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Step 1: To access the Punjab One Time Settlement 2023, use the 'sign in' option to fill out the OTS 
applications. 
If you're a first-time user, click on the 'New User? Register Here' button to register your firm details for OTS.
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OTS Registration Screen

<Upon selecting 'New User? Register Here', the system will redirect you to the OTS Registration Screen>

Step 2: Input your TIN number as instructed on the screen above.

3
Powered by



OTS Registration Screen

<After entering a valid TIN number, the system will automatically populate the Firm Name, Ward, District, and 
Division Details>

Step 3: Provide your Mobile number, Email Id and click on ‘Submit’.
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OTS Registration Screen

<After clicking on Submit, system will send the OTP to your Registered Email Id>
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OTS Registration Screen

Step 4: Enter the OTP received via email, then set and confirm your password of your choice for OTS 
registration. Then, click on 'Final Submit'.
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OTS Registration Screen

<Upon successful submission, the system will show a confirmation message as displayed above>
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OTS Login Screen

Step 5: Enter the Login Id & Password then click on ‘Sign In'.
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OTS Home Screen

<After successfully signing in, the system will redirect you to the Home page>

Step 6: Navigate to the OTS 2023 tab and select the OTS link.
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OTS Menu Screen

<Clicking on the OTS link will redirect you to the Menu page. Here, the system will present you with two 
options: ‘Apply for One Time Settlement’ and ‘View List of Applications Submitted for One Time Settlement’. 
Selecting Apply for One Time Settlement allows you to add a new application for OTS, while choosing View 
List of Applications Submitted for One Time Settlement displays the submitted applications>

Step 7: Click on Apply for One Time Settlement to begin filing a new application.
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FORM OTS -1 : Application For OTS Screen

<Upon clicking on the "Apply for One Time Settlement" option, the system will redirect you to the FORM OTS-1 screen>

Step 8a: Enter the basic details of the dealer, including the Name, Type of Relation Person, Relation Person's Name, Residential 
Details, and Designation.

Step 8b: Select the Act and Assessment year from the dropdown to specify the assessment for which you wish to file the OTS 
application and upload the Assessment documents.

Step 8c: If there is an ongoing appeal status related to this assessment, check the corresponding checkbox and provide the 
current appeal details including the appellate authority or court where the appeal exists, the date of filing the appeal, the last 
date of hearing, and any remarks associated with it.
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FORM OTS -1 : Application For OTS Screen

Step 8d: Enter the self-assessment of the determined amount for this assessment, including the tax demand, interest demand, 
and penalty demand.

<The system will then automatically populate the 'Less amount of waiver as per the specified slab' and 'Determined Amount' 
based on the Government Notification. 
For instance:

If the total demand (tax + interest + penalty) is less than or equal to Rs. 1,00,000/-, the waiver of tax, interest, and penalty 
is 100%.
If the total demand (tax + interest + penalty) is from Rs. 1,00,001/- to Rs. 1,00,00,000/-, the waiver of tax is 50%, while the 
waiver of interest and penalty remains 100%>
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FORM OTS -1 : Application For OTS Screen

Step 8e: Fill in the tax amount of prior deposit in the designated field, and the system will calculate and display the final 
amount payable.

Step 8f: Enter the payment details including the Treasury receipt number, Treasury receipt date, Amount deposited and upload 
the Treasury Receipt. If there are multiple receipts, use the "Add New" option available on the screen to include additional 
rows.

