressing above button following screen will be displayed: 

 

When you have entered all details in Form-III Click 

here to “Validate & Generate XML” 

Click “Browse” 
button to select the 
location where you 
want to save XML 
file on your 

computer 



 
On clicking “Browse” Button above following screen will be displayed: 

 

 
 

 

Select folder 

location from here 

Type any file name. For example 
here file name is given as Form-III 

and location as “Technical” 

After selecting folder and 
entering filename, click here to 

return back to mail Form-III 

Filename is displayed here. 

Click “Start” to generate XML file. 
In this example “Form-III.XML” 
will be generated in 
“D:\Technical” 



Step-4: Login with your user-id/pwd of CTD web-portal (http://comtaxappl.uk.gov.in) for 
uploading the XML file generated in Step-3. 
 

 

Enter User ID  

Enter your password 

Click to Login 



 
Step-5: Select “Offline Periodical Returns  Form III - Upload XML file” option on main menu 
to upload XML file. 

 

 
 

Click here to Upload XML file 



Step-6: Select Quarter & Assessment year and type of return (Original/Revised). 

 

 

Select Assessment Year, Quarter and Type of Return 

Click here to Proceed 



Step-7: Click “Browse” button to select XML file saved on your computer and click 
“Upload Form III” to upload it to CTD-UK server. 

 

 

 
 

 
 

Acknowledgement No. will be generated based on your Selection 

of year, quarter and type of return 

Browse the XML file you created 
and Saved on your computer in 

Step-3 above  
Click to Upload Selected XML file  



 
Data uploaded through XML file on CTD server can be viewed from “Return Reports  Form III 
History” 

 

 


