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1. Introduction 
This manual explains the process for a Retailer to avail TCS (Tax Collected at Source) concession 
on the HPFS portal of the Prohibition and Excise Department, Government of Telangana. The 
Retailer logs into the portal, uploads the TCS Lower/Nil Deduction Certificate issued by the 
Income Tax Department (TRACES), and submits it for approval. 

Once the certificate is uploaded, the system automatically reads (OCR) the certificate details 
such as Certificate Number, Certificate Date, Applicant PAN, Certificate Limit, TCS Rate, and 
validity period. These details are read-only and cannot be edited by the retailer, ensuring data 
accuracy and preventing tampering. After submission, the request is routed to the Finance (FIN) 
section for verification and approval. 

2. Process Flow Overview 
1. Retailer logs into the HPFS portal. 
2. Retailer navigates to the TCS Concession menu. 
3. Retailer clicks Upload Certificate and browses the TCS certificate file 

(PDF/JPG/PNG). 
4. System OCR engine scans and reads the certificate details automatically; PAN is 

verified against the retailer's registration. 
5. Retailer reviews the auto-populated details and clicks Save. 
6. Certificate status changes to Pending Approval and the request is submitted to the 

Finance (FIN) section for further verification and approval. 

3. Prerequisites 
• Valid retailer login credentials (Username, Password) for the HPFS portal. 
• A scanned copy (PDF/JPG/PNG, maximum 10 MB) of the Annexure page of the 

Lower/Nil Deduction Certificate issued on the TRACES portal (www.tdscpc.gov.in). 
• The PAN mentioned on the certificate must match the PAN registered against the 

retailer license. 
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4. Retailer - Upload of TCS Concession Certificate 

Step 1: Open the Login window 

On the Prohibition and Excise Department home page, click the Login button on the top-right 
corner of the screen. 

 

Figure A1: Home page with Login button 

Step 2: Sign in as Retailer 

In the Login pop-up, select the Username tab, enter the Retailer Username, Password and the 
Verification Code (captcha) displayed on screen, then click Sign In. 

 

Figure A2: Retailer login screen 
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Step 3: Go to the Retailer Home menu 

After a successful login, the Retailer home page is displayed with the modules Indent, Stock, 
Price List, and Support. 

 

Figure A3: Retailer home page 

Step 4: Open TCS Concession from the left menu 

Click on the desired module to open the left navigation menu, then click TCS Concession from 
the sidebar. 

 

Figure A4: TCS Concession option in the left navigation menu 
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Step 5: Click Upload Certificate 

On the TCS Concession page, click the Upload Certificate button on the top-right corner. If no 
certificate has been uploaded before, the grid will show No data available. 

 

Figure A5: TCS Concession list page 

Step 6: Browse and select the certificate file 

In the Upload TCS Concession Certificate pop-up, click Browse and select the TCS Certificate 
Annexure file (PDF/JPG/PNG, maximum 10 MB). Only the annexure page issued on TRACES 
should be uploaded; refer to the Sample Format link if required. 

 

Figure A6: Upload TCS Concession Certificate window 
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Step 7: System reads the certificate (OCR) 

Once the file is selected, the system's OCR engine (Excise Intelligence Engine) automatically 
scans the uploaded certificate and extracts the required details. 

 

Figure A7: OCR engine scanning the uploaded certificate 
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Step 8: Sample TCS Certificate (TRACES Annexure) 

Reference: a valid TCS Certificate Annexure issued by the Income Tax Department (TRACES) 
under Section 395(3), containing the Certificate Number, Applicant PAN, TAN, Certificate Rate, 
Amount, and Validity period. This is the type of document that should be uploaded in Step 6. 

 

Figure A8: Sample TCS Certificate Annexure issued by TRACES 
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Step 9: PAN verification confirmation 

The system displays a confirmation message once the applicant PAN on the certificate is 
successfully verified against the retailer's registration and all details have been read from the 
certificate. Click OK to proceed. 

 

Figure A9: PAN verified confirmation message 

Step 10: Review the auto-populated certificate details 

The Certificate Number, Certificate Date, Applicant PAN and Certificate Limit fields are auto-
populated from the uploaded certificate and cannot be edited. Verify the details and click Save. 

 

Figure A10: Auto-populated (read-only) certificate details 
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Step 11: Confirm submission for finance approval 

A confirmation pop-up appears asking to save the certificate for finance approval. Click OK to 
confirm. 

 

Figure A11: Confirmation pop-up before submission 

Step 12: Submission successful 

A success message confirms that the certificate has been submitted for finance approval, along 
with the retailer count and the prospective certificate limit, which will take effect once FIN 
approves the request. 

 

Figure A12: Submission success message 
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Step 13: Track the request status 

On the TCS Concession page, the uploaded certificate now appears with Status shown as 
Pending Approval. The retailer can click View Details or View File at any time to review the 
submitted request. The request will now be verified and approved by the Finance (FIN) section. 

 

Figure A13: Certificate listed with Pending Approval status 

5. Important Notes 
• The certificate details (Certificate Number, PAN, Certificate Limit, Rate, validity, etc.) 

are read directly from the uploaded document through OCR and cannot be manually 
edited by the retailer, to ensure authenticity. 

• The certificate limit does not take effect immediately; it takes effect on the retailer's 
account only after the request is verified and approved by the Finance (FIN) section. 

• The status of a submitted request can be tracked at any time on the TCS Concession 
page under Status (Pending Approval / Approved). 

 