 Note: The total sum of the Amount deposited in the 'Payment details' section should be greater than or equal to the C. 
Determined Amount in the 'Self-assessment of determined amount' section.
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FORM OTS -1 : Application For OTS Screen

Step 8g: Once all the required fields have been entered, review the declaration points carefully and accept them by checking 
the corresponding checkboxes. Finally, click on the "Submit" button to proceed.
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FORM OTS -1 : Application For OTS Screen

Step 8h: Upon clicking on the "Submit" button in FORM OTS-1, the system will prompt for final confirmation. If all the entered 
data is correct, click on "SUBMIT" to forward the application to Department officials.
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OTS Applications List Screen

<After successfully submitting the OTS FORM-1, the system will redirect you to the OTS Applications List 
containing the list of applications you have submitted.>

Step 9: Click on 'View Form-1' to review the form you have submitted.
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FORM OTS -1 : View & Download Screen

<The entire submitted application can be 
viewed here.>

Step 10: Click on 'Download FORM OTS-1' at 
the bottom of the screen to download the 
application in PDF format.
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FORM OTS -1 : Downloaded PDF
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OTS Menu Screen

<Repeat the same process by clicking on 'Apply for One Time Settlement' if you wish to fill out another OTS 
application for different assessments.>

Step 11: Click on 'View List of Applications Submitted for One Time Settlement' to review and check the 
status of your submitted applications.
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<After the submitted application has been forwarded to the concerned department officials and 
acknowledged, you can view the status here. Additionally, the acknowledgement form will be sent to you by 
email.>

Step 12: Click on 'View Form-2' to access the Acknowledgement form.

OTS Applications List Screen
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FORM OTS -2 : Acknowledgement Screen

<The ACKNOWLEDGEMENT OF APPLICATION IN FORM OTS-1 submitted by the department officials can be 
viewed here.>

Step 13: Click on 'Download FORM OTS-2' at the bottom of the screen to download the Acknowledgement 
in PDF format.
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FORM OTS -2 : Downloaded PDF
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<If the department officer has identified any deficiencies in the OTS Application and issued the Deficiency 
Memo, you can view the status here. Additionally, the deficiency memo will be sent to you by email.>

Step 14: Click on 'View Form-3' to access the Deficiency Memo form.

OTS Applications List Screen
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FORM OTS -3 : Deficiency Memo Screen

<The DEFICIENCY MEMO submitted by the department officials can be viewed here.>

Step 15: Click on 'Download FORM OTS-3' at the bottom of the screen to download the Deficiency Memo in 
PDF format.
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FORM OTS -3 : Downloaded PDF
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<If the department officer has accepted the OTS Application and issued the ORDER OF SETTLEMENT, you 
can view the status here. Additionally, the ORDER OF SETTLEMENT will be sent to you by email.>

Step 16: Click on 'View Form-4' to access the ORDER OF SETTLEMENT form.

OTS Applications List Screen
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FORM OTS -4 : Order Of Settlement Screen

<The ORDER OF SETTLEMENT submitted by the department officials can be viewed here.>

Step 17: Click on 'Download FORM OTS-4' at the bottom of the screen to download the Order of Settlement 
in PDF format.
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FORM OTS -4 : Downloaded PDF
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<If the department officer has rejected the OTS Application and issued the ORDER OF REJECTION , you can 
view the status here. Additionally, the ORDER OF REJECTION will be sent to you by email.>

Step 18: Click on 'View Form-5' to access the ORDER OF REJECTION form.

OTS Applications List Screen
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FORM OTS -5 : Order Of Rejection Screen

<The ORDER OF REJECTION submitted by the department officials can be viewed here.>

Step 19: Click on 'Download FORM OTS-5' at the bottom of the screen to download the Order of Rejection 
in PDF format.
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FORM OTS -5 : Downloaded PDF

31
Powered by



Forgot Password ?

Step 1: In case of a forgotten password, click on the 'Forgot Password?' button to retrieve your credentials.
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Forgot Password ?

Step 2: Input the registered TIN in the designated field and click on ‘Generate OTP’.
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Forgot Password ?

<After clicking on ‘Generate OTP’, system will send the OTP to your registered Email Id>
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Forgot Password ?

Step 3: Enter the OTP received via email. Then, click on ‘Submit'.
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Forgot Password ?

<The Login Credentials to Access Punjab One Time Settlement 2023 will be sent to your registered email.>
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