
STEPS FOR ONLINE APPLICATION 

 

 

ONCE LOGIN TO CPC-TRACES A POPPED UP WILL APPEAR AS IN THE ABOVE  

 TICK THE ‘I’ AGREE BUTTON AND PROCEED 

 

 

 



 

 

CLICK ON THE “STATEMENT/ FORM” IN THE TASKBARAND THEN SELECT 

 REQUEST FOR FORM 13 

 

  



 

 

AFTER CLICKING ON THE REQUEST FOR FORM 13. A POPPED UP WILL APPEAR AS ABOVE 

 CLICK ON YES BUTTON TO PROCEED 



 

 

SELECT RESIDENT TO PROCEED 



 

 

AFTER GOING THROUGH SELECT PROCEED 



 

 

REQUEST TYPE: SELECT ORIGINAL, IF YOU APPLY FOR THE FIRST TIME FOR THE FINANCIAL YEAR 

OR ELSE SELECT REVISION. 

FINANCIAL YEAR: SELECT THE FY YOU WISH TO APPLY FOR FORM 13 (FY 2025-26). 

THEN YOU CLICK ON THE BUTTON PROCEED  



 

 

 

PLEASE NOTE YOUR REQUEST NO:________ 

PLEASE SELECT THE OPTION ‘WITH (TAN AND AMOUNT) TO CONTINUE  



 

 

PLEASE SELECT THE OPTION “LESS THAN OR EQUAL TO 50(ONLINE)” IF THE NUMBERS OF TANs IS 

BELOW 50 AND PROCEED. 

  



 

 

 

PLEASE SELECT THE STATE IN WHICH YOU WORK AS WELL AS DISTRICT TO PROCEED 

  



 

 

PLEASE ENTER YOUR AMOUNT (ANTICIPATED SALARY) IN COLUMN NO. VIII (ANTICIPATED SALARY)  

AND IN COLUMN NO X (ANTICIPATED SALARY) 

  



 

 

 

FOR COLUMN NO. XII (DECLARATION FOR EXEMPTION UNDER….INCOME TAX RULE 28AB OR NOT). 

PLEASE SELECT THE LAST BUTTON I.E. OTHER THAN RULE 28AB OF THE INCOME TAX RULES 1962. 

CLICK ON SAVE BUTTON AND THEN CLICK THE NEXT BUTTON TO PROCEED 

  



 

 

 FOR TYPE OF ANNEXURE: PLEASE SELECT ANNEXURE-I FOR NO/LOWER DEDUCTION AND THEN CLICK 

ON BUTTON PROCEED. 

  



 

PLEASE ENTER THE TAN NUMBER OF THE DEDUCTOR, ONCE YOU ENTER THE TAN NAME OF THE 

DEDUCTOR WILL APPEARIN COLUMN-2 AS ABOVE. TAN OF INSTITUTE IS SHLN00458D. 

SELECT SECTION ON WHICH TAX IS TO BE DEDUCTED (SECTION 192 FOR SALARY). ENTER THE 

ESTIMATE INCOME/AMOUNT (ANTICIPATED SALARY)  TO BE RECEIVED AS PER THE WORKORDER 

OR YOUR PAYSLIP 

REQUESTED RATE OF DEDUCTION SHOULD BE ‘NIL’ 

CLICK ON“THE SAVE AND PROCEED” BUTTON. 

 

  



 

 

 PLEASE ENTER THE CAPCHA ‘VERIFICATION CODE” 

CLICK THE ‘TEMPLATE’ ON SL NO.1 TO ENTER THE ESTIMATED INCOME (ANTICIPATED SALARY). ONCE 

CLICK A TEMPLATE WILL APPEAR. 

  



 

 

 

 

WHEN YOU CLICK THE ‘TEMPLATE’. 

PLEASE ENTER THE AMOUNT (ANTICIPATED SALARY) IN SL. NO. 1 AND THE REST OF THE ROW CAN BE 

LEFT BLANK. HOWEVER IN SL. NO.19 THE AMOUNT SHOULD BE ‘NIL’ 

  



 

 

 TO UPLOAD DOCUMENTS PROOF IN SERIAL NO.7. YOU HAVE TO SELECT ‘BROWSE’ AND SELECT 

THE DOCUMENTS YOU WANT TO UPLOAD. DOCUMENTS TO UPLOAD: PAYSLIP/ WORK ORDER/ 

RENT AGREEMENT ETC 

 IN SERIAL NO. 8 YOU CAN UPLOAD ANY DOCUMENTS LIKE ‘SCHEDULED TRIBE, POSTING ORDER 

ETC.’ 

 ONCE YOU SELECT THE FILE YOU WISH TO UPLOAD THEN CLICK THE BUTTON UPLOAD AND 

REMEMBER TO ENTER THE CATCHA OR VERIFICATION CODE 

 

 ONCE THE DOCUMENTS ARE UPLOADED THEN YOU CLICK ON THE DECLARATION AND PLACE 

AND AFTER THAT ‘CLICK THE BUTTON PREVIEW AND SUBMIT’. 

 

  



 

 
 

AFTER YOU CLICK THE BUTTON PREVIEW AND SUBMIT IN THE EARLIER PAGE. 

CLICK THE SUBMIT BUTTON  THEN A POPPED UP WILL APPEAR AS BELOW: 

 

 
 

YOU CAN SELECT ANY OF THESE BELOW TO PROCEED -  

‘E-VERIFY’ OR ‘AADHAR NUMBER’ OR ‘MOBILE OTP’  

IF YOU SELECT MOBILE OTP THE SCREEN BELOW WILL APPEAR: 

 



 
 




